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GR1075‐15 ACCIDENT AND DAMAGE
REPORTS (PROPERTY)

Reports of accidents or damage to 
facilities,
vehicles, or equipment if no personal 
injury is involved.

3 years. Retention Note:  For 
accident reports 
involving personal injury 
see item numbers 
GR1000‐20 and 
GR1050‐32.

GR1075-16 CONSTRUCTION PROJECT
RECORDS

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
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

 Records concerning the planning, 
design, construction, conversion, or 
modernization of local 
government‐owned facilities, 
structures, and systems, including 
feasibility, screening, and 
implementation studies; 
topographical and soil surveys and 
reports; chitectural and engineering 
drawings, elevations, profiles, 
blueprints,
and as‐builts; inspection and 
investigative reports; laboratory test 
reports; environmental impact 
statements; construction contracts 
and bonds; correspondence; and 
similar documentation except as 
described in (b), (c) or (d).

 Retention Notes: a) 
Review before disposal; 
some records may merit 
PERMANENT retention 
for historical reasons.

b) If a structure, facility, 
or system is sold or 
transferred to another 
person or entity, the 
local government must 
retain the original 
records relating to its 
construction to fulfill 
retention requirements. 
Copies of the records 
may be given to the 
person or entity to which 
the structure, facility, or 
system is sold or 
transferred.

 LA + 10 years.CONSTRUCTION PROJECT
RECORDS

*GR1075‐16a
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

c) Records of the types
described relating to
places eligible for or
already listed as historic
by national, state, or
local organizations or
authorities must be 
retained PERMANENTLY

Retention Notes: a) 
Review before disposal; 
some records may merit 
PERMANENT retention 
for historical reasons. 
Records relating to 
construction of some of 
the described structures 
will have historical value 
if they are closely 
associated with a major 
structure as described in 
GR1075‐16a. For 
example, records relating 
to the construction of 
gazebos, fountains, walls, 
or statuary located on 
the grounds of a county 
courthouse are part of 
the landscape of the 
courthouse and its 
grounds and should be 
retained PERMANENTLY.

*GR1075‐16b CONSTRUCTION PROJECT
RECORDS

Records of the types described in 
GR1075‐16a relating to the 
construction of prefabricated storage 
sheds, bus shelters, parking lot kiosks, 
non‐structural recreational facilities 
such as baseball
diamonds and tennis courts, and 
similar structures and facilities.
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

Records of the types 
described relating to 
government‐owned 
structures or places 
eligible for or already 
listed as historic by 
national, state, or local 
organizations or 
authorities must be 
retained PERMANENTLY.

b) Records of the types 
described relating to 
places eligible for or 
already listed as historic 
by national, state, or 
local organizations or 
authorities must be 
retained PERMANENTLY.

c) If the construction of a 
structure described in 
GR1075-16b includes 
infrastructure (i.e. 
electrical lines, 
underground water lines, 
etc.), records of the 
infrastructure must be 
maintained Life of Asset 
+ 10 years.

       
    
    

      
   

  
     

   

Completion of the
project + 10 years.
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

*GR1075‐16c CONSTRUCTION PROJECT
RECORDS

Records relating to construction 
projects
described in GR1075‐16a and 
GR1075‐16b, that are transitory or of 
ephemeral relevance, and are not 
required for maintaining, modifying, 
and repurposing the building or 
structure. Records may include, but 
are not limited to, rejected design 
plans, delivery tickets for expendable 
products, daily work reports, etc.

5 years. Retention Note: Records 
of the types described 
relating to 
government‐owned 
structures or places 
eligible for or already 
listed as historic by 
national, state, or
local organizations or 
authorities must be 
retained PERMANENTLY.

*GR1075‐16d CONSTRUCTION PROJECT
RECORDS

Line Locate Requests, Call Before You 
Dig
records, or other similar records 
documenting requests for information 
regarding locations of the 
underground cable or utility lines.

Completion of 
project
requiring the 
locate request + 2 
years.

Retention note: If 
damage to utility lines 
becomes subject to 
litigation, the locate 
records must be retained 
in accordance with 
GR1000‐31 (Litigation 
Case Files).

GR1075‐17 LOST AND STOLEN 
PROPERTY
REPORTS

FE + 3 years.
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

GR1075‐18 MAINTENANCE, REPAIR, 
AND
INSPECTION RECORDS

Records documenting the 
maintenance, repair, and inspection 
of facilities, vehicles, and equipment.

Retention Note:  This 
record group schedules 
records of maintenance 
and repair to 
general‐purpose vehicles, 
office equipment, and 
office facilities. For 
retention requirements 
for the maintenance and 
repair of specialized 
vehicles (e.g., police cars, 
fire trucks, school buses), 
equipment (e.g., airport 
runway beacons, traffic 
lights), or facilities (e.g., 
wastewater treatment 
plants) see other 
commission schedules.

Vehicles and equipment.

(1) Routine inspection records.

(2) Maintenance and repair records. Retention Note: If a 
vehicle is salvaged as the 
result of an accident, the 
maintenance and repair 
records for the vehicle 
must be retained for date 
of salvage + 1 year.

Facilities. (1) Routine cleaning, 
janitorial, and inspection work.

1 year.

GR1075‐18a

MAINTENANCE, REPAIR, 
AND
INSPECTION RECORDS

GR1075‐18b

MAINTENANCE, REPAIR, 
AND
INSPECTION RECORDS

1 Year

Life of Asset
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

(2) All other facility maintenance,
repair and inspection records
(including those relating to plumbing,
electrical, fire suppression, and other
infrastructural systems).

5 years. Retention Note: Records 
of the types described 
relating to 
government‐owned 
structures or places 
eligible for or already 
listed as historic by 
national, state, or
local organizations or 
authorities must be
retained PERMANENTLY.

*GR1075‐19 SERVICE REQUESTS/WORK
ORDERS

Requests or work order for repairs or
maintenance to facilities, vehicles, or 
equipment.

2 years. Retention Note:  If work 
orders serve as the only 
form of record 
documenting repairs to 
vehicles or equipment 
[see item number 
GR1075‐18(a)] they must 
be retained for the life of 
the vehicle or 
equipment.

GR1075‐20 USAGE REPORTS Reports of usage of facilities, vehicles, 
and equipment.

*GR1075‐20a USAGE REPORTS Any type of usage report (e.g., 
mileage, fuel consumption, copies 
run) if such reports are the basis for 
allocating costs, for determining 
payment under rental or lease 
agreements, etc.

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

*GR1075‐20b USAGE REPORTS Reservation logs or similar records 
relating to the use of facilities such as 
meeting rooms, auditoriums, etc. by 
the public or other governmental 
agencies.

2 years.

*GR1075‐20c USAGE REPORTS Usage reports compiled for purposes 
other than those noted in (a) or (b).

1 year.
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

GR1075‐21 VEHICLE OR EQUIPMENT
ASSIGNMENT RECORDS

Assignment logs, authorizations, and 
similar records relating to the 
assignment and use of 
government‐owned vehicles or 
equipment by employees.

After return or 
reassignment + 2 
years.

GR1075‐22 VISITOR CONTROL 
REGISTERS

Logs, registers, or similar records 
documenting visitors to limited access 
or restricted areas.

3 years. Retention Note: If the 
visitor control register is 
needed as part of an 
investigation it should be 
retained with the 
investigation case file 
PS4125‐05.

GR1075‐24 VEHICLE TITLES AND 
REGISTRATIONS

Vehicle titles and registrations of 
government‐ owned vehicles.

LA.

GR1075‐25 SURVEILLANCE VIDEOS Video surveillance for, but not limited 
to, security of property and persons.

AV. Retention Note: If the 
surveillance video is 
needed as part of an 
investigation it should be 
retained with the 
investigation case file 
PS4125‐05.

*GR1075‐26 EQUIPMENT MANUALS Equipment manuals, owner’s 
manuals, instructional manuals, or 
other similar documentation for 
government owned equipment, 
except for equipment manuals
noted elsewhere in this schedule or 
other schedules adopted by the 
commission.

LA.

Total No. of Boxes:

AV A

CE D

*GR1075‐23 VEHICLE AND EQUIPMENT Warranties for vehicles and 
equipment.

Expiration of 
warranty

Retention Codes
 As long as Administratively Valuable

Calendar Year End Destroy at Retention Period End

Archival Codes
Approval Required before Destruction
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Record DescriptionRecord # Record Title

Texas State Library & Archive Commission (TSLAC) Record Disposition Log

Disp Meth
School Yr of 

Records

Specific Content                      
(attach addtnl doc to work 

order if necessary)

No. of 
Boxes

RemarksRetention Period

FE LF

LA

US

 

Records Management Digital Signature:

RMO Digital Signature:

Until Superseded

 Fiscal Year End

 Life of Asset

Import into LaserFiche

Office Use Only
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