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Objectives
After this training you will be able to:

 Define a record
 Differentiate records from non-records
 Locate the retention schedule
 Read the retention schedule
 Know if  you are the record holder
 Categorize records into correct record series
 Complete the Record Destruction Form
 See the benefits of  records management



What is a state record?

Anything that documents WTAMU business

Created or received by WTAMU

Is either open OR closed



A

Format Machine Internal External

is a Regardless of  who creates,
receives, or uses it.

Employee

Student

Administrator

Contractor

Parent

Perspective student

Regardless of  format or machine Regardless if  internal or external



What’s

NOT

a record ?

Copies of 
documents
furnished to the 

public as part
of a Public
Information Act 
Request

The request itself 
is still a record

Blank forms (1 must be kept)
Stocks of  publications

Museum

or

Library

materials

Convenience copies

Presenter Notes
Presentation Notes
Convenience copies – “Extra identical copies of docs created only for convenience or reference for research



Is this a record?

E
X
A
M
P
L
E
S

https://www.wtamu.edu/webres/File/Administrative/university_org_chart.pdf


Definitions

Any management technique involved

in KNOWING what you have,

MAINTAINING where you have it,

PRESERVING it, HOW LONG to 

keep it, and DISPOSING of  

records in order to reduce costs and 

increase organization efficiency.

♦ Quick response to requests

♦ Efficiency

♦ Protect important records

♦ Reduce storage costs

♦ Legal protection

♦ Legal requirement

Why do we
Manage Records?

What is Records 
Management?



Consequences
Dispose all records

 Legal risk

 Increased retrieval times

 Continued responsibility to
protect records

 Higher storage cost

Keep all records

15
min

 Intentional Destruction

 Class A Misdemeanor

 Third Degree Felony

 Penalties and Fines

 Negative media and public perception



You created or 
originated it.

You or your office 
keeps this type of  
record as part of  
your job function.

It includes 
administrative  

instructions for you 
to do something. 

RecoRd HoldeR

You have
submitted an 

official 
identical copy
of  the record

elsewhere.



Who is the
record holder?

ME
I send an e-mail to my 

entire department letting 
them know the status of  a 

project that we’ve been 
working on.

I submit a form to HR to 
request a tuition 
reimbursement.

HR

I receive an e-mail from my 
department head with the 
agenda for our upcoming 

meeting.

DEPT. 
HEAD

I send some boxes of  my 
department’s records to the 

Library Archives for 
storage.

ME



Records Life-Cycle

Creation
or Receipt

Maintenance and Use
(Retention Period)

Shred

Archives

Presenter Notes
Presentation Notes
WT Archives are on the 2nd floor of the library, under the direction of Archivist Sidnye Johnson



Retention Schedule
Policy document

Lists each type of  record
we may create or receive

Gives the minimum legally required time period we are
required to keep each record before destroying/transferring

tsl.texas.gov
Never print,
access it online 



What is a records series?

Application 
Forms

Cover Letters

Resumes

Letters of  
Reference

Transcripts

Records that serve the same function…

…and are all 
kept for the 
same length 
of  time.

Employment 
Applications



1. Agency code:  TAMUS is 710

2. Agency Name:  TAMUS

3. Agency item number

4. A unique number assigned to 
this record series

5. Record Series Title

6. An explanation of  what 
records are included in this 
series

7. Retention Code

8. Retention Period – the 
minimum amount of  time 
you’re required to keep these 
records

9. Code Definitions

10. Archival

11. Remarks

12. Legal Citations

Boxes on page

https://www.tsl.texas.gov/sites/default/files/public/tslac/slrm/state/schedules/710.PDF

2. Agency Name:  Texas A&M System Office (TAMUS)



Retention Code 
Abbreviations

AV
As long as 

administratively 
valuable

CE
Calendar year 

end

CFR
Code of  
Federal 

Regulations

FE
Fiscal year end

LA
Life of  asset

AC
“After close”, 

see event 
trigger for 

specific 
definition

US
Until 

superseded
PM

Permanent 
(never destroy)

TAC
Texas 

Administrative 
Code

Presenter Notes
Presentation Notes
Examples:  AC – termination of employment, resolution of claim, deficiency corrected, application term



Records

Inventory



1

2

3

4

5

6

7

Know  what
to Inventory

Develop a
Strategy

Complete
Records

Inventory
Form(s)

Evaluate
Results

Transfer
Records to
Archives or

Prepare Records
for Disposition

Records
Retention

Review

Maintain
Inventory



8. Status

9.     Record Medium

13. Restrictions

14.   Storage

16.   Inclusive Dates

Records Inventory
Worksheet



Disposition
Shred 

Nations



Disposition 
Forms

1.1.059   Meeting Notes      AC+90  5/87-5/90   1 box     S        2/15/20

1   1.1.059     Meeting Notes                        87-90     S

Presenter Notes
Presentation Notes
Use something that is updateable (spreadsheet, binder, spiral) for LogKeep forms in a folder, binder or whatever method works best for you



Email completed
document to AR-EHS
(ar-ehs@wtamu.edu)

If  you have multiple pages, please indicate

1     1.1.059     Meeting Notes                    12-14     S

AR-EHS      1
1-10-23  2270

1    1

X

Karen McKaskle                    1-10-23
XJames Gray                             1-10-23

Please indicate department and telephone number,
in case AR-EHS has questions when reviewing form

Use the retention schedule to list the code,
this insures the retention period has been met

Insure documents have met retention period

Convenience copies do not have to
be listed on a destruction form

Check the correct destruction method

Form must be signed by person completing it

Form must be signed by department head

1.  Department

2.  AR-EHS
1.  Form Reviewed (all fields complete, correct code,
retention period met)

2.  If  form not correct, AR-EHS will work with
contact to correct deficiencies

3.  If  form is correct, AR-EHS will sign and email form
back to contact

4.  AR-EHS will advise contact to complete lower right-
hand corner, and email a copy back to AR-EHS

Department will add form to their department 
records retention log and keep copy of  form with log

3.  Department



How to dispose of  records:

Paper records

● Non confidential

◦ Recycling

● Confidential

◦ Discarding 

◦ Shredding

◦ Outside vendor

Electronic records

● Non confidential
◦ Deleting

● Confidential
◦ Overwriting
◦ Degaussing (magnetic medal)

◦ Physical destruction



Litigation
Public Information Act request

Audit
Claim

Negotiation

Intentional destruction
is unlawful except by      

a court order

When NOT to
destroy a record:

Before the

Retention

period

If  there is a 

legal hold on 

the record 

because of:



Records

Analysis

Exercise

1



Is it a record?
□ Yes
□ No

What is its record series item number, title, and retention period?
□ 1.1.058 – Meetings, Agendas, and Minutes of Open (retention: PM)
□ 1.1.061 – Meetings – Notes (Retention:  AC+90 days)
□ 1.1.063 – Staff Meeting Minutes and Notes (Retention:  1 year)

Is it ready to be on
a destruction form?
□ Yes
□ No

Document #1

Is it a record?
□ Yes
□ No

What is its record series item number, title, and retention period?
□ 3.2.002 – Employee Earnings Records (retention: 4 years)
□ 3.2.003 – Federal Tax Records (Retention:  AC+4; AC=tax due date,

date the claim is filed, or date tax is paid, whichever is later)
□ 3.2.006 – Wage Rate Tables (Retention:  2 years)

Is it ready to be on
a destruction form?
□ Yes
□ No

Document #2

Is it a record?
□ Yes
□ No

What is its record series item number, title, and retention period?
□ 3.1.027 – Training and Ed Achievement Records (Individual)

(retention: AC+5; AC=termination of employment)
□ 3.1.037 – Employee Recognition Records (Retention:  AC+5; AC=

termination of employment)
□ 3.3.030 – Internal Training Admin Records (Retention:  A+2=close

of training session, after training materials are superseded,
or Termination of training program, as applicable)

Is it ready to be on
a destruction form?
□ Yes
□ No

Document #3

Records Analysis Exercise (cont.)



Cost Savings

Use of  space

Faster retrieval

Legal protections

Prevents
human error

Prevents
Information

overload



► Determine records

► Are you the record holder?
(convenience copies vs. official records)

► Complete records inventory

► Conduct records review with (Records Management Officer)

► Determine records that are past the retention period

► Prepare Records Destruction Form

► Get approvals

► Send form to RMO for final approval

► Complete form and dispose of  records



Thank You.

Email
ar-ehs@wtamu.edu

Phone
806/651-2270
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