Records Management Procedures
Subject:
Procedures for Destroying Records under Preliminary Records Control Schedule  


Responsibility
Action
Department Liaison
1.
Determine destruction dates for all record document within department under control schedule retentions.

2.
Fill in information on Record Destruction List.  (May use electronic media and submit on disk to this office.  Contact our office for more information.)

a.
Send completed list to Records Management.

b.
Retain copy for your records until approved.

3.
If documents are sensitive in nature, contact Records Management office (ext. 405), or indicate so on list.

Records Management
4.
Evaluate against department records control schedule.

5.
Prepare SLR 501 (Request for Authority to Destroy Unscheduled Records).

a.
Obtain appropriate signatures.

b.
Submit to Texas State Library, State and Local Records Management Division, Austin.

6.
Upon approval (with amendments) notify department liaison.

7.
Retain SLR 501 permanently.

Department Liaison
8.
Destroy records in accordance with approval.
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