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*GR1025‐01 FISCAL AUDIT RECORDS Records of fiscal audits conducted by 
internal or external auditors.

Caution: See note 
(a) at the beginning 
of Part 2 of this 
schedule.

*GR1025‐01a FISCAL AUDIT RECORDS Annual, biennial, or other periodic 
audit of any department, fund, 
account, or activity of a local 
government. 

PERMANENT.

*GR1025‐01b FISCAL AUDIT RECORDS Annual, biennial, or other periodic 
audit of a department, program, fund, 
or account if included in a cumulative 
audit under (a).

2 years.

*GR1025‐01c FISCAL AUDIT RECORDS Annual, biennial, or other periodic 
audit of a department, program, fund, 
or account if not included in a 
cumulative audit under (a).

PERMANENT.

*GR1025‐01d FISCAL AUDIT RECORDS Special audits ordered by a governing 
body, a court or grand jury, or 
mandated by administrative rules of a 
state or federal agency.

PERMANENT.

Remarks

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***
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Texas State Library & Archive Commission (TSLAC)
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Records
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order if necessary)
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*GR1025‐01e FISCAL AUDIT RECORDS Working papers, summaries, and 
similar records created for the 
purposes of conducting an audit.

3 years after all 
questions arising 
from the audit 
have been 
resolved.

GR1025‐02 BANK SECURITY 
RECORDS

Records documenting the pledging of 
bonds or securities by banks serving as 
depositories for public funds including 
depository contracts, security pledges 
and statements, surety bonds, and 
similar records.

4 years after  
termination, 
expiration, or 
release of 
contractual 
obligations.

*GR1025‐03 BOND RECORDS Retention Note: For 
investment 
transaction records 
of bonds see item 
number 
GR1025‐09b.

GR1025‐03a BOND RECORDS Bond administrative records consisting 
of preliminary studies, proposals and 
prospectuses, authorizations and 
certifications for issuance or 
cancellation,
and related policy correspondence.

PERMANENT.

GR1025‐03b BOND RECORDS Bond certificates and redeemed 
coupons.

1 year after 
payment.

By law ‐ 
Government Code, 
Section 1302.003 
for counties (see 
statute for 
procedural 
instructions for 
destruction) and by 
authority of this 
schedule for all 
other local 
governments.
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GR1025‐03c BOND RECORDS Bond registers. PERMANENT.

GR1025‐03d BOND RECORDS Records relating to the exchange, 
conversion, or replacement of bonds 
by bondholders.

1 year if 
information is 
contained in a 
bond register; 
PERMANENT if 
information is 
not contained in 
a bond register.

GR1025‐04 BUDGETS AND BUDGET 
DOCUMENTATION

GR1025‐04a BUDGETS AND BUDGET 
DOCUMENTATION

Annual budgets (including 
amendments).

PERMANENT.

GR1025‐04b BUDGETS AND BUDGET 
DOCUMENTATION

Special budgets (includes budgets for 
capital improvement projects, 
grant‐funded projects, or other 
projects prepared on a special or 
emergency basis and not included in 
an annual budget).

PERMANENT.

*GR1025‐04c BUDGETS AND BUDGET 
DOCUMENTATION

Working papers created exclusively for 
the preparation of budgets, including 
budget requests, justification 
statements, and similar documents.

3 years.

GR1025‐04d BUDGETS AND BUDGET 
DOCUMENTATION

Encumbrance and expenditure reports 
(status reports showing expenditures 
and encumbrances against a budget).

2 years.

GR1025‐04e BUDGETS AND BUDGET 
DOCUMENTATION

Budget change documentation, 
including line item or 
contingency/reserve fund transfers 
and supplemental budget requests.

2 years.
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*GR1025‐05 CAPITAL ASSETS 
RECORDS

Documentation relating to the capital 
and fixed assets of a local government.

*GR1025‐05a CAPITAL ASSETS 
RECORDS

Equipment or property history cards or 
similar records containing data on 
initial cost, including disposal 
authorizations when disposed of.

FE of date of 
disposal + 5 years 
for school 
districts; FE of 
date of disposal + 
3 years for other 
governments.

Retention Note: 
Review before 
disposal; property 
history cards 
documenting the 
original construction 
and additions to or 
renovations of 
structures may merit 
PERMANENT 
retention for historical 
reasons.

GR1025‐05b CAPITAL ASSETS 
RECORDS

Equipment or property cost and
depreciation schedules or summaries 
used for capital outlay budgeting or 
other financial or budget control 
purposes.

FE + 5 years for 
school
districts; FE + 3 
years for other 
governments.

GR1025‐05c CAPITAL ASSETS 
RECORDS

Equipment or property inventories 
(including sequential number property 
logs).

US + 3 years.

GR1025‐05d CAPITAL ASSETS 
RECORDS

Property sale, auction, or disposal 
records
of government‐owned equipment or 
property.

1 year. By law ‐ Local 
Government Code, 
Section
263.155(b) for 
counties and by 
authority of this 
schedule for all 
other local 
governments.
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Retention Note:  
Property sale or 
auction records do 
not include records 
arising from the 
sale or auction of 
property foreclosed 
or seized by a 
taxing unit for 
failure to pay 
property taxes or 
for the sale or 
auction of property 
seized by law 
enforcement 
officers. For such 
records use Local 
Schedule TX 
(Records of 
Property Taxation) 
or Local Schedule 
PS (Records of 
Public Safety 
Agencies) 
respectively.

*GR1025-06 FEDERAL REVENUE 
SHARING RECORDS

Records concerning the use of federal 
revenue sharing funds by a local 
government, including revenue and 
expenditure summaries; status, 
budget, and audit reports; and other 
reports or documentation required by 
federal law or regulation.

AV. Obsolete record.
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GR1025‐07 FINANCIAL REPORTS Annual, sub‐annual, or irregularly 
prepared  financial reports or 
statements on the accounts, funds, or 
projects of a local government created 
either for internal use or for 
submission to state agencies as may be 
required by law or regulation, except 
reports of similar types noted in this or 
other commission schedules.

GR1025‐07a FINANCIAL REPORTS Monthly, bimonthly, quarterly, or 
semi‐annual reports.

FE + 3 years.

GR1025‐07b FINANCIAL REPORTS Annual reports. PERMANENT.

GR1025‐07c FINANCIAL REPORTS Long range fiscal planning reports. PERMANENT.

GR1025‐07d FINANCIAL REPORTS Capital improvement reports. PERMANENT.

GR1025‐08 GRANT DEVELOPMENT 
AND ADMINISTRATIVE 
RECORDS

Retention Note: If 
grant is for 
construction of a 
local government 
owned facility or 
part of the 
infrastructure, 
follow retention for
GR1075‐16.

GR1025‐08a GRANT DEVELOPMENT 
AND ADMINISTRATIVE 
RECORDS

Successful grant applications and 
proposals and any documentation that 
modifies the terms of a grant.

FE + 5 years for 
school districts; 
FE + 3 years for 
other 
governments.

Retention Note:  
See note (b) at 
beginning of Part 2 
of this schedule.
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Texas State Library & Archive Commission (TSLAC)
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GR1025‐08b GRANT DEVELOPMENT 
AND ADMINISTRATIVE 
RECORDS

Financial, performance, and 
compliance reports submitted to 
grantor or sub‐ grantor agencies.

FE + 5 years for 
school districts; 
FE + 3 years for 
other 
governments.

Retention Note:  
See note (b) at 
beginning of Part 2 
of this schedule.

GR1025‐08c GRANT DEVELOPMENT 
AND ADMINISTRATIVE 
RECORDS

Reports, planning memoranda, studies, 
correspondence, and similar records 
created for and used in the 
development of successful grant 
proposals.

3 years.

GR1025‐08d GRANT DEVELOPMENT 
AND ADMINISTRATIVE 
RECORDS

Any records of the type noted in (a) or 
(b) relating to unsuccessful grant 
proposals.

AV.

GR1025‐09 INVESTMENT 
TRANSACTION 
RECORDS

GR1025-09a INVESTMENT 
TRANSACTION 
Documentation relating 
to the investment of 
public funds (e.g., 
certificates of deposit) 
that evidences the 
investment of funds, 
the performance or 
return of investments, 
the cancellation or 
withdrawal of 
investments, and 
similar 
activity.RECORDS

Documentation relating to the 
investment of public funds (e.g., 
certificates of deposit) that evidences 
the investment of funds, the 
performance or return of investments, 
the cancellation or withdrawal of 
investments, and similar activity.

FE + 5 years.
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Boxes
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GR1025-09b INVESTMENT 
TRANSACTION 
RECORDS

Documentation related to the 
calculation of arbitrage rebate 
amounts, if any, on proceeds from the 
sale of tax-exempt bonds

Retirement of 
the last 
obligation of the 
bond issue + 6 
years.

GR1025‐10 CHARGE SCHEDULES/ 
PRICE
LISTS

Schedules of prices charged by a local 
government for services to the public 
or other governments, including any 
documentation used to determine the 
charges.

US + 3 years.

Total No. of Boxes:

AV A

CE D

FE LF

LA

US
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Approval Required before Destruction

Office Use Only
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