
 

Records Management Basics  

 for  

Texas Municipal Clerks Association  
Lone Star Chapter 

July 13, 2011 
Wylie City Hall 

 
 

Texas State Library and Archives Commission 

State and Local Records Management Division 

P.O. Box 12927, Austin, TX 78711-2927 

(512) 421-7200 | slrminfo@tsl.state.tx.us 

www.tsl.state.tx.us/slrm/ 



About Us  

}Texas State Library and Archives Commission (TSLAC) 

}5 analysts ð records management assistance and training 

}150 state agencies 

}10,000 + local governments 



Agenda  

}Overview and compliance 

}Active and continuing program 



Overview and Compliance  

 



Why Records Management?  

}Timely response to inquiries 

}Records protection 

}Timely disposition 

}Legal requirements 



Local Govõt. Records Act  

}Effective & economic government operations 

}Preserve records of permanent value 

}Establish standards and procedures 

 

Local Government Code Chapters 201-205 



Local Govõt. Records Act 

}Bulletin D ð TSLAC 

website 

}Records management 

program 

}Role of Records 

Management Officer 

(RMO) 

}Definitions 



Local Government Record  

}Created or received by a local government, officer, or 

employee in transaction of public business 

}Any medium ð paper, letter, book, map, photograph, 

sound, video, microfilm, magnetic tape, electronic 

}Open or restricted information 

 



Does Not Include:  

}Convenience copies 

}òExtra identical copies of documents created only for 

convenience of reference or researchó (LGC §201.003(8)(A)) 

}Copies of documents furnished to the public as part of a 

Public Information Act request 

}Blank forms/stocks of publications 

}Library or museum materials 

}Alternative Dispute Resolution working files 



Records Management  

}Manage the records life cycle 

}  Creation or receipt 

} Use 

} Maintenance 

} Preservation 

} Disposition 
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3 Elements of Compliance  

}Approved records management policy/order/ordinance 

on file with TSLAC 

}Records Management Officer (RMO) appointment on file 

with TSLAC 

}Approved retention schedule 



3 Elements of Compliance  

}Municipal court is part of municipalityõs records 

management program 

}Municipal court records are included in city retention 

schedule 

}City Records Management Officer (RMO) is responsible 

for maintaining retention schedule  

 



1. Records Management Policy  

}Approved by 
governing body or 
elected official and on 
file at the TSLAC 

 

}Identifies Records 
Management Officer 
(RMO) 

 



2. RMO Appointment  

}Must match policy 

 

}Designation of Local 
Government RMO 

}Form SLR 504 or 

} Letter on official government 
letterhead 

 

}Notify us within 30 days 



3. Retention Schedule  

}Three Options 

}Permanent 

}Records Control Schedule (RCS) 

}Declaration of Compliance (Adopt TSLAC schedules) 

 



Records Control Schedule  

}Use forms SLR 500 

and SLR 540 

}Meet minimum 

retention periods set 

by TSLAC 

}Reviewed and 

approved by TSLAC 

 



Declaration of Compliance  

}Adopt TSLAC local schedules 

}Use form SLR 508 

}Choose schedules that apply to your government 

 



TSLAC Local Schedules  

}12 published schedules 

}Mandatory minimum retention 

}Part of the Texas Administrative Code (13 TAC 

 

7.125) 

}Includes 1,500+ records series 

}Same retention regardless of medium 

}Available to download or print from website 



TSLAC Local Schedules  

CC ð County Clerk 

DC ð District Clerk 

EL ð Elections/Voter 

GR ð General Records 

HR ð Health Agencies 

JC ð Junior Colleges 

ÅLC ð Justice and Municipal 
Courts 

ÅPS ð Public Safety 

ÅPW ð Public Works 

ÅSD ð Public Schools 

ÅTX ð Taxation 

ÅUT ð Utility Services 

www.tsl.state.tx.us/slrm/recordspubs/localretention.html 

 

 

http://www.tsl.state.tx.us/slrm/recordspubs/localretention.html
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Revisions to Local Schedules  

}Change in statutory code (TAC, CFR, Local Government 

Code) 

}Audit requirement 

}Statute of limitations (tort) 

}Clarification 

}Renaming of state agency 

}Public comment 

}Commission recommendation 

 

 

 



TSLAC Local Schedules  
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DC ð District Clerk 
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Schedule GR Changes  

}GR1050-36, Criminal History Checks  

}Now its own series (was with GR1050-11, Employee 

Selection Records) 

}Retention:  End of employeeõs probationary period or 

after immediate purpose has been fulfilled, as applicable. 

}Retention Note:  A local government that is authorized to 

obtain criminal history recorded information from the 

Texas Department of Public Safety must refer to 

Subchapter F, Chapter 411, Government Code for 

appropriate retention and use of this information. 



Schedule GR Changes  

}GR1075-25, Surveillance Videos  

}New records series - video surveillance for, but not 

limited to, security of property and persons. 

}Retention:  AV 

}Retention Note: If the surveillance video is needed as 

part of an investigation it should be retained with the 

investigation case file PS4125-05. 



Schedule LC Upcoming Changes  

}LC2350-03b, Civil Case Papers (cases that were 

adjudicated which result in a monetary award) 

}Retention:  Increased from 10 to 12 years after case 

closed or issuance of last abstract of judgment or 

execution. 

}Retention Note: Civil cases with a judgment in favor of 

the state or to a state agency must be retained until the 

judgment is satisfied. 



Schedule LC Upcoming Changes  

}LC2350-11,  Witness Record  

}New records series ð register of witnesses subpoenaed, 

attached, or recognized in criminal cases, if maintained 

separately from the criminal dockets. 

}Retention:  5 years 



Schedule LC Upcoming Changes  

}Part 5: Juvenile Records added to Schedule LC 

}Based on Family Code  

}Legal requirements supersede TSLAC retention 

schedule 

}Retention periods in draft are currently in effect 

}Schedule LC draft ð email request to 

asheperd@tsl.state.tx.us 



Overview and Compliance Recap  

}Municipal court included in municipalityõs records 

management program 

}Who is your RMO? 

}Get copy of approved retention schedule  

}Court records are in Local Schedule LC 

}Financial, personnel, or administrative records of a justice 

or municipal court are in Local Schedule GR 

 



Active and Continuing Program  

 



Active and Continuing Program  

}Normal course of business 

}Systematic and consistent 

 



Active and Continuing Program  

}Disposition program 

}Records with special needs 

}Essential records program 

}Confidential records 

}Permanent records 

}Emergency preparedness 

}Policies and procedures 

 

 



Disposition Program  

}Why disposition 

}Disposition methods 

}Process of disposition 

}Destruction holds 



Why Do Disposition?  

}Creates room 

}Active records 

management program 

}Legal protection 



When To Do Disposition  

}Maintain regular schedule 

}Fiscal Year End 

}Calendar Year End 

}Slow time of year 

}Do not wait until you run out of room 



Types of Disposition  

}Transfer 

}Destruction 



Transfer  

}To approved receivers 

}No alienation of records 

}Change of ownership 



Destruction Methods  

}Paper 

}Microfilm/Microfiche 

}Electronic 



Destruction of Paper Records  

}Confidential records 

}Shredding 

}Pulping 

}Burning 

}Open records 

}Recycling 

}Landfills 



Destruction of Micrographic Records  

}Microfilm 

}Entire rolls 

} 5/8 in. Cross-Cut 

 

 

}Microfiche 

}Shred twice 

} 5/8 in. Cross-Cut 

} 3/8 in. Cross-Cut 



Destruction of Electronic Records  

}Ensure confidential records are not retrievable  

}Delete and reformat not enough 

}Overwrite 3X (DoD 5220.22-M) 

}Degauss 

}Physical destruction 

 


