
Spring Independent School District

Support Services-Communications Records -Disposition Log

Archival 

Code

Destr Date / 

PM

GR1075‐

40

POSTAL AND 

DELIVERY SERVICE 

RECORDS

GR1075‐

40a

POSTAL AND 

DELIVERY SERVICE 

RECORDS

Meter and permit usage records. 1 year.

GR1075‐

40b

POSTAL AND 

DELIVERY SERVICE 

RECORDS

Registered, certified, insured, and 

special delivery mail receipts and 

similar records of transmittal by 

express or delivery companies.

1 year.

GR1075‐

41

TELEPHONE LOGS 

OR ACTIVITY 

REPORTS

Registers or logs of telephone calls 

and fax transmissions made and 

similar activity reports.

GR1075‐

41a

TELEPHONE LOGS 

OR ACTIVITY 

REPORTS

If the log, report, or similar record 

is used for cost allocation purposes.

FE + 5 years for 

school districts; 

FE + 3 years for 

other 

governments.

Box # 

on 

Label

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) Record Disposition Log

Disp 

Meth

By Records Dept
School Yr of 

Records

Specific Content                      

(attach addtnl doc to work 

order if necessary)

No. of 

Boxes
RemarksRetention Period
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GR1075‐

41b

TELEPHONE LOGS 

OR ACTIVITY 

REPORTS

If the log, report, or similar record 

is used for internal control 

purposes other than cost 

allocation.

1 year.

*GR1075‐42E‐RATE RECORDS E‐Rate is the Schools and Libraries 

Program of the Universal Service 

Fund that provides discounts to 

schools and libraries for 

telecommunications and Internet 

access. ERate

is administered by the Universal 

Service Administrative Company 

(USAC) under the direction of the 

Federal Communication 

Commission (FCC).

All records related to the 

application for, receipt, and 

delivery of discounted 

telecommunications and other 

supported services.

FE + 10 years. By regulation ‐ 47 

CFR 54.516.

*GR1075‐43DIRECTORY 

INFORMATION

Mailing addresses, telephone or fax 

numbers, or email addresses, or 

othercontact information 

maintained by a local government 

on its employees or persons it 

serves.

US, expired, or

discontinued.

Total No. of Boxes:
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AV A

CE D

FE LF

LA

US

 

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

Office Use Only
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