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*GR1000‐20 ACCIDENT REPORTS Reports of accidents to persons 
on local government property or 
in any other situation in which a 
local government could be party 
to a lawsuit.

Retention Note: 
For reports of 
workrelated 
injuries and 
illnesses to 
employees see 
GR1050‐32.

GR1000‐20a ACCIDENT REPORTS Reports of accidents to adults. 3 years from date 
of report if no 
claim is filed; 3 
years after 
settlement or 
denial of the claim 
if a claim is filed, 
whichever 
applicable.

No. of Boxes

Record Disposition Log

Name:                                                                           Digital Signature:

School Dude Work Order#:                                       Date:                                                                               School/Dept:                                             

Record DescriptionRecord #

I certify that these district records are in compliance with the mandatory minimum retention periods specified by the Texas State Library and Archives Commission Local Schedules (SD, GR , TX, 
PS, EL, and UT) and that all holds and administrative requirements have been satisfied.

A District record may not be destroyed if any litigation, claim, negotiation, audit, open records request, administrative review, or other action involving the record is initiated before the expiration 
of the retention period. The record must be retained until completion of the action and the resolution of all issues that arise from it.

*** PLEASE ASK FOR CLARIFICATION IF A RECORD DOES NOT FALL UNDER A RECORD TITLE OR DESCRIPTION, IT DOES NOT NECESSARILY MEAN IT CAN BE DISPOSED OF***

Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐20b ACCIDENT REPORTS Reports of accidents to minors. Date minor 
reaches majority 
age + 3 years, if 
no claim filed; 3 
years after 
settlement or 
denial of claim if a 
claim is filed, 
whichever 
applicable.

*GR1000‐21 AFFIDAVITS OF 
PUBLICATION

Affidavits of Publication, 
including any accompanying 
clipping proofs or tear sheets.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐21a AFFIDAVITS OF 
PUBLICATION

Publication of municipal 
ordinances.

PERMANENT. Retention Note:  
It is an exception 
to the 
permanent 
retention period 
that affidavits of 
publication and 
associated 
documentation 
for ordinances 
that are codified 
or re‐codified 
may be disposed 
of after the 
effective date of 
the new code.

*GR1000‐21b AFFIDAVITS OF 
PUBLICATION

Election notices. 1) In an election 
involving a federal office. 2) In an 
election not involving a federal 
office.

Election day + 22 
months. Election 
day + 6 months.

By law – Election 
Code, Sections 
4.005(d)
and 66.058(a).

GR1000‐21c AFFIDAVITS OF 
PUBLICATION

All other published legal notices. 2 years.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐22 ANNEXATION,
DISANNEXATION, 
ABOLITION, AND 
OTHER 
JURISDICTIONAL 
RECORDS

Records relating to the 
annexation or disannexation of 
territory to or from a local 
government, to its abolition, or 
to other actions which affect its 
territorial jurisdiction or service 
area, including reports, 
correspondence, records of 
public hearings, agreements, and 
similar records.

PERMANENT. Retention Note: 
A contract or 
agreement 
relating to 
territorial 
jurisdiction or 
the delivery of 
services 
between two or 
more 
governments 
(e.g., between a 
city and a county 
for fire services 
in an 
unincorporated 
area) must be 
kept for the 
retention period 
in item number
GR1000‐25.

*GR1000‐23 CHARTERS Charters, Articles of 
Incorporation, Orders of 
Incorporation, Orders of Change, 
or other similar documents used 
to establish or modify the 
administration of a local 
government. 

PERMANENT.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐24 COMPLAINTS Complaints received from the 
public by a governing body or 
any officer or employee of a 
local government relating to 
government employees, policies, 
etc. 

Resolution or
dismissal of 
complaint
+ 2 years.

Retention Notes: 
a) The 2‐year 
retention period 
applies only to 
complaints of a 
general nature 
that do not fall 
into a different 
category of 
complaint noted 
in this or other 
commission 
schedules. For 
example, 
complaints from 
the public about 
potential fire 
hazards are 
scheduled in 
Local Schedule 
PS (Records of 
Public Safety 
Agencies) and 
have a longer 
retention period.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

b) For 
complaints 
received from 
local 
government 
employees see 
GR1050‐20.

*GR1000‐25 CONTRACTS, LEASES, 
AND
AGREEMENTS

Contracts, leases, and 
agreements, including reports, 
correspondence, performance 
bonds, certificates of liability, 
and similar records relating to 
their negotiation, administration, 
renewal, or termination, except 
construction contracts (see item 
number GR1075‐16).

4 years after the
expiration or
termination of the 
instrument 
according to its 
terms.

Retention Note:  
Review before 
disposal; some 
records of this 
type may merit 
PERMANENT 
retention for 
historical 
reasons.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000-26 CORRESPONDENCE, 
INTERNAL 
MEMORANDA, AND 
SUBJECT FILES

Retention Note: 
The minimum 
retention period 
for 
correspondence 
or internal 
memoranda in 
categories (a) 
and (b) directly 
linked to another 
record series or 
group listed in 
this or other 
commission 
schedules is that 
assigned to the 
other group or 
series. For 
example, a letter 
from an external 
auditor 
regarding an 
audit of a local 
government’s 
financial records 
should be 
retained for the 
retention period 
given under item 
number GR1025-
01(e); a letter 
concerning a 
workers 
compensation 
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐26a CORRESPONDENCE, 
INTERNAL 
MEMORANDA, AND 
SUBJECT FILES

Administrative – 
Incoming/outgoing and internal 
correspondence pertaining to 
the formulation, planning, 
implementation, modification, or 
redefinition of the programs, 
services, or projects of a local 
government and the 
administrative regulations, 
policies, and procedures that 
govern them. May also include 
subject files, which are 
collections of correspondence, 
memos and printed materials on 
various individuals, activities, 
and topics.

4 years. Retention Note:  
Review before 
disposal; some 
correspondence 
of this type may 
merit 
PERMANENT 
retention for 
historical 
reasons.

*GR1000‐26b CORRESPONDENCE, 
INTERNAL 
MEMORANDA, AND 
SUBJECT FILES

General – Incoming/outgoing 
and internal correspondence 
pertaining to the regular 
operation of the policies, 
programs, services, or projects of 
a local government. May also 
include subject files, which are 
collections of correspondence, 
memos and printed materials on 
various individuals, activities,and 
topics.

2 years. Retention Note: 
Records 
management 
officers should 
use caution 
before disposal 
of these records 
to ensure the 
records should 
not be classified 
under 
administrative 
correspondence 
(GR100‐26a).
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐26c CORRESPONDENCE, 
INTERNAL 
MEMORANDA,AND 
SUBJECT FILES

Routine ‐ Correspondence and 
internal memoranda such as 
letters of transmittal, requests 
for publications, internal meeting 
notices, and similar routine 
matters. May also include 
subject files, which are 
collections of correspondence, 
memos and printed materials on 
various individuals, activities, 
and topics.

AV.

*GR1000‐27 DEEDS Deeds, title opinions, abstracts 
and certificates of title, title 
insurance, documentation 
concerning alteration or transfer 
of title, and similar records 
evidencing public ownership of 
real property.

PERMANENT.

GR1000‐28 EASEMENTS Documentation relating to 
easements and rights‐of‐way for 
public works or other local 
government purposes, including 
releases.

PERMANENT.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐29 INSURANCE POLICIES Liability, theft, fire, health, life, 
automobile, and other policies 
for local government property 
and personnel including 
supporting documentation 
relevant to the implementation, 
modification, renewal, or 
replacement of policies.

4 years after the 
expiration or 
termination of the 
instrument 
according to its 
terms. 

GR1000‐30 LEGAL OPINIONS Formal legal opinions rendered 
by counselFormal legal opinions 
rendered by counsel or the 
Attorney General for a local 
government, including any 
written requests for opinions, 
concerning the governance and 
administration of a local 
government.

PERMANENT. Retention Note: 
For retention of 
opinions 
rendered for a 
Public 
Information Act 
Request see 
GR1000‐34. For 
retention of 
informal legal 
opinions and 
other 
correspondence 
provided by 
counsel see 
GR1000‐26a.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐31 LITIGATION CASE FILES AV after decision 
of a local 
government not 
to file a lawsuit or 
decision that a 
lawsuit will not be 
filed a lawsuit for 
want of 
prosecution or on 
motion of the 
plaintiff; or final 
decision of a court 
(or of a court on 
appeal, if 
applicable) in a 
lawsuit.

Retention Notes: 
a) Includes all 
cases to which a 
local 
government is a 
party unless the 
case file is of a 
type noted 
elsewhere in this 
or other 
commission 
schedules. 
b) Review before 
disposal; some 
case files may 
merit 
PERMANENT 
retention for 
historical 
reasons.

*GR1000‐32 MINUTES (STAFF) Minutes of internal staff 
meetings.

AV. Retention Note: 
For minutes of 
governing bodies 
of local 
governments see 
GR1000‐03.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐33 PUBLIC RELATIONS 
RECORDS

News, press releases, or any 
public relations files maintained 
or issued by an agency. Includes 
print, electronic, audio, and 
audiovisual records.

2 years. Retention Note: 
Review before 
disposal; some 
records may 
merit 
PERMANENT 
aretention for 
historical 
reasons.

GR1000‐34 PUBLIC INFORMATION 
ACT REQUESTS

Includes all correspondence and 
documentation relating to 
requests for records under the 
Public Information Act (Chapter 
552, Government Code).

*GR1000‐34a PUBLIC INFORMATION 
ACT REQUESTS

Non‐exempted records and 
withdrawn requests.

Date request for 
records fulfilled or 
withdrawn + 1 
year.

*GR1000‐34b PUBLIC INFORMATION 
ACT

Exempted records. Date of 
notification that 
records requested 
are exempt from 
disclosure + 2 
years.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐35 ORGANIZATIONAL 
CHARTS

US. Retention Note: 
Review before 
disposal; some 
records may 
merit 
PERMANENT 
retention for 
historical 
reasons.

*GR1000‐36 PERMITS AND 
LICENSES

Records documenting the 
application for and the issuance 
of permits and licenses (including 
certificates of liability and other 
required documentation) by a 
local government for sales, 
solicitation, facility usage, and 
similar activities. Does not 
include permits and licenses 
issued for the construction of or 
alterations to real property, for 
those relating to health and 
sanitation, or for those issued by 
police or fire departments listed 
in other commission schedules.

 Expiration, 
cancellation, 
revocation, or 
denial + 2 years.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐37 PHOTOGRAPHS, 
IMAGES, RECORDINGS, 
AND OTHER 
NON‐TEXTUAL MEDIA

Photographs, photographic 
scrapbooks, slides, sound 
recordings, videotapes, posters, 
and other non‐textual media that 
document the history and 
activities of a local government 
or any of its departments, 
programs, or projects except 
such records noted elsewhere in 
this or other commission 
schedules.

AV Retention Note: 
Review before 
disposal, some 
records may merit 
PERMANENT 
retention for 
historical reasons. 
Local governments 
should consult with 
local historical or 
genealogical 
societies to assist 
with the appraisal. 
Be certain that 
photographs and 
other non-textual 
media do not fall 
within other 
records series. For 
example, mug 
shots and 
photographs of fire 
damage are listed 
in Local Schedule 
PS (Records of 
Public Safety 
Agencies) under 
police and fire 
department 
records 
respectively.
series. For 
example, mug 
shots and 
photographs of fire 
damage are listed 
in Local Schedule 
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐38 POLICY AND 
PROCEDURE 
DOCUMENTATION

Executive orders, directives, 
manuals, and similar documents 
that establish and define the 
policies, procedures, rules, and 
regulations governing the 
operations or activities of a local 
government as a whole or any of 
its departments, programs, 
services, or projects.

US, expired, or 
discontinued + 5 
years.

Retention Note:  
Review before 
disposal; some 
records may 
merit 
PERMANENT or 
long‐term 
retention for 
historical or legal 
reasons.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐39 PUBLICATIONS Pamphlets, reports, studies, 
proposals, and similar material 
printed by or for a local 
government or any of its 
departments,subdivisions, or 
programs and distributed to or 
intended for distribution to the 
public on request and 
departmental or program 
newsletters designed for internal 
distribution.

One copy of each 
PERMANENT.

Retention Note:  
The following 
categories of 
printed material, 
whether 
distributed publicly 
or internally, are 
exempted from the 
retention period 
and may be 
disposed of at 
option;  (a) 
educational matter 
provided by 
charitable or public 
awareness 
organizations e.g., 
United Way, 
American Heart 
Association); board 
process sent to 
taxpayers by an 
appraisal district).

GR1000‐40 RECORDS 
MANAGEMENT 
RECORDS
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐40a RECORDS 
MANAGEMENT 
RECORDS

Records control schedules 
(including all successive versions 
of and amendments to 
schedules).

US. Retention Note: 
Original is 
retained by the 
State and Local 
Records 
Management 
Division, Texas 
State Library and 
Archives 
Commission.

*GR1000‐40b RECORDS 
MANAGEMENT

Records documenting the 
disposition of  ecords under 
records control schedules, 
including requests submitted to 
the Texas State Library and 
Archives Commission for 
authorization to destroy 
unscheduled records or the 
originals of permanent records 
that have been microfilmed.

PERMANENT.

GR1000‐40c RECORDS 
MANAGEMENT 
RECORDS

Lists or inventories of the active 
and inactive records created or 
received by a local government.

US, expired, or 
discontinued.

*GR1000‐40d RECORDS 
MANAGEMENT 
RECORDS

Plans and similar documents 
establishing the policies and 
procedures under which a 
records management program 
operates.

US, expired, or 
discontinued + 5 
years.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

*GR1000‐40e RECORDS 
MANAGEMENT 
RECORDS

Records transmittal forms or 
similar records a records storage 
facility.

Date of 
disposition or 
return of records 
from storage, 
whichever sooner, 
+2 years.

GR1000‐41 REPORTS AND STUDIES 
(NON‐FISCAL)

 Annual, sub‐annual, or 
irregularly prepared  reports, 
performance audits, or planning 
studies submitted to the 
governing body or chief 
administrative officer of a local 
government or by the local 
government to a state agency, as 
may be required by law or 
regulation, on the non‐fiscal 
performance of  a department, 
program, or project or for 
planning purposes, including 
those prepared by consultants 
under contract with a local 
government, except documents 
of similar types noted in this or 
other commission schedules. 

(1) Annual reports. PERMANENT.

GR1000‐41a REPORTS AND STUDIES 
(NON‐FISCAL) 
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

(2) Special reports or studies 
prepared by order or request of 
the governing body or 
considered by the governing 
body (as reflected in its minutes) 
or ordered or requested by a 
state agency or a court. 

PERMANENT.

(3) Special reports or studies 
prepared by order or request of 
the chief administrative officer.

5 years. Retention Note: 
Review before 
disposal; some 
records may 
merit 
PERMANENT 
retention for 
historical 
reasons.

(4) Monthly, bimonthly, 
quarterly, or semiannual reports.

3 years.

(5) Working papers and raw data 
used to create any report for (1) 
and (2) above.

3 years.

(6) Working papers and raw data 
used to create any report for (3) 
and (4) above.

1 year.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐41b REPORTS AND STUDIES 
(NON‐FISCAL)

Activity reports compiled on a 
daily or other periodic basis 
pertaining to workload 
measures, time studies, number 
of public contacts, etc., except 
reports of similar
types noted in this or other 
commission schedules.

1 year.

*GR1000‐42 WAIVERS OF LIABILITY Waivers of liability, including 
statements signed by volunteers 
acknowledging non‐entitlement 
to benefits, agreeing to abide by 
local government policies, etc.

3 years from date 
of cessation of 
activity for which 
the waiver was 
signed.

Retention Note: 
If an accident 
occurs to any 
person covered 
by a signed 
waiver of 
liability, it must 
be retained for 
the same period 
as accident 
reports.  See 
item number 
GR1000‐20 in 
this schedule.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐43 CONFLICTS 
DISCLOSURE 
STATEMENTS AND 
CONFLICT OF INTEREST 
QUESTIONNAIRES

Conflicts disclosure statements 
and conflict of interest 
questionnaires submitted by 
local government officers or 
vendors and other persons for 
filing with a local government in 
accordance with the 
requirements of Chapter 176, 
Local Government Code.

Date of filing + 3 
years.

GR1000‐44 LOCAL GOVERNMENT 
OFFICERS, LISTS OF

Lists of local government officers 
prepared and made available to 
the public by the local 
government officer with whom 
conflicts disclosure statements 
and conflict of interest 
questionnaires are filed in 
accordance with the 
requirements of Chapter 176, 
Local Government Code.

US + 1 year.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to 

work order if necessary)

Box # on 
Label

RemarksRetention Period

GR1000‐45 CALENDARS, 
APPOINTMENT AND 
ITINERARY RECORDS

Calendars, appointment books or 
programs,  and scheduling or 
itinerary records, purchased with 
local government funds or 
maintained by staff during 
business hours that document 
appointments, itineraries and 
other activities of agency officials 
or employees.

CE + 1 year. Retention Note: 
A record of this 
type purchased 
with personal 
funds, but used 
by a public 
official or 
employee to 
document his or 
her work 
activities may be 
a local 
government 
record and 
subject to this 
retention period. 
See Open 
Records Decision 
635 issued in 
December 1995 
by the Texas 
Attorney 
General.

GR1000‐46 INSURANCE CLAIMS Claims related to liability, theft, 
fire, health, life, automobile, and 
other insurance policies.

Settlement or 
denial of claim + 3 
years.
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No. of Boxes

Record Disposition Log

Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC)
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GR1000‐47 CUSTOMER SURVEYS Surveys returned by the 
customers or clients of a local 
government, and the statistical 
data maintained rating a 
government’s performance.

Issuance of report 
on results of the 
survey + 3 years.
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*GR1000‐50 TRANSITORY 
INFORMATION

Records of temporary usefulness that 
are not an integral part of a records 
series of a local government, that are 
not regularly filed within a local 
government’s recordkeeping system, 
and that are required only for a 
limited period of time for the 
completion of an action by an official 
or employee of the local government 
or in the preparation of an ongoing 
records series. Transitory records are 
not essential to the fulfillment of 
statutory obligations or to the 
documentation of government 
functions. Some examples of 
transitory information, which can be 
in any medium (voice mail, fax, 
email, hard copy, etc.) are drafts and 
working papers; routine messages; 
telephone message notifications; 
internal meeting notices; routing 
slips; incoming letters or memoranda 
of transmittal that add nothing of 
substance to enclosures; and similar 
routine information used for 
communication, but not for the 
documentation, of a specific 
government transaction. 

AV Retention Note: 
Records 
management 
officers should 
use caution in 
assigning this 
record series to 
records of a local 
government to 
make certain 
they are not part 
of another 
records series 
listed in this 
schedule or, for 
records series 
unique to an 
agency, are not 
part  a records 
series that 
documents the 
fulfillment of the 
statutory 
obligations of 
the agency or 
the 
documentation 
of its functions. 
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The disposal of 
transitory 
information 
need not be 
documented 
through 
destruction 
authorizations or 
in records 
disposition logs, 
but local 
governments 
should establish 
procedures 
governing 
disposal of these 
records.

*GR1000‐51 SPEECHES, PAPERS, 
AND
PRESENTATIONS

Notes or text of speeches, 
papers, presentations, or reports 
delivered in conjunction with 
government work by staff of a 
local government.

End of event, US, 
or discontinued + 
2 years.

Retention Notes: 
a) For speeches, 
papers, and 
presentations of 
elected officials 
see GR1000‐08.
b) For materials 
developed for 
in‐house training 
of staff see 
GR1050‐28c.
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*GR1000‐52 SUBPOENAS Subpoenas for production of 
evidence produced for litigation 
in which the local government is 
not a party.

 AV after fulfilled. Retention Notes: 
a) For subpoenas 
received for 
litigation in 
which the local 
b) For subpoenas 
requesting 
personally 
identifiable 
information of 
students see
SD3225‐02 (for 
school districts) 
or JC3775‐02 
(for junior 
colleges).
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*GR1000‐53 RELEASE OF RECORDS
DOCUMENTS

Records that document the 
release of records or information 
through any method other than 
a Public Information Act request 
or subpoena (including 
employment
verification).

Date records
produced + 1 
year.

Retention Notes: a) 
For records 
released under the 
Public Information 
Act see GR1000-
34.
b) For records 
produced for a 
subpoena where 
the local 
government is not 
a party, see 
GR1000-52.
c) For records 
produced for a 
subpoena where 
the local 
government is a 
party, see GR1000-
31.
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*GR1000‐54 COMMITTEE RECORDS Records of committees, councils, 
boards, or commissions which 
are not subject to the Texas 
Open Meetings Act. Records may 
include, but are not limited to, 
member lists, officer election 
records, agendas, meeting 
minutes, and related 
documentation and 
correspondence.

2 years. Retention Notes: a) 
For records of 
committees, 
councils, boards, or 
commissions which 
are subject to the 
Texas Open 
Meetings Act see 
Section 1‐1 of this 
schedule. b) 
Review before 
disposal; some 
records may merit 
PERMANENT 
retention for 
historical reasons.

*GR1000‐55 LOBBYIST 
REGISTRATION 
DOCUMENTATION

Forms, reports, or other similar 
documents submitted to local 
governments documenting 
lobbying activities as required by 
local regulations.

Date of filing + 3
years.

Total No. of 
Boxes:

AV A

CE D

FE LF

Approval Required before Destruction

Retention Codes
 As long as Administratively Valuable

Calendar Year End

 Fiscal Year End

Destroy at Retention Period End

Import into LaserFiche

Archival Codes
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