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Get to Know You!
Experience with records management?

What records-related challenges are 
you facing?



1. Fundamentals

2. Retention

3. Special E-Records

4. Disposition

5. Next Steps

Agenda



1. Fundamentals

•Legal Framework

•Local Govt. 
Compliance

•Definitions



Three Pillars of Open Government

Public 
Information Act

(Gov. Code, Ch. 552)

Open Meetings 
Act 

(Gov. Code, Ch. 551)

State & Local 
Records 

Management 
Laws

(Local Gov. Code, Ch. 
201-205; Gov. Code, Ch. 

441)



Local Government Compliance Paperwork

Call your analyst to check!!

Policy

• Ordinance/order 
passed by 
governing body

• Lists position to 
serve as RMO

SLR 504 Form 
(RMO Designation)

• Records 
Management 
Officer contact 
information

SLR 508 Form
(Declaration of Compliance)

• Declare which 
retention 
schedules your 
ESD is following



The Records 
Life Cycle

Disposition
(Archive or Destroy)

Retention
and Maintenance

Creation or Receipt



Benefits of Records Management

BENEFITS

• Legal requirement

• Legal protection

• Efficiency

• Timely disposition

• Cost reduction

• Protect essential records

CONSEQUENCES

• Criminal penalties

• Legal risk

• Low efficiency

• Longer retrieval times

• Higher costs

• Negative perception



A Government Record:

• Documents the transaction of public business

• Is created or received by a government 

• Is a record whether it is open or closed

• May exist in any medium, media neutral



Non-RecordsConvenience Copies

Blank Forms and Stocks of 
Publications

Library or Museum Materials

(3D Objects)

Alternative Dispute 
Resolution Working Files 
(Local Govts Only)



• Retention rules are 
media neutral

• Meets the definition 
of a government 
record

• Recorded in a form for 
computer processing

• a.k.a. machine-
readable

An Electronic Record:

• Original is electronic

• i.e., Word doc, MP3, 
web page, database

Born 
Digital

• Original was analog

• i.e., receipt, cassette, 
VHS, typewritten page

Digitized



Metadata Is:

•Data about data

•Part of the electronic record
• Information about the e-record
• Stays with record

•Created by systems or people

Data about the data

The data



Knowledge Check

A government record…

A. Is always on paper

B. Is always an open record

C. Documents the transaction of 
public business



2. Retention

•Retention Schedules

•ESD Record 
Examples



Retention Schedules

• List of record 
categories/typesWhat?

• Set uniform retention 
periods for each record typeWhy?

• Look up how long to keep a 
recordHow?



Retention Schedule

Record Series

Number Title Description
Retention 

Period
Remarks



Record Series

• Category of records that all serve 
same function.

• All kept same length of time.

• Media neutral

Employment 
Applications

Application 
Form

Resume

Cover 
Letter

Transcript

Letters of 
Reference

Retention Period

• Minimum length of time record 
must be kept.

2 Years

PDF



Common Retention Period Codes

Number of years or months#

Calendar Year EndCE

Fiscal Year EndFE

Life of AssetLA

PermanentPM

Until supersededUS

As long as administratively valuableAV



Record Series Example

Record
Number

GR1050-56

Record Title

TIME AND 
ATTENDANCE 

REPORTS

Record
Description

Time cards 
or sheets

Retention 
Period

4 years

Remarks

By 
regulation -

40 TAC 
815.106(i).

Citations or 
notes 

affecting 
retention 

Unique # 
assigned by 

TSLAC

What 
TSLAC calls 
this series

Type of 
record

Minimum 
time the 

records must 
be kept.



Local Government Retention Schedules

Records Common to All 
Local GovernmentsGR

County ClerksCC

District ClerksDC
Elections and Voter 

RegistrationEL

Public Health AgenciesHR

Public Junior CollegesJC

Justice and Municipal 
CourtsLC

Public Safety AgenciesPS
Public Works and Other 

Government ServicesPW

Public School DistrictsSD

Property TaxationTX

Utility ServicesUT

https://www.tsl.texas.gov/slrm/localretention

https://www.tsl.texas.gov/slrm/localretention


Schedule PS
Records of 
Public Safety 
Agencies
(Revised 4th Ed., 2019)

• 1-1:  General Operations Records

• 1-2:  Vehicle, Equipment, and Animal Records

• 1-3:  Personnel Records

• 1-4:  Emergency Communications Records

• 1-5:  Miscellaneous Records

Pt 1: Records Common to Public Safety Agencies

• 4-1:  Fire and Emergency Medical Response 
Records

• 4-2:  Fire Prevention and Inspection Records

• 4-3:  Apparatus and Equipment Records

• 4-4:  Training Records

• 4-5:  Miscellaneous Records

Pt 4:  Records of Fire Fighting and Emergency 
Medical Service Agencies



Record 
Number

Record Title Record Description Retention Period Remarks

PS4450-02 EMERGENCY 
MEDICAL SERVICE 
RUN REPORTS

Emergency ambulance run activity 
reports, advanced life-support report 
forms, and similar records pertinent to 
documenting the condition and treatment 
of sick or injured persons by emergency 
medical personnel.

*PS4450-02a EMERGENCY 
MEDICAL SERVICE 
RUN REPORTS

Treatment rendered. 7 years from date of 
service rendered, or until 
the patient’s 21st birthday, 
whichever later.

By regulation - 22 TAC 
§165.1.

PS4450-02b EMERGENCY 
MEDICAL SERVICE 
RUN REPORTS

Treatment refused. 2 years.

Example: EMS Run Reports



Record 
Number

Record Title Record Description Retention 
Period

Remarks

PS4475-06 DRILL AND 

SIMULATION 
RECORDS

Reports and related documentation of drills, simulations, and triage 

exercises conducted or participated in by fire, emergency medical, or 
emergency communications personnel.

5 years.

PS4525-01 EMERGENCY 

MEDICAL 
SERVICE 
TRAINING 

RECORDS

Records relating to the training (including continuing education) of 

emergency medical personnel sufficient to document who was trained 
and when, in what subject, and by whom; scores received in academic 
achievement and performance tests (including copies of all written 

tests), and similar records of the training and achievement of individual 
students.

5 years. Retention Note: […] records 

documenting the training 
and educational achievement 
of employees […] must be 

retained for date of 
separation + 5 years […].

*PS4525-02 FIREFIGHTER 

RECRUIT 
TRAINING 
FACILITY 

RECORDS

Records relating to recruit training, certified by the Texas Commission 

on Fire Protection, for structural fire, aircraft crash, and rescue 
personnel sufficient to document who was trained and when, in what 
subject, and by whom; scores received in academic achievement and 

performance tests (including copies of all written tests); and similar 
records of the training and achievement of individual students.

3 years. By regulation - 37 TAC 

§427.13(b) (onsite training); 
37 TAC §427.203(b) (distance 
training). Retention 

Note: […] records 
documenting the training 
and educational achievement 

of employees […] must be 
retained for date of 
separation + 5 years […].

Examples: Drills and Trainings



3. Special Electronic 
Records

•Email

•Text Messages

•Social Media



Maintain record

Email, Text, Social Media

IF: Documents 
government business

THEN: Government 
Record, Public Information

AND: Records Retention 
Rules, PIA Laws

• Format, not a type of record 

• Determine retention by content

• Includes records created on 
personal devices/accounts

• Have policies and strategies to:

• Identify

• Capture

• Retain



What’s in my email inbox?

• Copies

• Personal email

• Spam

• Unsolicited emails (ads, 
list serves, news alerts, 
etc.)

Non-Records

• Leave Requests

• Job Applications (e.g., 
cover letter)

• Contract negotiations

• PIA Requests

• Etc.

Relates to a 
Specific Series

• General Correspondence:

• Project discussions, Q&A 
with the public, etc.

• Administrative 
Correspondence:

• Planning/modification 
of programs & services

Correspondence

Webinar: Email Management Basics
https://www.tsl.texas.gov/slrm/webinars/emailbasics

https://www.tsl.texas.gov/slrm/webinars/emailbasics


Case Study – TextingTexting 
Incident

• City Council members 
texted during an open 
meeting.

OAG 
Opinion

• Text messages are 
subject to the PIA.

Statute 
Update

• Texts, IM, 
electronic 
comm.



Case Study: Social Media





Key Point: 2019 PIA Amendment, 
“Temporary Custodian”

Definition of 
Temporary Custodian:

• Past or present 
government officer 
or employee

• Created/received 
government records 
on their personal 
device

Temporary Custodians 
Must:

A. Forward or transfer 
to the governmental 
body

OR:

B. Preserve in original 
form on their 
privately owned 
device



Key Point: Transitory Information
GR1000-50 (AV)

What?

• Government record of 
temporary usefulness

• Not essential to:

• Documenting 
business

• Fulfilling statutory 
obligations

• Not regularly filed in 
your office’s 
recordkeeping system

Examples

• Only transmitting a 
document 
(“see attached”)

• Meeting reminder

• Password reset email

• Text: “I’m here.”

• Etc.



Common Records Series
(Email, Text, Social Media)

General Correspondence (GR1000-26b) 2 yrs.

Administrative Correspondence 4 yrs.

Leave Records (GR1000-34) FE + 3 yrs.

Public Information Requests, not exempted Fulfilled + 1 yr.

Public Information Requests, exempted Notice + 2 yrs.

Public Relations Records (GR1000-33) 2 yrs.

Complaints (GR1000-04) 2 yrs.

Transitory Information (GR1000-50) AV



Managing Email, Texts, Social Media

Employee Use Policy

• What communications are allowed?

• What are employee responsibilities?

Retention Policy

• Auto-delete? Review?

• Process for legal holds?

Capture Policy

• Manual capture? Software?

• Who’s responsibility?



Knowledge Check
Which of the following messages 
would be considered transitory
information?

A. “You’re fired. Please pack up 
your things.”

B. “Reminder: Meeting is at 2PM!”
C. “Can I have the day off on 

Friday?”



4. Disposition



Benefits of 
Disposition

Promotes Prevents

Ideally…
• Consistent
• Equally applied
• Ongoing, regular basis



Approved 
Destruction 
Methods

Confidential 
Records

Burning

Shredding

Pulping

Open 
Records Recycle

Landfill



Destruction of Confidential 
Electronic Records 
• Reformat

• Overwrite 3x
Hard Drives

• Specialty software 
Solid State Drives 

/ Flash Drives

• DegaussMagnetic Tape

• Physically destroyAll Media

See Bulletin B:
https://www.tsl.texas.gov
/slrm/pubs/bulletinb

https://www.tsl.texas.gov/slrm/pubs/bulletinb
https://www.tsl.texas.gov/slrm/pubs/bulletinb


Destruction of Microfilm

• Specific destruction instructions in Bulletin A
https://www.tsl.texas.gov/slrm/pubs/bulletina

• Ensure protection of sensitive or confidential 
information



Preparing for Disposition

Ask yourself…

Has it met retention?

Are there copies?

Do I have a disposition log?

Did I receive internal approval?

Is there a destruction hold?



Types of Destruction Holds

• Litigation

• Public Information 
Request

• Audit

• Claim

• Negotiation



• Record series title

• Dates of record

• Date of disposal

• Volume of records disposed

• Disposal method

• Approval signatures

Using a Disposition Log



5. Next Steps



Back at the Office…

✓ Check compliance status

▪ Policy on file?

▪ RMO Designation?

▪ Adopt or update schedules?

✓ Create your team

✓ Share resources



• Webinars

• Self-paced 
online courses

• Conferences

• Workshops

Continuing Education

https://www.tsl.texas.gov/
slrm/training

https://www.tsl.texas.gov/slrm/training
https://www.tsl.texas.gov/slrm/training


• Announcements

• Upcoming training

• New services

• Featured questions

Subscribe to The Texas Record

https://www.tsl.texas.gov/
slrm/blog/

https://www.tsl.texas.gov/slrm/blog/
https://www.tsl.texas.gov/slrm/blog/
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