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*SD3600-01 PUBLIC EDUCATION 
INFORMATION 

  

5 years.

SD3600-02 DATA VERIFICATION 
REPORTS

Data printouts or reports from the Texas
Education Agency (TEA) or other agencies 
provided for informational purposes 
showing data received and entered in 
Texas Education Agency (TEA) or other 
agency databases and similar documents 
seeking confirmation of the accuracy of 
current data information.

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 a government, are 
not part of a records 
series that documents 
the fulfillment of the 
statutory obligations of 
the government or the 
documentation of its 
functions.

Remarks
Retention 

Period
No. of 
Boxes

Name: Digital Signature:

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

Record DescriptionRecord #

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) Record Disposition Log
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SD3600-03 SURVEYS Surveys, questionnaires, opinion polls, 
and similar documents received from the 
Texas Education Agency or other 
agencies, completed and returned by the 
superintendent or other school official, 
and used by the surveying agency for the 
preparation of needs assessments or 
statistical reports and not for the specific 
purpose of monitoring compliance with a 
required or grant-funded program in the 
respondent district.                              

AV.
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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Until Superseded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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