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About Us

A Records Management Assistance unit

A 6 Government Information Analysts serving:
A 150 state agencies
A 10,000 local government entities

A Consulting and Training

A Retention, destruction, imaging, managing email, disaster
preparedness and recovery, filing systems, preservation

A Rule Development
A 1,500 records series for local governments
A Standards for managing&cords, microfilm, inventory



WHAT IS RECORDS

MANAGEMENT?
(and why bother?)
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What Is Records Management?

10The application of ma
creation, use, maintenance, retention, preservatior
and disposal of records for the purposes of reduci
the costs and improving the efficiency of
recordkeeping. o
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CISICICIC
Why do we have RM laws/rules?

Public Information Act
(Government Code Chapter 552)

Open Meetings Act
(Government Code Chapter 551)

Local Government Records Act
(Local Government Code Chapters 22D5)
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L ocal Government Records Act

1 Effective & economic government operations
} Preserve records of permanent value
} Establish standards and procedures

Local Government Code, Chapters 201 -205
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Local Government Records Act

L ocal } Bulletin D
Government } Definitions
Records Act } Local authority

} Role of Records Management
Officer (RMO)

} Compliance requirements

+ http://bit.ly/bulletind
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Why Records Management?

Legal requirement
Timely response to inquiries
Efficiency .
Records protection i
Timely disposition =
Cost reduction !
Legal protection
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} There are conseguences of
keepi ng t hi

}

Storage costs (physical &
electronic)

Time spent on retrieval
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Responsibility for protecting

records
Legal risk
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Canot we Just get

ré And for not |
long enough...
} Class A Misdemeanor
} Third Degree Felony

} Criminal penalties and fines
under the Public Information
Act




Records Retention
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| ocal Government Record

}
}
}

Documents the transaction of public business
s created or received by a local government

s a record whether it is open or closed

} May exist in any medium
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NoRecor ds o

6 Conveniencecopies: O Extra 1 dentic
documents created only for convenience of reference
or researcho (Local GovVve
§201.003(8)(A))

6 Copies of documents furnished to the public as part
of a Public Information Act request
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6 Blank forms/stocks of publications
6 Library or museum materials
6 Alternative Disr''*e Resolution workina files
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Designating a ORe

Which copy of a record needs to be
kept for the full retention period?
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Record Values

+ Fiscal
1 Historical
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http://www.usa.gov/Topics/Money/Personal-Finance/Managing-Household-Records.shtml

Record Values

} PrimaryValue: the value of the record based on the
purpose for which the record was created.

} SecondaryValue: the value of a record beyond the
purpose for which it was created.
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Primary Value vs. Secondary Value
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Primary: Secondary:
Proving that you can drive legally ~ Yoting
Applying for loan

Lottery tickets/ R movies /6 street!



2010 census data for Texasttp://quickfacts.census.gov/qfd/states/48000.h

Page from the 1940 census, hi#p://1940census.archives.gov/




