	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) 
	Office of Student Life
	

	
	Department (If Applicable) 
	
	

	
	Address 
	1525 West California Street
	

	
	
City 
	Gainesville
	Zip
	76240
	Telephone
	0\940-668-3330
	

	
ORIGINAL FILING      
AMENDED FILING

Date ___5/9/2006____  Page ____1____  of ____3____
	Records Management Officer 
	Kim Brown, Director of Student Life
	

	
	


	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-01
	SGA Agendas
	1 year
	5 year
	6 year
	Throw Away

	1000-32
	SGA Minutes
	1 year
	5 year
	6 year
	Throw Away

	1000-25
	RA Contracts
	2 year “After termination”
	2 year
	4 year
	Shred

	1000-26
	Administrative Internal Staff/Resident Memos
	2 year
	0 year
	2 year
	Shred

	1000-32
	Student Life Staff Minutes
	AV
	0 year
	AV
	Shred

	1000-33
	Press Releases for Student Life & Organizations
	AV
	0 year
	AV
	Throw Away

	1000-37
	Yearly Scrapbook
	1 year
	Permanent
	Permanent
	

	1000-38
	Residence Life Policy Book
	US
	5 years
	US plus 5 years
	Throw Away

	1000-38
	Student Organization Handbook
	US
	5 years
	US plus 5 years
	Throw Away

	1000-39
	Student Life Brochures & Handouts
	US
	Permanent
	Permanent
	

	1000-41
	Residence Hall GPA Report
	1 year
	Permanent
	Permanent
	

	1000-41
	Occupancy Report
	1 year
	Permanent
	Permanent
	

	1000-41
	Programming Reports
	1 year
	Permanent
	Permanent
	

	1000-41
	Institutional Effectiveness Reports
	1 year
	Permanent
	Permanent
	

	1025-04
	a) Annual Budgets
	2 years
	Permanent
	Permanent
	

	1025-04
	 c) Budget – working paper documents
	2 years
	0 year
	2 years
	Throw Away

	1025-26
	Accounts Payable 
	FE & 1 year
	2 years
	3 years
	Shred

	1025-28
	Deposit Slips
	FE & 1 year
	2 years
	3 years
	Shred

	1050-12
	RA Employee Service Record
	2 years
	Permanent
	Permanent
	

	1050-13
	Student Life Employment Advertisement
	2 years
	0 year
	2 years
	Throw Away

	1050-14
	Student Life Employment Applications
	2 years
	Permanent
	Permanent
	

	1050-15
	Contracts for Performers
	1 year
	4 years
	5 years
	Shred

	1050-20
	Grievance Records & Employee Reprimands
	2 years
	AV
	2and AV
	Shred

	1050-21
	Student Life Employee Evaluations
	US & 1 year
	2 years
	3 years
	Shred

	1050-26
	Job Descriptions
	US
	4 years
	US plus 4 years
	Throw Away

	1075-19
	Maintenance Work Orders Book
	1 year
	1 years
	2 years
	Throw Away

	1075-23
	Equipment Warranties
	AV
	1 year
	AV plus 1 year
	Shred

	1025-27
	Accounts Receivable 
	FE & 1 year
	2 years
	3 years
	Shred

	AV – As long as administratively valuable
	US – Until Superseded
	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.
