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	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-21
	Affidavits of Public of Election Notices Not Involving Federal Offices
	60 days after election day
	
	60 days are election day
	Trash

	1000-26
	A)  College Policy
	2 years
	3 years
	5 years.  Review before disposal or permanent retention for historical reasons.
	Shred

	
	B)  Administrative Correspondence
	2 years
	
	2 years
	Trash

	
	C)  Routine Correspondence
	AV
	
	AV
	Trash

	1000-30
	Legal Opinions
	2 yrs
	Permanent
	Permanent
	

	1000-31
	Litigation Case Files
	AV after final disposition of the case
	 
	 Review before disposal or permanent retention for historical reasons.
	Shred

	1000-32
	Minutes of Staff/Committee Meetings
	1 yr
	
	1 yr
	Trash

	1000-34
	Open Records Requests
	1 year after final decision on request
	
	1 year after final decision on request
	Trash

	1000-35
	Organizational Charts
	US
	
	
	Trash

	1000-38
	Policy and Procedure Documentation
	US
	5 yrs
	5 yrs +; review before disposal for permanent or long-term retention for historical or legal reasons.
	Trash

	1000-39
	Publications
	Permanent
	
	Permanent
	

	1000-40
	a)  Records Control Schedules
	Permanent
	
	Permanent
	 

	 
	b)  Records Destruction Documentation
	Permanent
	 
	Permanent
	 

	 
	c)  Records Inventories
	AV
	
	AV
	Trash

	 
	d)  Records Management Plans and Policy Documents
	US
	5 years
	5 years +
	Trash

	1000-41
	(a)(1)  Annual Reports
	Permanent
	
	Permanent
	 

	
	(a)(2)  Special Reports or Studies Requested or Considered by Board of Regents
	Permanent
	 
	Permanent
	 

	 
	(a)(3)  Special Reports or Studies Requested by the President
	2 years
	3 years
	5 years
	Trash

	 
	(b)  Activity Reports
	1 year
	 
	1 year
	Trash

	1000-43
	Conflict of Interest Questionnaires
	Date of Filing + 3 years
	
	3 Years +
	Trash

	1025-04
	Working Papers for Budget
	2 yrs
	
	2 yrs
	Trash

	1025-07
	a)  Monthly Financial Reports
	FE
	3 years
	3 years +
	Trash

	1025-07
	d)  Capital Improvement Reports
	Permanent
	 
	Permanent
	

	1050-21
	Job Evaluations
	US
	2 years
	2 years +
	

	1050-23
	Oaths of Office
	US
	5 years
	5 years +
	Trash

	1050-26
	Position Description
	US
	4 years
	4 years +
	Trash

	1075-01
	Bids and Bid Documentation
	
	
	
	

	1075-01a
	Successful bids and requests for proposals, including invitations to bid, bid bonds and affidavits, bid sheets, and similar supporting documentation.  (If a formal written contract is the result of a successful bid or request for proposal, the successful bid or request for proposal must be retained for the same period as the contract. See item number 1000-25)
	FE of award + 3 years
	
	3 years +
	Trash

	1075-01b
	Unsuccessful bids
	2 years
	
	2 years
	Trash

	1075-01c
	Informal bid records, such as requests for quotations or estimates, for the procurement of goods or services for which state law or local policy does not require the formal lettering of bids.
	1 year
	
	1 year
	Trash

	1075-01d
	Requests for information (RFI) preliminary to the procurement of goods or services by direct purchase or bid.
	AV after date of direct purchase, issuance of requests for bids, or decision not to proceed with the procurement as applicable.
	
	AV as stated
	Trash

	1075-03
	PURCHASE ORDER AND RECEIPT RECORDS
	
	
	
	

	1075-03a
	Purchase orders, requisitions, and receiving reports
	FE + 3 years
	
	3 years +
	Trash

	1075-03b
	Purchasing log, register, or similar record providing a chronological record of purchase orders issued, orders received, and similar date on procurement status.
	FE + 3 years
	
	3 years +
	Trash

	1075-03c
	Packing slips and order acknowledgments.
	AV
	
	AV
	Trash

	1075-03d
	Vendor and commodity lists
	US
	
	US
	Trash

	3100-01
	a)  Absentee Ballot Requests and Applications
	60 days after election day
	
	60 days after election day
	Shred

	
	b)  Precinct Absentee List
	60 days after election day
	
	60 days after election day
	Shred

	 
	c)  Federal Post Card Applications
	60 days after election day
	
	60 days after election day
	Shred

	 3100-03
	a)  Election Minutes
	Permanent
	
	Permanent
	

	
	b)  Election Orders
	60 days after election day
	
	60 days after election day
	Trash

	
	b)  Election Orders
	60 days after election day
	
	60 days after election day
	Trash

	
	
	
	
	
	

	3100-04
	a)  Orders of Appointment of election judges
	60 days after election day
	
	60 days after election day
	Trash

	
	b)  Lists of recommended election judges or other officers
	AV after appoint-ments made
	
	AV after appoint-ments made
	Trash

	
	c)  Original Statements of Compensation Due Election Officers
	FE
	3 years
	3 years +
	Shred

	
	d)  Copy of Statements of Compensation Due Election Officers
	60 days after election day
	
	60 days after election day
	Shred



	3100-05
	Election Petitions
	2 years after election day if petition results in election; 2 years after day of filing if no election results
	
	2 years +
	Trash

	33100-06
	Election Return Records Maintained by Local Canvassing Authorities
	Permanent
	
	Permanent
	

	3100-10
	b)  Voter Registration Lists
	Returned to voter registrar
	
	Returned to voter registrar
	 

	 
	f)  Election Stub Box Certificates
	60 days after the election day
	
	60 days after the election day
	

	3100-11
	Recount Records
	60 days after the election day
	
	60 days after the election day
	

	3125-01
	a)  Campaign Contribution and Expenditure Statements
	Date of filing + 2 years
	
	2 years +
	Shred

	
	b)  Designations of Campaign Treasurers
	2 years after appoint-ment terminated
	
	2 years after appoint- ment terminated
	Shred

	3125-02
	a)  Applications for Candidacy
	Election day + 2 years
	
	2 years
	Shred

	
	b)  Certifications by Candidates
	AV after election day
	
	AV after election day
	Shred

	
	e)  Withdrawal of Candidacy Requests
	Election day + 2 years
	
	Election day + 2 years
	Shred

	 3150-01
	Challenges to Voter Registration Records
	2 years from date of resolution
	
	2 years from date of resolution
	Shred

	3150-06
	Voter Registration List Provided to NCTC
	Election day + 2 years
	
	Election day + 2 years
	Shred

	3150-08
	a)  Annual Registration Statement Submitted to Secretary of State
	2 years
	
	2 years
	Shred

	3800-01
	Final Accreditation Report from SACS
	Permanent
	
	Permanent
	

	3800-02
	Planning Records for Accreditation 
	AV after subsequent accredita-tion
	
	AV after subsequent accredita-tion.  Review before disposal for possible permanent retention for historical reasons
	Trash

	3900-07
	Statistical Reports
	Permanent
	
	Permanent
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	AV = As long as administratively valuable

US = until superseded
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TEXAS STATE LIBRARY AND ARCHIVES COMMISSION
INSTRUCTIONS FOR PREPARING AND SUBMITTING

LOCAL GOVERNMENT RECORDS CONTROL SCHEDULES

(FORM SLR 500)
State law requires that each local government that wishes to have the authority to destroy records must submit to the Texas State Library and Archives Commission by January 2, 1995 records control schedules listing the records created or received by the local government and retention periods for the records.  Retention periods are determined by the governing body of the local government or under its direction, or by the elected county officer, as applicable.  Retention periods may not be less than those prescribed in a records retention schedule issued by the commission or in a federal or state law, regulation, or rule of court.  Records control schedules may be submitted on an office-by-office basis or on a department-by-department basis within each office.  State law also provides that amended schedules, reflecting new records created or received or revisions to retention periods, be filed with the commission in the same manner as the original records control schedules.  If a records control schedule or amended schedule is accepted for filing by the commission, a records series listed on it may be disposed of after the expiration of its retention period without further reference to the commission.  [Local Government Code, §§203.041, 203.042, and 203.043]

Records control schedules must be submitted on Form SLR 500 or its equivalent.  To qualify as an equivalent a form must contain the following minimum information:  the name of the local government and the custodial office or department of the records scheduled, a record number (either that assigned to the record in a Texas State Library and Archives Commission records retention schedule or one assigned to the record in the local government), the title of the record, and a retention period for each record listed.  The name of the local government and the custodial office or department of the records scheduled must appear on each sheet of the schedule.

Two (2) Records Control Schedule Transmittal Sheets (Form SLR 540) should be attached to each records control schedule submitted.  At least one of the transmittal sheets must contain the original signature of the records management officer.  Schedules and transmittal sheets should be type or printed neatly.  One of the transmittal sheets will be returned to the records management officer indicating whether or not the records control schedule has been accepted by the commission for filing.

Only the name of the government and office in the government and address data section at the top of the form need appear on second and subsequent sheets of the same schedule.

Form SLR 500 has been designed not only to meet the scheduling requirements of state law but also to serve as a model form for use by local governments.  For that reason the Retention Period column has been divided into three segments to allow for the division of the total retention period of a record between office and storage space.  The total retention period, however, is all that must be indicated in submitting a form to the commission.  Likewise, a Disposition column has been provided for the purposes of indicating special provisions that may affect the manner in which a record is maintained (e.g., whether and at what point a record will be microfilmed).  Again, entries in this column are optional.

Amended schedules should be submitted on either Form SLR 500 or its equivalent or, if only a few items on a schedule are being amended, on Form SLR 520 or its equivalent.  If amendments are submitted on Form SLR 500, be certain to indicate that the submission is an amended filing by checking the appropriate box on the form.   Two (2) Records Control Schedule Transmittal Sheets (Form SLR 540) should be attached to each amended schedule submitted.  At least one of the transmittal sheets must contain the original signature of the records management officer.  Amended schedules and transmittal sheets should be type or printed neatly.  One of the transmittal sheets will be returned to the records management officer indicating whether or not the amended schedule has been accepted by the commission for filing.

Electronic Form Instructions:
To fill out this form electronically, double click on the blank beside “Government” in the header area.  Fill in the applicable information.  Now this information will automatically be placed at the top of all the pages on your records control schedule.  Double click in the box under “record number” and begin entering your records series information. Use the Tab key to add subsequent rows. To use this as a print document, pull down the bottom line of the fill-in table (in the main body of the form) so that it fills the whole page.  Then print.
