Spring Independent School District
Information Technology-Records of Automated Applications -Disposition Log

School Dude Work Order#:

Date:

School/Dept:

IName:

Digital Signature:

| 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***

Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Specific Content
. L. . X No. of School Yr of .
Record # Record Title Record Description Retention Period Remarks Boxes (attach addtnl doc to work Records Disp Meth
order if necessary)
IGR5800-01 JAUDIT TRAIL RECORDS JFiles needed for electronic data audits JUntil audit
such as files or reports showing requirements met. 2015-16 Shred
ftransactions accepted, rejected,
suspended, and/or processed; history
files/tapes; records of on-line updates
Jto application files or security logs.
IGR5800-02 FINDING AIDS, Automated indexes, lists, registers,  JUntil the related hard 2015-16 Shred
INDEXES, AND and other finding aids used to provide Jcopy or electronic
TRACKING SYSTEMS access to the hard copy and electronic Jrecords have been
Irecords. destroyed.
IGR5800-03 HARDWARE Records documenting operational and JRetention Note: If the
DOCUMENTATION maintenance requirements of Iretention period of 2014-15 Shred
computer hardware such as operating Jelectronic records is
manuals, hardware/operating system Jextended to meet
requirements, frequirements of an
hardware configurations, and audit, litigation,Public
equipment control systems. Ilnformation Act
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Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Record #

*GR5800-04

Record Title

INFORMATION
SYSTEM/DATABASE
RECORDS

Record Description

Relatively long-lived computer files,
including databases, containing
organized and consistent sets of

complete and accurate electronic
records.

Retention Period

Until electronic
records are
transferred to and
made usable in a new
system environment,
or the files have met a

fretention period

established in this or
other commission
schedule, whichever
sooner.

Remarks

Retention Notes: a)
The need to retain
"snapshots" of
some continuing
finformation
systems or
databases should
fbe carefully
evaluated. For
example, if a
Geographic
Information System
has only current
mapping
information,
historical versions
of zoning changes
would need to be
Imaintained

b) Records
managers should
ensure that
snapshots which
support records on
this or other
commission
schedules are

retained for the full
Iretention period of
the records they
support.

No. of
Boxes

Specific Content

(attach addtnl doc to work

order if necessar:

School Yr of
Records

2015-16

Disp Meth

Shred
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Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Record #

*GR5800-05

Record Title

PROCESSING RECORDS

Record Description

Electronic files used to produce or
modify an information system or
database, including, but not limited
fto, work files, maintenance and test
files, print files, and

fintermediate input/output records.

Retention Period

Until electronic
records are
transferred to and
made usable in a new
system environment,
or the files have met a
fretention period
established in this or
other commission
schedule, whichever
sooner.

Remarks

Retention Note:
Routine or
fbenchmark files
used to test system
Jperformance and
files which facilitate
processing of a
Iparticular job or
system run, but
which do not add
to, delete from, or
substantially modify]
information in an

information system
or database need
be retained only as
long as
administratively
valuable.

No. of
Boxes

Specific Content
(attach addtnl doc to work
order if necessar

School Yr of
Records

2015-16

Disp Meth

Shred
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Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Record # Record Title Record Description
Automated software applications and
operating system files including job

control language, , etc.

SOFTWARE
PROGRAMS

*GR5800-06

Retention Period

Until electronic
records are
transferred to and
made usable in a new

Remarks

Retention Note: If

the retention
period of electronic
records is extended
to meet
frequirements of an
audit, litigation,
Public Information
Act request, etc.
any

software program
frequired to retrieve
and read the
records must also
be

retained for the

same period.

No. of
Boxes

Specific Content

(attach addtnl doc to work

order if necessar:

School Yr of

Records

2015-16

Disp Meth

Shred
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Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Record #

*GR5800-08

Record Title

TECHNICAL
DOCUMENTATION

Record Description

Records adequate to specify all technical
characteristics necessary for reading or
processing of electronic records and their
timely, authorized disposition. Includes
documentation describing how a system
operates and which is necessary for using

the system such as user guides, system or
sub-system definitions, system
specifications, input and output
specifications, and system flow charts;
program descriptions and documentation
such as program flowcharts, program
maintenance logs, change notices, and
other records that document modifications
to computer programs; and data
documentation necessary to access,
retrieve, manipulate and interpret data in
Ian automated system such as a data
element dictionary, file layout, code book
or table, and other records that explain the

meaning, purpose, structure, logical
Irelationships, and origin of the data
elements.

Retention Period

Until electronic
records are
transferred to and
made usable in a new
hardware or software
environment with new
documentation, or
there are no electronic
records being retained
to meet an approved
retention period that
require the
documentation to be
fretrieved and read.

Remarks

Retention Note: If

the retention
period of electronic
records is extended
to meet
frequirements of an
audit, litigation,
open records
action, etc. any
technical
documentation
frequired to retrieve
and read the
records must also
be retained for the
same period.

No. of
Boxes

Specific Content
(attach addtnl doc to work
order if necessar

*GR5800-09

AUTOMATED
IPROGRAM LISTING /
SOURCE CODE

Automated program code and builds
which generate the machine-language
instructions used to operate software
Iprograms.

JUntil superseded or
software program no
flonger used,
whichever sooner.

School Yr of .
Disp Meth
Records
2015-16 Shred
2015-16 Shred
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Texas State Library & Archive Commission (TSLAC)

Record Disposition Log

Specific Content
. L. . X No. of School Yr of .
Record # Record Title Record Description Retention Period Remarks (attach addtnl doc to work Disp Meth
Boxes . Records
order if necessar:
Retention Codes Archival Codes
AV As long as Administratively Valuable Approval Required before Destruction
CE Calendar Year End D JDestroy at Retention Period End
FE Fiscal Year End LF Ilmport into LaserFiche
LA Life of Asset
us Until Superseded
Office Use Only
Records Management Digital Signature:
RMO Digital Signature:
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