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*GR5825‐01 SYSTEM SECURITY RECORDS

*GR5825‐01a SYSTEM SECURITY RECORDS Records created for security purposes to 
control or monitor individual access to a 
system and its data, including but not 
limited to user account records, security
login information, and password files.

US, date of expiration, 
or date of separation + 
2 years, as applicable.

*GR5825‐01b SYSTEM SECURITY RECORDS Records used to control and monitor the 
security of a system and its data, 
including vulnerability scans, intrusion 
tests, malicious code detection tests, 
threat and
risk assessments, technical security 
reviews, patch management logs, 
intrusion detection logs, firewall logs, 
and related records. Records 
documenting incidents
and investigations involving unauthorized 
attempted entry, probes and/or attacks 
on information systems or networks.

AV.

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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GR5825‐02 BATCH DATA ENTRY CONTROL 
RECORDS

Forms and logs used to reconcile batches 
submitted for processing against batches 
received and processed.

AV after reconciliation 
confirmed.

GR5825‐03 CHARGEBACK RECORDS TO 
DATA PROCESSING SERVICES 
USERS

Records used to document, calculate 
costs, and bill program units for 
computer usage and data processing 
services. These records are also used for 
cost recovery,
budgeting, or administrative purposes.

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

GR5825‐04 COMPUTER JOB SCHEDULES 
AND REPORTS

Schedules or similar records showing 
computer jobs to be run and other 
reports by computer operators or 
programmers of work performed.

90 days.

*GR5825‐06 DATA PROCESSING PLANNING 
RECORDS

Reports, studies, analyses, projections, 
and similar records concerning the 
creation, development, or modification 
of data processing systems and services.

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

GR5825‐08 ELECTRONIC MEDIA LIBRARY 
SYSTEM RECORDS

Records used to control the location, 
maintenance, and disposition of media in 
an electronic media library except for 
records destruction documentation that 
is
maintained permanently (see item
number GR1000‐40).

Until related records or 
media are destroyed or 
withdrawn from the 
library.
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*GR5825‐09 DATA ENTRY DOCUMENTS Records or forms designed and used 
solely for data input and control except 
for data entry documents noted 
elsewhere in this schedule or other 
schedules adopted by the commission.

Until all data has been 
entered into the 
system and, if 
required, verified.

GR5825‐10 NETWORK CIRCUITS 
INVENTORIES

Records containing information on 
network circuits used by the government 
including circuit number, vendor, type of 
connection,  terminal series, software, 
contact person,
and other relevant information about the 
circuit.

US.

GR5825‐11 NETWORK IMPLEMENTATION 
RECORDS

Records used to implement a computer 
network including reports, diagrams of 
network, and wiring schematics.

US.

*GR5825‐12 OPERATING SYSTEM AND 
HARDWARE CONVERSION 
PLANS

Records relating to the replacement of 
equipment or computer operating 
systems not included elsewhere in this 
schedule.

2 years after 
completion of 
conversion.

GR5825‐13 OUTPUT RECORDS FOR 
COMPUTER PRODUCTION

Reports showing transactions that were 
accepted, rejected, suspended, and/or 
processed.

AV.
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*GR5825‐14 QUALITY ASSURANCE 
RECORDS

Information verifying the quality of 
system, hardware, or software 
operations including records of errors or 
failures and the loss of
data resulting from such failures, 
documentation of abnormal termination 
and of error free processing, checks of 
changes put into production, transaction
histories, and other records needed as an 
audit trail to evaluate data accuracy.

Until no longer needed 
as an audit trail.

GR5825‐15 PROJECT RECORDS Records created and used in the 
development, redesign, or modification 
of automated systems or applications.

Retention Note:  
Does not include 
purchasing records 
for computer 
software or hardware 
such as individual 
personal computers, 
which are covered
in Part 4 of this 
schedule.

GR5825‐15a PROJECT RECORDS Project management records, design 
documentation, feasibility studies, 
justifications, user requirements, etc.

3 years after 
completion of project.

GR5825‐15b PROJECT RECORDS Routine status reports, memos, and 
correspondence.

AV.
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*GR5825‐16 SYSTEM ACTIVITY 
MONITORING RECORDS

Records or logs that monitor and report 
levels and patterns of individual and 
organizational usage of system 
hardware, software application, and 
internet
resources, including but not limited to 
log in files, system usage files, application 
usage files, data entry logs, print spool 
logs,
and records of individual computer 
usage. May also include levels of storage 
and network/bandwidth traffic and other 
documentation related to activities for
monitoring and ensuring optimal 
efficiency of system resource use.

AV.

GR5825‐18 INTERNET COOKIES Data resident on hard drives that make 
use of user‐specific information 
transmitted by the Web server onto the 
user’s computer so that the information 
might be available
for later access by itself or other servers.

AV. Retention Note: The 
disposal of Internet 
cookies need not be 
documented through 
destruction 
authorizations 
(GR1000‐40(b)), but 
governments should 
establish procedures 
governing disposal of 
these records as part 
of its records 
management plan 
(GR1000‐40(d)).
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GR5825‐19 HISTORY FILES – WEB SITES A record of the documents visited during 
an Internet session that allows users to 
access previously visited pages more 
quickly or to generate a record of a 
user’s
progress.

AV. Retention Note: The 
disposal of Internet 
history files need not 
be documented 
through destruction 
authorizations 
(GR1000‐40(b)), but 
governments should
establish procedures 
governing disposal of 
these records as part 
of its records 
management plan 
(GR1000‐40(d).

GR5825‐20 SOFTWARE REGISTRATIONS, 
WARRANTIES, AND LICENSE 
AGREEMENTS 

LA + 3 years.

Total No. of Boxes:

AV

CE

FE

LA

US

Approval Required before Destruction

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
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Records Management Digital Signature:

Office Use Only

RMO Digital Signature:
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