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INTRODUCTION 

The Office of Institutional Compliance is please to provide the TSU family with the 
FY2021 Records Management Guide. This guide provides an overview of the records 
management process.   

If you have any questions or comments about this manual, please contact the following 
individuals: 

Yolanda Nimmer-Williams   Tammy Scroggins 
Director of Institutional Compliance  Compliance Officer/ 
       Records Management Officer  
713-313-6823      713-313-6820 
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WHY FOCUS ON RECORDS MANAGEMENT  
 

The three main reasons why an effective records management program is necessary are: 
1) it improves efficiency; 2) it is required by state law; and 3) compliance.  
 
Efficiency: 
An effective records management program provides control over the entire life cycle of 
the record from creation or receipt to its eventual disposal.  The benefits derived are 
time and cost savings.  Records that have reached their retention period are disposed of 
which reduces storage cost.  An effective program includes physical inventorying of the 
records on regularly scheduled intervals.  The inventory helps identify where the vital 
or confidential records that require additional safeguard are stored.  It also provides an 
updated list of University records which helps reduce the time required to pull records 
for routine operations and open records request. 
 
State Law:  
Government Code Section 441.183 states that the agency head of each state agency shall:  
(1) establish and maintain a records management program on a continuing and active 
basis; (2) create and maintain records containing adequate and proper documentation of 
the organization, functions, policies, decisions, procedures, and essential transactions of 
the agency designed to furnish information to protect the financial and legal rights of 
the state and any person affected by the activities of the agency; (3) make certain that all 
records of the agency are passed to the agency head’s successor in the position of 
agency head; (4) identify and take adequate steps to protect confidential and vital state 
records; (5)  cooperate with the commission in the conduct of state agency records 
management surveys; and (6)  cooperate with the commission, the director and 
librarian, and any other authorized designee of the director and librarian in fulfilling 
their duties under this subchapter. 
 
Compliance:  
An effective records management program (1) helps avoid adverse consequences 
during litigation, investigations or audits; (2) ensures that confidential records in both 
electronic and paper forms are secure; (3) provides protection for vital records; and (4) 
is a component of the University’s emergency management plan.  
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THE “TSYOU” PROCESS FOR RECORDS MANAGEMENT 

Key Players: 

• Agency Head:  Responsible for the establishment and maintenance of the 
University’s record management program.  
 

• Department Head: Responsible for the department’s records management 
program. 
 

• Record Management Officer:  Administers the University’s record management 
program and assists the agency head in fulfilling his statutory record 
management duties.  Submits the University’s records retention schedule for 
certification by the Texas State Library and Archives Commission.  Authorizes 
the destruction of records that have reached the end of their retention period. 

Procedures: 

Secondary Storage:  The University has contracted with Harris County Department of 
Education (HCDE) to provide storage for our state records.  Only the official record 
copy (no convenience copies) should be sent to HCDE.  Please note, that departments 
are responsible for the cost of secondary storage at HCDE. 

• Records being transferred to the HCDE warehouse must be placed in standard 
(12x10x15) size boxes that can be purchased from the TSU warehouse.  The 
department will fill-out the HCDE Record Center Transfer Form  and contact the TSU 
Warehouse Manager on extension 4214 to schedule a date for your records to be 
transferred to secondary storage. 

o Records being transferred to storage must be labeled with the agency item 
number (block 5 of the TSU retention schedule), the retention period 
(block 7) and the destroy date.  
 

  

http://www.hcde-texas.org/docs/185-HCDE%20Records%20Center%20Transfer%20Form.pdf
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THE “TSYOU” PROCESS FOR RECORDS MANAGEMENT cont. 

 

Final Disposition:  Records at the end of their retention period are eligible for final 
disposition (destruction or archiving). The University archivist in concert with the Texas 
State Library and Archives Commission determines which records must be archived. 

• Record Destruction:  The Department Record Management Liaison begins the 
process by completing sections 1 – 5 of the records disposition form (TSURM002) 
and the certification section.  Approval is requested from the Records 
Management Officer (RMO) for the destruction of the records.  Once approval is 
obtained the records are destroyed and a copy of the records disposition form is 
returned to the RMO for filing. 

o For records stored at the HCDE, their Record Center Destruction 
Certificate  form must also be completed  
  

• Record Archive:  The department record management liaison contacts the 
University archivist and informs him of the records that will be sent to archives.  
Upon approval of the archivist the records are sent to the archives and the liaison 
forwards the completed records disposition form to the RMO.  The RMO signs 
the form and sends the original back to the department and retains a copy for his 
records.   

 

 
  

http://www.hcde-texas.org/docs/185-Records%20Center%20Destruction%20Form.pdf
http://www.hcde-texas.org/docs/185-Records%20Center%20Destruction%20Form.pdf
http://www.hcde-texas.org/docs/185-Records%20Center%20Destruction%20Form.pdf
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RECORDS MANAGEMENT POLICY 
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RETENTION SCHEDULES/ FORMS / WEBSITES 
Schedule / Forms / Websites  USE REQUIRED SIGNATURES OWNERSHIP 
TSU Retention Schedule 
Download: PDF  

Used to establish the minimum retention 
period for Texas Southern University 
records 

Must be certified by the Texas 
State Library & Archives 
Commission (TSLAC) 

Office of 
Institutional 
Compliance 
(OIC) 

Forms    
RMD 102: Authority to 
Dispose of State Records 
Download: MS Word | PDF 

Use for records series not on retention 
schedule and for paper copies of microfilm 
permanent records.  

• Agency Head or the 
Records Management 
Officer (RMO) 

• TSLAC 
• State Auditor Office (SAO) 

 TSLAC 

RMD 103: Records Inventory 
Worksheet – 
Download: MS Word | PDF 

Used when conducting an inventory of state 
records. 

• Person taking the inventory TSLAC 

SLR 104: Designation of State 
Agency Records Management 
Officer – Download:  
MS Word | PDF 

Used to designate someone other than the 
agency head as the RMO for the agency.  
Provides the contact information for the 
RMO to the TSLAC. 

• Agency Head TSLAC 

SLR 105: Records Retention 
Schedule – 
Download: MS Word | PDF 

Form used to build the agency’s retention 
schedule 

• None TSLAC 

SLR 105C: Records Retention 
Schedule - Certification – 
Download: MS Word | PDF 

Used when submitted corrections to the 
retention schedule or when submitting the 
schedule for certification. 

• Agency Head or RMO 
• SAO 
• TSLAC 

TSLAC 

SLR 122: Records Retention 
Schedule Amendment – 
Download: MS Word | PDF 

Used to make changes to the retention 
schedule 

• None TSLAC 

TSURM002: Records Final 
Disposition Log –   
Download: MS Word | PDF 

Use to record the final disposition of state 
records (destruction or transfer to archive) 

• RMO 
• Department Head or Dept 

RM Liaison 

OIC 

Record Center Destruction 
Certificate Download: PDF 

Used for destruction of records in the 
possession of / or picked up from the 
agency’s site for shredding by Harris 
Country Department of Education (HCDE) 

• RMO 
• HCDE 

HCDE 

Record Center Transfer Form 
Download: PDF 

Used when records are moved to or from 
the HCDE Record Center 

• HCDE HCDE 

Websites    
Records Retention 
Information and Resource 

TSU Records Management Web Page  N/A OIC 

http://www.tsl.state.tx.us/slr
m/state/index.html 

TSLAC’s Assistance Web Page for State 
Agencies 

N/A TSLAC 

http://www.tsu.edu/PDFFiles/Compliance/2010%20TSU%20Retention%20Schedule.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/rmd102.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/rmd102.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/rmd103.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/rmd103.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr104.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr104.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr105.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr105.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr105c.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr105c.pdf
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr122.doc
http://www.tsl.state.tx.us/slrm/recordspubs/forms/slr122.pdf
http://www.tsu.edu/MSDocs/Compliance/TSURM002%20Records%20Disposition%20Log.docx
http://www.tsu.edu/PDFFiles/Compliance/TSURM002%20Records%20Disposition%20Log.pdf
http://www.hcde-texas.org/docs/185-Records%20Center%20Destruction%20Form.pdf
http://www.hcde-texas.org/docs/185-HCDE%20Records%20Center%20Transfer%20Form.pdf
http://www.tsl.state.tx.us/slrm/state/index.html
http://www.tsl.state.tx.us/slrm/state/index.html
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