Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number

reports, and deposits.

Legal Retention

Accident and Damage Reports | Reports of accidents or damage to facilities, vehicles, or equipment if no personal GR 1075-15
(Property) — Departmental injury is involved. 3 years
copies Note: For accidents that result in injury to persons, use GR 1000-20 A or B (5 or 20

years)
Accounts Payable and Claims, invoices, statements, copies of checks and purchase orders, expenditure GR 1025-26
Disbursement Records — authorizations, and similar records that serve to document disbursements, including FE + 3 years
Departmental copies those documenting claims for and reimbursements to employees for travel or other

employment- related expenses. Includes employee expense reports, P-Card

documentation, and petty cash records. Requests and authorizations for travel;

participation in educational programs, workshops or college classes
Accounts Receivable Records | Records documenting the receipt of any monies by a local government that are GR 1025-27B
— Departmental copies remittable to the State Comptroller of Public Accounts. Including cash receipts, cash FE + 5 years

Auto Pound Auction Records

Reports, logs, property cards, receipts, notices, and similar records documenting the
receipt, processing, chain of custody, and disposition by return, destruction, or sale of
evidential, stolen, abandoned, unclaimed, impounded, or recovered property, including
motor vehicles, by a law enforcement agency.

PS4175-09 FE of return or
disposal of property + 3 years
Retention Notes: a) Any
records in this series must be
retained for FE + 5 years if
they serve to document the
collection of sales tax due to
the State Comptroller of Public
Accounts. b) Pursuant to Code
of Criminal Procedure §47.04,
some stolen property may be
returned to its owner by court
order, on the condition the
property is made available for
evidentiary purposes. Retain
records of such property for
FE of final adjudication + 3
years.

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number

Legal Retention
Banking Records — Bank statements, canceled checks, check registers, deposit slips, debit and credit GR 1025-28
Departmental copies notices, reconciliation, notices of interest earned, monetary transport records (including | FE + 5 years
armored car pickup logs) etc.
Bid and Bid Documentation - | Informal bid records, such a requests for quotations or estimates, for the procurement GR 1075-01C
Informal Bids of goods or services for which state law or local policy does not require the formal 1 year
letting of bids. Exempt
Bid and Bid Documentation - | Successful bids and request for proposals, including invitations to bid, bid bonds and GR 1075-01A
Successful Bids affidavits, bid sheets, and similar supporting documentation. FE + 3 years
Note: If successful bid or proposal results in a contract, use GR 1000-25 (AC + 4
years)
Bid and Bid Documentation - | Unsuccessful Bids GR 1075-01B
Unsuccessful Bids 2 years
Budget Documentation - Working papers created exclusively for the preparation of budgets, including budget GR 1025-04F
Departmental copies and work | requests, justification statements and similar documents. Budget change 3 years
papers documentation, including line item or contingency/reserve fund transfers and
supplemental budget requests. Encumbrance and expenditure reports.
Note: Official record copy of Annual Budget filed in City Secretary's Office
(permanent retention)
Buyer Assignments Buyer assignments maintained electronically GR 1050-31
1 year
Exempt
Capital Asset Records - Equipment or property inventories (including sequential number property logs). GR 1025-05C
Equipment or property Information on cost and disposal authorization. US or Disposition + 3 years
inventories
Capital Asset Records - Property sale, auction, or disposal records of government-owned or property. GR 1025-05D
Equipment or property US or Disposition 1 year
inventories

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number

Administration

administration, renewal, or termination. Includes Interlocal Agreements with other
government agencies. Include bid specifications and proposal received from winning
vendor.

Except construction contracts, use GR 1075-16 (permanent)

Legal Retention
Contracts, Leases, and Contracts, leases, and agreements, including reports, correspondence, performance GR 1000-25
Agreements — Contract bonds, certificates of liability, and similar records related to their negotiation, AC + 4 years

Note: Send an official record
copy of the contract to the
City Secretary's Office

Correspondence and Internal
Memoranda and Subject Files
- Policy and Program
Development

Correspondence and internal memoranda pertaining to the formulation, planning,
implementation, modification, or redefinition of the policies, programs, services, or
projects of a local government including Council Resolutions and Internal Controls.
Includes incoming and copies of outgoing correspondence and internal correspondence
and memoranda. May also include subject files, which are collections of
correspondence, memos and printed materials on various individuals, activities and
topics.

For the actual Policy or Procedure; use GR 1000-38

Note: Includes general subject files not covered under another retention and
departmental copies of records for which the official record copy is in the City
Secretary's Office

GR 1000-26A
4 years

Customer Surveys

Surveys returned by the customers or clients of a local government, and the statistical
data maintained rating a government’s performance

GR 1000-47

Issuance of report on results of
the survey + 3 years.

submission to state agencies as may be required by law or regulation, except reports of
similar types noted in this or other commission schedules. Including cost allocation and
distribution records, annual transaction summaries, and depreciations schedules.

Employee Selection Records | Interviews, interview questions, upgrades, description, job advertisements, written GR 1050-11C
score, employment applications, transcripts, and letters of reference and similar 2 years
documents whose submission by candidates for vacant positions or for promotion,
transfer, or training opportunity (both hires and not hired).

Financial Reports — Monthly, bi-monthly, quarterly or semi-annual financial reports or statement on the GR 1025-07A

Departmental copies accounts, funds, or projects of a local government create either for internal use or for FE + 3 years

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number

Departmental copies

journals, journal vouchers and entries or similar posting control forms including
supporting documents, amendments correspondence, journal entries, and auditor
adjustments.

Legal Retention
Grievance Records Records relating to the review of employee grievances against personnel policies, GR 1050-20
working conditions, etc. Final decision + 2 years
Ledgers, Journals, and Entry | General ledger showing receipts and expenditures from all accounts and funds of a GR 1025-30
Documentation — local government, subsidiary ledgers, receipts, disbursements, general, or subsidiary FE + 5 yrs

Litigation Case Files —
Departmental copies

Including all cases to which a local government is a party unless the case file is of a
type noted elsewhere in the schedules

GR1000-31 AV after decision
of a local government not to
file a lawsuit or decision that a
lawsuit will not be filed
against it; dismissal of a
lawsuit for want of prosecution
or on motion of the plaintiff; or
final decision of a court (or of
a court on appeal, if
applicable) in a lawsuit.
Retention Notes: a) Includes
all cases to which a local
government is a party unless
the case file is of a type noted
elsewhere in this or other
commission schedules. b)
Review before disposal; some
case files may merit

PERMANENT retention for
historical reasons.
Exempt

Lost and Stolen Property Lost and Stolen Property reports GR 1075-17

reports FE + 3 years

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number

Vehicles and Equipment -
Maintenance and repair
records

Retention Note: If a vehicle is junked as the result of an accident, retained
maintenance & repair records for LA + 3 years

Legal Retention
Maintenance, Repair and Records documenting the maintenance and repair to general-purpose vehicles, office GR 1075-18A2
Inspection Records of equipment, and office facilities. LA

Maintenance, Repair and

Records documenting routine inspection of facilities, vehicles and equipment. Routine

GR 1075-18A1

related to the request.
Including requests received via e-mail

Inspection Records of cleaning, janitorial and inspection work 1 year
Vehicles, Equipment, and Exempt
Facilities - Routine
Medical and Exposure Health or physical examination reports or certificates for all applicants and employees [ GR 1050-22A
Records if required for position. Includes random drug or alcohol tests. 2 years
Open Record Requests Non-exempted records and withdrawn requests. Includes correspondence and other GR 1000-34A
documentation related to the request. 1 year after final decision on
Including requests received via e-mail request
Exempt
Open Record Requests Exempted records. Includes legal opinion, correspondence and other documentation GR 1000-34B

2 year after notification that
records are exempt from
disclosure

Personnel Files —
Employee Service Records
(Department Personnel File)

Records about an employee. Applications, resume, awards, commendations,
certifications, licenses, conflict of interest forms, P-2 forms, training records including
training on hazardous materials, etc.

Note: If employee transfers to another city department send file to the new
department. Human Resources maintains the official personnel files

GR 1050-12D
Date of Separation from the
city + 5 years

Policy and Procedures
Documentation

Orders, directives, manuals, and similar documents that establish and define the
policies, procedures, rules, and regulations governing operations or activities of a local
government as a whole or any of its departments, programs, services, or projects.
Review before disposal; some documentation of this type may merit permanent or
long-term retention for historical or legal reasons.

GR 1000-38
US, expired, or discontinued
+ 5 years

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Office of Procurement Services
Records Retention Schedules

Records Series Title

Records & Comments

State Retention Number
Legal Retention

Postal and Delivery Service
Records

Registered, certified, insured, and special delivery mail receipts and similar records of
transmittal by express or delivery companies

File with and follow retention
for appropriate case or project

to prove delivery
Postal and Delivery Service Meter and permit usage records GR 1075-40
Records 1 year
Exempt
Purchase Order and Receipt Purchase Orders, requisitions, and receiving reports. Purchasing log, register or similar [ GR 1075-03A
Records record providing a chronological record of purchase orders issued, orders received and | FE + 3 years
similar data on procurement status
Usage Reports - If reports Any type of usage report (e.g., mileage, fuel consumption, copies run) if such reports GR 1075-20A
used for allocating costs are the basis for allocating costs, for determining payment under rental or lease FE + 3 years
agreements, etc. Reports of usage of facilities, vehicles, and equipment
Usage Reports - Reservation | Reservation logs or similar records relating to the use of facilities such as meeting GR 1075-20B
logs, Vehicle Assignment rooms, auditoriums, etc. by the public or other governmental agencies. Assignment 2 years
Records logs, authorizations, and similar records relating to the assignment and use of
government-owned vehicles by employees.
Vendor and Commodity Lists | Vendor and commodity lists. GR 1075-03D
UsS
Exempt

AC = After Closed, terminated, completed, expired, settled CE = Calendar-year End FE = Fiscal-year End LA = Life of Asset US = Until Superseded
Exempt = Exempt from Destruction Request Requirement GR = General Records Schedule PS = Public Safety Records Schedule
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Revision June 15, 2016 to reflect changes in Texas State Library schedules with revised descriptions, retention numbers, retention periods and new record

series.

Revisions 9/10/20 to reflect changes in Texas State Library schedules with revised descriptions, retention numbers, retention periods and new record series
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