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POLICIES AND PROCEDURES MANUAL SUBJECT

RECORDS MANAGEMENT & RETENTI ON

SUB- TOPI C
DESTRUCTI ON OF STATE RECORDS

No state records may be destroyed w thout perm ssion fromthe Texas State Library as
outlined in Texas Governnent Code Section 441.187; 13 Texas Administrative Code Section
6.7. The Texas State Library has two established nmethods for obtaining | egal authority
to destroy state records. Procedures differ for records listed on an approved Records

Ret enti on Schedul e and any records not |isted.

A state 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 for the record set in the
approved institutional Records Retention Schedule. |f no action as described above has
been taken, records may be destroyed in accordance with the approved retention periods
shown in the Records Retention Schedule. Prior to disposal of official records, al
state and institutional records and i nfornmati on nanagenent regul ati ons and policies nust

be foll owed.

State records not listed on the approved Records Retention Schedul e (See Exhibit Al)
may be destroyed after receiving approval by officials at the Texas State Library. Form
RVD 102, Request for Authority to Dispose of State Records, (Exhibit A2), nust be

conpl eted and subnmitted to the Ofice of the Associate Vice President for Finance, Mai
Station AD24. The forns will be submtted to the Records Services Departnent of the
Texas State Library to obtain approval for the destruction of public or official
records. Unlisted records nmust not be destroyed until the State Library adm nistrator
approves and returns the formto the Associate Vice President for Finance and a copy is

forwarded to the requestor.
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