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Archival 

Code

Destr Date 

/ PM

GR1000‐0

1

AGENDAS

GR1000‐0

1a

AGENDAS Open meetings.

1) If the minutes describe each 

matter considered by the governing 

body and reference to an agenda is 

not required.

2 years.

2) If the minutes do not describe 

each matter considered by the 

governing body and reference to an 

agenda is required.

PERMANENT.

GR1000‐0

1b

AGENDAS Certified agendas of closed 

meetings.

2 years. By law ‐ Government 

Code, Section 551.104(a).

GR1000‐0

2

DEDICATIONS PERMANENT.

*GR1000‐

03

MINUTES Retention Note: The use 

of the term “audiovisual 

recordings” in (c)‐(f) 

means any medium on 

which audio or a 

combination of audio and 

video is recorded.

Record Disposition Log

Remarks
Retention 

Period

No. of 

Boxes

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

By Records Dept
School Yr of 

Records

Specific Content                      

(attach addtnl doc to work 

order if necessary)

Box # 

on 

Label
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GR1000‐0

3a

MINUTES Written minutes. PERMANENT.

GR1000‐0

3b

MINUTES Notes taken during meetings from 

which written minutes are 

prepared.

90 days after 

approval

of minutes by 

the governing 

body.

*GR1000‐

03c

MINUTES Audiovisual recordings of open 

meetings, except as described in 

(d), for which written minutes are 

not prepared.

PERMANENT.

*GR1000‐

03d

MINUTES Audiovisual recordings of workshop 

sessions of governing bodies in 

which votes are not made and 

written minutes are not required by 

law to be taken.

2 years.

*GR1000‐

03e

MINUTES Audiovisual recordings of open 

meetings for which written minutes 

are prepared.

90 days after 

approval

of minutes by 

the

governing 

body.

*GR1000‐

03f

MINUTES Certified audiovisual recordings of 

closed meetings.

2 years. By law ‐ Government 

Code, Section 551.104(a).
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GR1000‐0

3g

MINUTES Supporting documentation ‐ One 

copy of each document of any type 

submitted to a meeting of a 

governing body for consideration, 

approval, or other action; if

such action is reflected in the 

minutes of the meeting.

2 years. Retention Notes: a) The 

retention periods for many of 

the documents submitted to 

a governing body for action 

are established elsewhere in 

this or other commission 

schedules and are often 

longer than the 2‐year 

retention period for 

supporting documentation 

set here. The 2‐year retention 

requirement does not 

override a longer retention 

requirement set elsewhere, 

but rather is meant to ensure 

that all documents presented 

for action by a governing 

body are retained at least two 

years. This schedule does not 

require that supporting 

documentation be 

maintained together, but the 

retention by the clerk or 

secretary to the governing 

body of one set of the 

documents submitted at each 

meeting 
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(often called "council 

packets" in municipalities) for 

two years would ensure 

satisfaction of the minimum 

retention requirement. Clerks 

or secretaries to governing 

bodies should exercise 

caution in disposing of 

supporting documentation to 

avoid destruction of the 

record copy of a document 

for which they are custodian 

before the expiration of its 

retention period. 

b) Review before disposal; 

some supporting 

documentation, not 

already required to be 

maintained 

PERMANENTLY elsewhere 

in this or other 

commission schedules, 

may merit PERMANENT 

retention for historical 

reasons.

GR1000‐0

4

OPEN MEETING 

NOTICES

2 years.
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*GR1000‐

05

ORDINANCES, 

ORDERS, AND

RESOLUTIONS

PERMANENT. Retention Note: Includes 

ordinances, orders, or 

resolutions that have been 

repealed, revoked, or 

amended.

GR1000‐0

6

PETITIONS Petitions from the public to the 

governing body or subsidiary boards 

or commissions of

a local government.

Final action on 

the

petition + 2 

years.

Retention Notes:  a) Does 

not include petitions 

noted elsewhere in this or 

other commission 

schedules or any petition 

presented to a 

commissioners court that 

state law requires a 

county clerk to record. 

See Local Schedule CC 

(Records of County 

Clerks).

b) “Final action” includes a 

decision to take no further 

action on a petition.

GR1000‐0

7

PROCLAMATIO

NS

2 years.

*GR1000‐

08

SPEECHES, 

PAPERS, AND

PRESENTATION

S– ELECTED 

OFFICIALS

Notes or text of speeches, papers,

presentations or reports delivered 

in conjunction with government 

work by elected officials.

End of term in 

office

or termination 

of service in 

that position.

Retention Notes: a) For 

speeches, papers, and 

presentations of other 

local government staff see 

GR1000‐51. b) Review 

before disposal; some 

records may merit 

PERMANENT retention for 

historical reasons. 
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*GR1000‐

09

PUBLIC 

COMMENT 

FORMS

Public comment forms, citizen 

comment forms, registration cards, 

or other similar documents filled 

out by members of the public 

wishing to speak at an open 

meeting.

2 years. Retention Note: If all 

information from the 

public comment form is 

documented in written 

minutes of the meeting, 

the public comment form 

need only be retained for 

the retention period listed 

in GR1000‐03b.

Total No. of Boxes:

AV A

CE D

FE LF

LA

US

 

Office Use Only

Records Management Digital Signature:

RMO Digital Signature:

Retention Codes

Until Superseded

 As long as Administratively Valuable

Calendar Year End

 Fiscal Year End

 Life of Asset

Destroy at Retention Period End

Import into LaserFiche

Archival Codes

Approval Required before Destruction
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