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	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-26
	B)  Administrative correspondence
	2 years
	2 years
	4 years
	Shred

	C)  Routing correspondence
1 year
1 year
2 years
trash
1000-32
Minutes of staff/committee meetings
1 year
1 year
2 years
trash
1000-38
Policy & procedure manuals
US
5 years
5 years +
trash     (AV = while admin. Valuable)
1025-01
Audit records (internal & external) 
A) Annual or biennial cumulative audit
permanent
permanent
D)  Special audit ordered or mandated
permanent
permanent

E)  Working papers used to conduct audit
resolution of questions
4 years
4 years
trash

1025-02
Bank security records (pledging of bonds or securities by banks serving as depositories, etc.)
Till exp, term, of contract
4 years
4 years
trash

1025-03
Bond records:
A) Bond administration records & related documents
permanent
permanent
B)  Bond certification & redeemed coupons
till paid
2 years
2 years
trash
C)  Bond registers
Permanent
Permanent


	
	D) Records of exchange, conversion, replacement of bonds by bondholders
	till payment
	*
	*
	* 1 year if carried in bond register,                     Permanent if no bond register

	1025-04
	Budgets & budget documentation:
	
	
	
	

	
	A)  Annual budgets, including amendments
	Permanent
	
	Permanent
	

	
	B)  Special Budgets not included in annual
	Permanent
	
	Permanent
	

	
	C)  Working papers
	2 years
	2 years
	4 years
	Trash

	
	D)  Encumbrance & expenditure reports
	2 years
	2 years
	4 years
	Trash

	
	E)  Budget change document line item or contingency/reserve fund transfers & supplemental budget requests
	2 years
	2 years
	4 years
	Trash

	1025-05
	B)  Equipment or property cost & depreciation schedules
	Fiscal year end
	4 years
	4 years +
	Trash         

	1025-06
	Federal revenue sharing records 
	3 years
	1 year
	4 years
	Trash

	1025-07
	Financial reports; monthly, bimonthly, quarterly, semi-annual
	Fiscal year end
	4 years
	4 years
	Trash


	
	
	
	
	
	

	
	B) Annual reports
	Permanent
	
	Permanent
	

	
	C)  Long range fiscal planning reports
	Permanent
	
	Permanent
	

	
	D)  Capital improvement reports
	Permanent
	
	Permanent
	

	1025-25
	Accounting policies & procedures document
	US
	5 years
	5 years =
	Trash   (US = until superseded)

	1025-26
	Accounts payable & disbursement records
	
	
	
	

	
	Claims, invoices, statements, copies of checks, PO’s, expenditure authorization, docs for reimbursement for travel & other employment-related expenses
	Fiscal year end of date of payment
	4 years
	4 years
	trash

	
	B)  Fund transmittal reports accomp. Transmittal of fund to fed, state, or other agencies (e.g. sales tax to State Comptroller of Public Accts & retirement deductions)
	Fiscal year end
	
	
	

	1025-27
	Accounts Receivable records (bill copies, statements, billing registers, deposit warrants, cash receipts, receipt books, cash transfers, daily cash reports, cash drawer reconciliations, etc).
	Fiscal year end 
	4 years
	4 years
	trash

	
	A)  Docs receipt of monies remittable to State Comptroller of Public Accounts
	Fiscal year end
	5 years
	5 years
	trash

	
	B)  Docs of payments in which government holds a property lien until debt is satisfied 
	Fiscal year end
	4 years
	4 years
	trash

	
	D)  Records of uncollectible accounts & write-off authorizations
	Fiscal year end of write-offs
	4 years
	4 years +
	trash

	1025-28
	Banking records (bank statements, cancelled checks, check registers, deposit slips, interest earned notices, etc.
	Fiscal year end
	5 years
	5 years +
	trash

	1025-29
	Cost allocation & distribution records (inc. chargebacks)
	Fiscal year end
	4 years
	4 years +
	trash

	1025-30
	Ledgers, journals, entry documentation:
	
	
	
	

	
	A)  General ledger, all accounts, for years having annual audit report
	Fiscal year end
	5 years
	5 years +
	trash

	
	B)  Subsidiary ledgers
	Fiscal year end
	5 years
	5 years +
	trash

	
	C)  Receipt, disbursement, general, or subsidiary journals
	Fiscal year end
	5 years
	5 years +
	trash

	
	D)  Journal vouchers, entries, posting control forms, etc.
	Fiscal year end
	5 years
	5 years +
	 trash

	1025-31
	Transaction summaries (reports by dept, budget, program, fund, etc., including trial balances)
	
	
	
	

	
	A)  Daily
	30 days
	
	30 days
	trash

	
	B) Weekly
	90 days
	
	90 days
	trash

	
	C) Monthly, bimonthly, quarterly, semi-annually
	2 years
	
	2 years +
	trash

	
	D)  Annual
	Fiscal year end
	4 years
	4 years
	Trash

	1025-32
	Unclaimed property documentation – previously reported to State Treasury
	Fiscal year end
	10 years
	10 years +
	Trash

	1050-08
	Employee pension & benefits records:
	
	
	
	

	
	A)  Employee benefit plans (pension, life, health, disability insurance, deferred comp, etc.)
	Termin. Of plan
	4 years
	4 years +
	trash

	
	C)  Annual reports from a pension system of fund
	Permanent
	
	permanent
	

	1050-17
	Equal pay records to document compliance with the Equal Pay Act
	2 years
	2 years
	4 years
	trash

	1050-18
	Fidelity bonds
	Life of bond
	5years
	5years +
	trash

	1050-29
	Unemployment comp claims files
	2 years
	3 years
	5 years
	trash

	1050-32
	Workers comp claim files
	2 years
	3 years
	5 years
	trash

	1050-33
	Financial disclosure statements
	2 years
	
	2 years +
	trash

	1050-50
	Payroll deduction authorizations
	*
	4 years
	4 years + 
	Trash (*until separation, expiration or termination)

	
	
	
	
	
	

	
	
	
	
	
	

	1050-52
	Earnings & deduction records:
	
	
	
	

	
	A)  Ind. Employee earnings record showing earnings & deductions for each pay period –OR- master payroll register showing same
	4 years
	
	4 years
	trash

	* several options*
	B)  Pension and deferred comp info on each employee
	Permanent
	
	Permanent
	

	
	F)  Payroll adjustment records for over – and under – payments, etc.
	Fiscal year end
	4 years
	4 years +
	trash

	1050-53
	Federal & State tax forms & reports:
	
	
	
	

	
	A)  Forms to determine withholding for payroll tax purposes
	Till sep or amend
	4 years
	4 years +
	trash

	
	B)  Forms & reports to report  collection, distribution, deposit, & transmittal or payroll of unemployment taxes
	Till tax due or pay date (latest)
	4 years
	4 years +
	Trash

	1050-54
	Leave records:
	
	
	
	

	
	B)  Requests & authorizations for vacation, sick, & other types of authorized leave
	Fiscal year end
	4 years
	4 years
	trash

	
	C)  Leave or hours-to-date registers
	Fiscal year end
	4 years
	4 years
	trash

	
	
	
	
	
	

	
	
	
	
	
	

	1050-55
	Payroll action or info notices:
	
	
	
	

	
	A)  Changes: hire, term., transfer, pay grade, title, name, etc.
	2 years
	2 years
	4 years
	trash

	
	B)  Adjust. To payroll & leave status
	Fiscal year end
	4 years
	4 years
	trash

	1050-56
	Time & attendance sheets
	Fiscal Year end
	3 years
	4 years
	trash

	1050-57
	Time change records (for overtime, etc. but not leave requests)
	Fiscal Year end
	3 years
	 4 years
	Trash

	1050-58
	Requests & authorizations for reimbursable activities (travel req. ed. programs, workshops, classes, in which expenses of employee are defrayed or reimbursed
	Fiscal Year end
	4 years
	4 years
	trash

	1050-59
	Wage & salary rate tables:
	
	
	
	

	
	A)  If rate for each position listed on an Employee Service Rec in $’s
	Till last effective date
	4 years
	4 years
	trash

	
	B)  If rate for each position listed on an Employee Service Rec by grade or step number only
	Permanent
	
	permanent
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	1075-01
	Bids & bid documentation:
	
	
	
	

	
	A)  Successful bids & requests for proposals, bid bonds & affad. Etc.
	Fiscal year end
	4 years
	4 years +
	trash

	
	B) Unsuccessful bids 
	2 years
	
	2 years
	trash

	
	C)  Requests for quotes, procurement of goods or services not requiring formal letting of bids
	1 year
	1 year 
	1 year
	trash

	1075-02
	Inventory records (parts & supplies)
	1 year
	 2 years
	 3 years
	trash

	1075-03
	Purchase orders, req, & rec. reports
	
	
	
	

	
	A)  Purchase orders, req, & rec. reports
	Fiscal year end
	 4 years
	4 years +
	 trash

	
	B)  Purchasing log or reg. with chron. Record of purchase orders issued, orders rec’d, etc.
	Fiscal year end
	4 years
	4 years +
	trash

	1075-20
	Usage reports:
	
	
	
	

	
	A)  Mileage, fuel consumption, copies made, for allocating costs & leases
	Fiscal year end
	4 years
	 4 years + 
	trash

	1075-21
	Vehicle assignment logs, cards
	2 years
	2 years
	2 years
	trash

	1075-23
	Warranties for vehicles & equip
	Till expired
	1 year
	1 year +
	trash

	3000-11
	Tax collection, diliq, & property value reports to board:
	
	
	
	

	
	A)  Monthly
	Fiscal year end
	4 years
	4 years +
	shred

	
	B )  Annually
	Permanent
	
	permanent
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


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.
