Records Management Procedures
Subject:   Creation of a New Record

           Merging of Two or More Records to Create Another 


Responsibility
Action
Department Liaison
1.
Notify Records Management, in writing, of new record created.

a.
Describe in full what new record is or what records are being merged to create a new or different record.

2.
Confirm with Department Head.

Records Management
3.
Identify record within State Retention Schedules minimum guidelines.

4.
Meet with department head and liaison for approval of setting retention on record.

5.
Obtain approval from Records Management Committee for new record or amended record retention scheduling.

6.
Prepare SLR 520 ("Approved SLR 520 Substitute") for amended filing of Records Control Schedule.

a.
Submit to Texas State Library for approval.

7.
Upon approval from the State, amend department Records Control Schedule.

8.
Notify department of approval and provide with schedule revisions.

Department Liaison
9.
Retain revised schedule and destroy old schedule.
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