	LOCAL GOVERNMENT
RECORDS CONTROL

SCHEDULE
Pursuant to Local Government Code § 203.041

Texas State Library and Archives Commission

SLR 500 (2/93)
	Government
	 North Central Texas College
	

	
	Office (if Applicable) 
	
	

	
	Department (If Applicable) 
	Human Resources/Payroll
	

	
	Address 
	1525 W California
	

	
	
City 
	Gainesville
	Zip
	76240
	Telephone
	
	

	
ORIGINAL FILING      
AMENDED FILING

Date ___5/9/2006____  Page ____1____  of ____5____
	Records Management Officer 
	Dr. Stephen D. Broyles
	

	
	


	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-26
	Administrative correspondence
Routine correspondence
	2 yrs
1 yr
	
	2 yrs
1 yr
	Shred


	1000-32
	Minutes of internal staff meetings
	AV
	
	
	AV= as long as administratively valuable

	1025-04
	Working papers for budget
	2 yrs
	
	2 yrs
	Trash

	1050-03
	Awards & commendations
	WE
	5 yrs
	5 yrs +
	Shred (WE = while employed)

	1050-04
	Employee certificates & licenses
	WE
	5 yrs
	5 yrs +
	Shred (WE = while employed)

	1050-06
	Counseling reports for work-related, personal, or substance abuse
	DC
	3 yrs
	3 yrs +
	Shred (DC = duration of counseling)

	1050-07
	Disciplinary & adverse action records
	**
	2 yrs
	2 yrs +
	Shred  (** = until case closed or action taken)

	1050-09
	Employee recognition records
	2 yrs
	
	2 yrs
	Shred

	1050-11
	Employee selection records
	Until selection
	2 yrs
	2 yrs  ++
	Shred (++ = or 2 years from receipt or creation of records, if later)

	1050-12
	Employment history record, summary
	Permanent
	
	Permanent
	

	1050-13
	Employment advertisements & announcements
	2 yrs
	
	2 yrs
	Trash

	1050-14
	Employee applicant files
	Until selection
	2 yrs
	2 yrs ++
	Shred (++ = or 2 yrs from receipt or creation of records, if later)

	
	Transcripts of those hired
	WE
	5 yrs
	5 yrs +
	Shred  (WE = while employed)

	1050-15
	Employment contracts
	Last effective date
	4 yrs
	4 yrs +
	Shred

	1050-16
	Equal Employment Opportunity:


	
	
	
	

	
	Reports, analyses, statistical data to complete EEO reports
	3 yrs
	
	3 yrs
	Trash

	
	EEO-1, EEO-4, EEO-5, EEO-6 reports
	3 yrs
	
	3 yrs
	Trash

	
	Case files of discrimination complaints, decision, judgments
	Until case decided
	3 yrs
	3 yrs +
	Shred

	1050-17
	Equal pay records (documentation of compliance with Equal Pay A ct)
	2 yrs
	
	2 yrs
	Shred

	1050-20
	Grievance records from employees
	2 yrs
	
	2 yrs
	Shred

	1050-21
	Job Evaluations
	US
	2 yrs
	2 yrs +
	Shred  (UC = Until superseded)

	1050-22
	Medical & Exposure reports:
	
	
	
	

	
	Environmental, biological & material safety monitoring reports
	2 yrs
	28 yrs
	30 yrs
	Trash

	1050-24
	Personnel action notices (to change info in personnel records, re: hiring, transfer, pay grade, etc)
	2 yrs
	
	2 yrs
	Trash

	1050-25
	Personnel studies & surveys
	3 yrs
	
	3 yrs
	Trash

	1050-26
	Position description, classification & staff monitoring records:
	
	
	
	

	
	Job Descriptions
	US
	4 yrs
	4 yrs+
	Trash (US = Until superseded)

	
	Documents related to development and analysis of job description & classification for a specific position
	US
	4 yrs
	4 yrs +
	Trash

	
	Survey, audit & regular reports
	US
	4 yrs
	4 yrs +
	 Trash

	
	Position staffing & vacancy reports
	US
	
	Varies
	Trash

	
	Personnel requisitions
	2 yrs
	
	2 yrs
	Trash

	1050-28
	Training & educational attainment
	
	
	
	

	
	Certificates, transcripts, scores
	WE
	5 yrs
	5 yrs +
	Shred (WE = while employed)

	
	Records of in-house programs
	3 yrs
	
	3 yrs
	Trash

	1050-29
	Unemployment compensation claim files
	2 yrs
	3 yrs
	5 yrs
	Shred

	1050-30
	Verification of employment eligibility (I-9 Form)
	***
	
	3 yrs +
	Trash (*** = 3 yrs from hire or 1 yr after separation, if later)

	1050-32
	Workers com claims files (initial & supplemental reports of accidents or job-related illnesses of employees, etc.)
	2 yrs
	3 yrs
	5 yrs
	Shred

	1050-50
	Payroll deduction authorizations
	US
	4 yrs
	4 yrs+
	Trash (US = until separation, expiration or termination)

	1050-52
	Individual employee earnings record showing earnings & deduction for each pay period – OR- master payroll register showing same
	4 yrs
	
	4 yrs
	Trash

	
	Payroll adjustments records for over and under payments, etc.
	FE
	4 yrs
	4 yrs +
	Trash (FE = fiscal year end)

	1050-53
	Federal & state tax forms & reports:
	
	
	
	

	
	Forms to determine withholding for payroll tax purposes
	US or amended
	4 yrs
	4 yrs+
	Trash (US = until superseded)

	
	Forms & reports to report collection, distribution, deposit & transmittal of payroll or unemployment taxes
	Until due
	4 yrs
	4 yrs +
	Trash

	1050-54
	Leave Records
	
	
	
	

	
	b) Requests & authorization for vacation, sick, & other types of authorized leave
	FE
	4 yrs
	4 yrs +
	Trash (FE = fiscal year end)

	
	c) Leave or hours-to-date registers
	FE
	4 yrs
	4 yrs +
	Trash  (FE = fiscal year end)

	1050-55
	Payroll action or info notices:
	
	
	
	

	
	a) Changes: hire, termination, transfer, pay grade, title, name, etc.
	2 yrs
	2 yrs
	4 yrs
	Trash

	
	b) Adjustments to payroll & leave status
	FE
	4 yrs
	4 yrs +
	Trash (FE = fiscal year end)

	1050-56
	Time & attendance sheets
	FE
	3 yrs
	4 yrs
	Trash (FE = fiscal year end)

	1050-57
	Time change records (for overtime, etc but not leave requests)
	FE
	3 yrs
	4 yrs
	Trash (FE = fiscal year end)


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.
