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The University of Texas at Dallas recognizes the need for orderly nanagenent and
retrieval of all official records and a documented records retention and destruction
schedul e congruent with all state and federal |aws and related regul ati ons. Al

of ficial records (paper, microform electronic, or any other nmedia) will be retained
for the mnimum periods stated in the institutional Records Retention Schedul e as
approved by the Texas State Library and Archives Conmi ssion and the Texas State
Auditor’'s Ofice in conpliance with Texas Governnent Code, Chapter 441. After a
specified period of tine, official records nust be disposed of in a manner that is
consistent with, and systematically carried out in accordance w th, prescribed

records and i nformati on nmanagenment gui delines and procedures.

Duplicate files, duplicate copies, library materials, and stocks of obsolete forms or
panphl ets originally intended for distribution are not considered to be official
records or record copies. Duplicates or non-record conveni ence copies should be

destroyed when they cease to be useful and shoul d never be kept |onger than the

of ficial record copy.
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