	AMENDMENT TO 

LOCAL GOVERNMENT
RECORDS CONTROL

SCHEDULE
Pursuant to Local Government Code § 203.041

Texas State Library and Archives Commission

SLR 520 (2/93)
	Government
	 North Central Texas College
	

	
	Office (if Applicable) 
	Provost
	

	
	Department (If Applicable) 
	
	

	
	Address 
	1500 N. Corinth
	

	
	
City 
	Corinth
	Zip
	76208
	Telephone
	940-498-6220
	

	Date ___5/9/2006____       Page ____1____  of ____2____
	Records Management Officer 
	Dr. Stephen D. Broyles
	

	
	


	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	REASON FOR AMENDMENT

	
	
	OFFICE
	STORAGE
	TOTAL
	New 

Record
	Change Record
	Delete Record
	Revised Retention



	1000-26
	(b) Administrative Correspondence
	2 years
	
	2 years
	
	
	
	

	
	(c) Routine Correspondence
	1 year
	
	1 year
	
	
	
	

	1000-32
	Minutes of staff/committee meetings
	1 year
	
	1 year
	
	
	
	

	1000-38
	Policy & Procedure Manuals
	US
	5 years
	5 yrs +
	
	
	
	

	1025-04
	( c) Working Papers for budgets
	2 years
	
	2 years
	
	
	
	

	1050-09
	Employee Recognition Records
	2 years
	
	2 years
	
	
	
	

	1050-10
	Employee Security Records
	US or separation date
	2 years
	2 yrs +
	
	
	
	

	1050-21
	Job Evaluations
	US
	2 years
	2 yrs+
	
	
	
	

	1050-25
	Personnel Studies and Surveys
	3 yrs
	AV
	3 yrs +
	
	
	
	

	1075-18
	Maintenance, Repair & Inspection Reports for (a) Vehicles & Equipment : 

(1) Routine Records
	1 year
	
	1 year
	
	
	
	

	
	Maintenance, Repair & Inspection Reports for (a) Vehicles & Equipment : 

(2) Maintenance & repair records
	1 year
	Life of asset
	1 year +
	
	
	
	

	
	Maintenance, Repair & Inspection Reports for (b) Facilities (1) Routine
	1 year
	
	1 year
	
	
	
	

	
	Maintenance, Repair & Inspection Reports for (b) Facilities (2) all other facility maintenance, repair and inspection records (including those related to plumbing, electrical, fire suppression and other infrastructural systems)
	3 years
	
	3 years
	
	
	
	

	1075-19
	Service Requests/Work Orders (for repairs and maintenance to facilities, vehicles or equipment)
	2 years
	
	2 years
	
	
	
	

	1075-20
	Usage Reports for facilities, vehicles, equipment (b) reservations logs or similar records relating to the use of facilities such as meeting rooms, auditoriums, etc. by the public or other governmental agencies
	2 years
	
	2 years
	
	
	
	

	5825-07
	Disaster Preparedness and Recovery Plans
	US
	
	US
	
	
	
	

	
	AV = As long as administratively valuable

US = Until Superseded
	
	
	
	
	
	
	


TEXAS STATE LIBRARY AND ARCHIVES COMMISSION

INSTRUCTIONS FOR PREPARING AND SUBMITTING AMENDMENTS TO 

LOCAL GOVERNMENT RECORDS CONTROL SCHEDULES

(FORM SLR 520)

State law requires that records control schedules previously submitted to the Texas State Library and Archives Commission be reviewed periodically by the records management officer and amendments prepared as needed to reflect new records created or received, to delete records no longer maintained by the local government or to indicate changes to retention periods. [Local Government Code, §§ 203.041(d) and 203.042(c)]

Amendments may be submitted for filing in two ways.  If the records management officer wishes to submit an entirely new schedule for an office or department, Form SLR 500 or its equivalent should be used.  If the records management officer wishes to make changes to particular records or to add or delete records on a previously filed records control schedule, Form SLR 520 or it equivalent should be used.  To qualify as an equivalent to Form SLR 520, a form developed for use in a local government must contain all the information requested on Form SLR 520, except that the total retention period need not be broken down into the categories of office and storage.

Two (2) Records Control Schedule Transmittal Sheets (Form SLR 540) should be attached to each amendment to schedule submitted.  At least one of the transmittal sheets must contain the original signature of the records management officer.  Forms should be typed or computer generated.  One of the transmittal sheets will be returned to the records management officer indicating whether or not the amendment to the 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.
