
Policy Model 3

SUGGESTED POLICYMODEL FOR ESTABLISHING A RECORDS
MANAGEMENT PROdRAM BY ORDtr{ANCE IN A SMALL COI]NTY

Ifyou have qu€stions
please ballths

State and Local Record

conceming this rirodel,
Statn Library'$
s Management Division

at 512-463.7610

The Texas Local Govornment Rpcords Act of l9g9 (Titlo 6, Subtitle C, Local Govemment
Co@'-reauircs that each local govemmenr; i;dil;;-;""nties, designate a records
managemeht offiier and establish zi iecords managemenr pro$am by ordLance, orcrer, or
r,esgf ution, as appropriate, no later tha.o iquu.y I, 1991. The model ordinance belolr,,
designed for smaU counties, may be used to.saiisfr this requirement ofthe Act,

A copy of the ordinance, as- adopted, must.be filed with the director and librarian ofthe Texas
state Library, the executive and administmtive officer of the Texas Library and Archives
Commission.

MODEL ORDINAIYCE

RECORDS MANAGEMENT PROGRAM

WHERI9AS, Title 6, Subtitle C, Local Govornment C_ode (Local Govemment Records Act) provi6es hat a
coltnty must eshblish by ordinance an active and continuing records management progran to u" aOmioi*t reO ty
I Records Management Ohfroer; and

WEEREAS' Tih|s county,- Texds ddstes to ailopt an oidinance for that purpose and to prescribe policics and
procrdures consislenl with the Local Govcmment Records Act and in rhe inteiests ofcost-effective and eilicient
recordkeeping; NOW TIIEREFORET

coMM.isroNf{,it3f.tH?,'i,ffiBuNry,r*xAs,.',''
SECTION L ' DEFtIYruoj{ oF cotilrv RECoRDS. All documents, papers, r€tters, !obJ5s, maps,
phouograplu, 

_sound or video recording's, miprohlo, magnetic tap6, electsonic' media, or othei i#ormation
.'ccording media,.regardless ofphysicai form or charactirisiii and r'Jgardless of whetner puUlic acc*s to tt,i, is
oPen or restricted under the laws of the statc, fieated or received by tiars County, tcxas'or any of it" oini..r o,
lmployees 

pursuant to lar,y or in the tran-sacJiotr ofpub:ic bBs.rtess qre hereby dgqiared to be thi records ofTiEN
C_ounfy,. Texas and shall ba creAe.d, Inpil.hin"g, and {isposed of in accgrdance with the prorisions of frh
ord.nance or proc€dues aulhorizedby it anil qnii other drarinei.

sEcrIoN2, ADDITIONAL DEF'rNITIONS, (1) "Deparrment head,,means rhe ottcer who by ordinaui:e or
4dminiqtratiye policy lq in charge of an of8ce qfTirus !9urty, Tgxas that qreatcs o1 1o99iyes qeoojr. ' 

' --

. . (2) 'Essential reiord" means any. record of r.irus county, Texas necessary io fie resql,ption or
continuatior of its operations in an emergency or di.saster, tq the re-cre;fion ofits legal ;d fmancial staus, or to
rbe protection and tulfillment ofobligations t6 thb peopie ofthe state.
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(3) "Permatrent reoord" means any record of Titus County, Tcxas for which the retention pgriod otr a
terords control schedlle is given as pennanent.

(4) "Records contol schedule" means a documort prcparcd by or under thc authority of thc Records
Management Officsr listing the rccords maintained by Titus County, texaq thieir retention friorts, and other
records disposition lnfontration that the rccolds manag;mcnt program may require,

. (5) "Rocords management" means -the application of mEnageDent technlques to thc creatioL use,
maintenancg retention, prcsarvatioq and disposil- of rccords for tfie purposes oi rcducing the costs and
improving the effrciency of recordkeeping, The lem.includes the devclopmenl ofrecords conril schedulcs, 6e
management of filing and infonnation relrieval systems, tho prolection of essential and permanent records, he
economicsl and space'effective storage of inrctive r6cords, oontrol over thc creation ani distribution of fonns,
rEPotts, and corrcspondence, and the maoagement of micrographics atrd electmnic and othcr records storagc
systems,

(6) 'T.ecords managerneni officcd' means tbe person dosignated in Scction 5 of this ordinrince.

(7) "Records management plan" mears the pran deveroped under section 6 ofthis ordinance.

" 
(p 'T.eleatio-n period' means the- minimum time that must pass 8fter tbe crestion, rccording, or rec€lpt

of a record, or lhe firtfillmcnt of ceitain actions associated witr a r'ecoid, bofore it is etigibte'tor desm-aion. '

sEcrIoN 3. coIrNTY REcoRDs DECLARED PIJBLIC pRopERTy. All county records as defined in
sec..l of this ordinancc are hcreby declared to be the property of ritus couoty, Texas. No county ofEcisl or
employee has, by virtue of his or bcr position, any personal or-property right toiuch records evcn tf,ough he or
she may have developed or compiled them. The unauthorized- de;truaion, rcmoval from 6tes, or useif such
records i.r prohibited

SECTION 4. PoLIcY. It is hcreby declared to be the policy of Titus county, Texss to provide for efficienq
economical, and effective contols over the cr€8tion, distribution, organization, maintenance, use, and rtispmition
of all county records through a comprehensive systsm of integratcd proc€durcs for their managemert from
creation !o ultinate disposition, consist€nt with tho requirementi of the Texas Local Govemment Recotds Acr
and accepted records ftutnsgement practice,

SECTION 5. DESIGNATION OT.REcoRDs MANAGEMENT oFFICER.. The county Judge 8nd the
successive holders ofsaid officg shall serve as Records Management Oflioer for Titus County, Texas ior all aon-
elected offices as well as said office, As provided by state law, e{ch succossive holder ofthe office shall file his
or-her name with thc director and librarian ofthe Texas State Library witbin thiny days of thc initial designation
or oftaking up the office, as applicable.

SECTIoN 6. RECORDS MANAGEMENT pL{x rO BE DEVELOPEDi APPROVAL OF pLAN;
AUTEORITY oF PrAN. (a) The Records Mrnagement officer shall develop a records man geme ptar for
Titus Colnty, Texas for submissioa to the Commissioneris Court. Thc plan must contain policies'and procedures
designed to_ reduce the costs and improve the elEciency of recordteiplng, to adequateiy protect th; essentisl
records of the county, and to properly preserve those rccords of the county tbat are oi historical value. The plan
must be desiSied !o enable the Records Management Olficcr to carry out [is or her duties prescribed by $atJhw
and dris ordinancc effectively.

- O) once approved by tbe Commissioner's Coun thc records maragoment plan shall be binding on all
offrces, deparmrents, divisions, programs, commissions, bureauq boards, committees, or simllar entides ;f ritus
County, Texas and records shall be ueated, maintained, stored, microhlmed, or disposed of in accorddnce with

. - - (c) Stlte lEw rolstitrg !o the duties, citbor rosponsibilities, or recor<lkeeping requirement! ofa depaiiment
head do not exempt fte dEpartnent h€ad or the records in the department head;s cire from the applicalon ofthis
ordinance and tbo records mana'gement plan adopted under it and tDay not be used by the depariment hcad as a
basis for ieftrsal to participate in the records malugement program ofTitus County, Texas.
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sEcTroN E. DUTIES, AM) RESpONSIBILITIES OF DEPARTIVIEI\II EEADS. In addition to othei duties

assigned in this ordinance, dcpartment heads shall: : '

'(1) Cooldraterwith thd Records Manademedt officer h'calryihg out the polidies and procedures

estabtished in Tilus County, Texas for the efficiont and eoonomical minagement of records dnd in Bnyhg out
the requlrements of this ordinance;

(2) Adequately doiument the traNaction ofgovemment business aqd the services, proEams, and dutles

foi *hidh the deBarhnont hebd anil hh or her staffare dsbonsible; atrd

(c) Before its adoption a records conto[ gahedule or amencled schedulc for a depailmetrt must be

approved by the department head and r€cords manageme offtcer.

(3) Maintain the records in his or her care and carry out their presdrvation, microfilming, deskuction, or

other disposition only in accordance witb ttre potioies and procedures of tbe rccords maflagement program of
Titus County, Texas and the re(uireme nts b e thii oidinance. '

SECTION 9. RECORDS CONTROL SCHEDITLES TO BE DEVELOPED; APPROVAL; X'ILING
WITH STATE. (d) The Records Manallment Officei, in cooperritior ]yith nori.elected dlpartment heads, shall

prepare records confol schedules otr a department by department basis listing all records series created or

received by the deparhent and the rerention period for 6ach series. Recotds ccjnnirl schedules shall also conlain

such other information regarding the disposition ofcounty records as the r'ecords rdanagemedt blad may require.

, (b) Esch iecbrds control schedule sh6ll be monitored md allended as needed by the Records

Management Ofricar on a regular balis to ensure that it iS in rompllanco *ith reiords reteirtion sohedules issued

by the state and that it continues to reflect the recordkeeping pioeeduiis'and rieods of the departrient and the

records nanagemeDt program ofTitus County, Tcxas,

(d) Before its adoption a rec{irds contrdl Scledule must be submitted to and accepted for filing by the

director and librarian as provided by state law. If a sohedule is dot iccepted foi filing, the schedule shall be

amended to make it acceptable for filing. The Records Managemeft olncor shalt submit the records control

schedules to tlie director aod libmrian,

(b) A rccord whose retention period has expircd on 6 records contol schedule shalt be destroyed unless

an ope11 records teqrle,st is petrding on the record, the subjeot matter of tbe reeord is pertinent io a pending law

suiq or the departnient head requesB in y'/ritirg to the Records Mahagemont Offtc€r that the record be retained for
an additional period,

(c) hior lo the destmction of a record under an approved recotds control schedulq authorization for the

destruction mlrst be obtained by the Recolds Management Officer from the Commissioner's Court.

SECTION ll. DESTRUCTION Of UNSCHEDULED RECORDS. A record that has not yet been listed on

an approved records control schedule may be dcshoyed if its destruotion has been approved in the same manner

as a record destroyed uuder an approved schedule and the Records Management OfEcer has subnitted to and

received back from the director and librariatr an apProved deshuction authorization requesl

SECTION 10. IMPLEMEMATION OF RECORDS CoNTROL SCIIEDULES; DESTRUCTION OF

RECORDS UNDER SCHEDULE, (a) A records control sohedule for a departmert that has been approved and

adopted under Section 9 shall be implemented by department heads according to the policies and procedures of
the records management plan.
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Form SLR 504 - Designation of Local Government

Records Management Officer
For non-elected offices in Texas

SLRMEE;E
RECORDS

Submitted putsuont ao Locol Government Code o2Oj.O25

Before filling out this form, ensure that the Records Management policy approved by your governing body under local
Govemment Code. 5203.026 has designated your position as the Records Management officer (RMO). lf the position in
the policy has changed, or if the policy names an individual who is no longer serving as RMO, a new policy must be filed
with this form.

Records Management Officer (RMO) Contact Information:

Name of Local Government: Titus County, Texas

Position/fitle Designated in Poliry: Records Management Officer

Name of lndividual Designated as RMo: Brian P. Lee, County Judge

Mailint Address . 100 W. 1st Street, Suite 200

Mount Pleassant Zip Code: 75455

Business emait: titusjudge@gmail.com ph6ng. 903-577-6791

Please subscribe me to The Texas Record for news and training information. https://www.tsl.texas.gov/slrm/blo&/

RMO Signature: rl;?{ Date: De. 1. sot ?

Please mail original, signed form within 30 days of R"trlo change to:

State and Local Records Management Division
Texas State Llbrary and Archives Commission

P.O. Box 12927
Austin, TX 78711-2927

Access and download forms, publications and retention schedules
on our website: httos://www.tsl,texas.sov/slrm

For more assistance: 512-463-7610
slrminfo@tsl.texas.sov

Teres St te Llbrary and ArciiveJ Commir5ion
State and Local Rccords Managehent Oivi3ion

8or 1.2927

Au$in, Teras 78711.-2927
512353-7610

5U-93e2305 rAX
stR 508
(10/19)

City:

tr



SLRM
Form SLR 508 - Declaration of Compliance

with the Records Scheduling Requirement
ofthe Local Government Records Act

Part 1: Contact Information
rvame of Local6ove.nr"n,. Tilus County, Texas

100 W. 1st Street

City Mount Pleasant 21p6q6g.7 55

Part 2: Local Government Certification
As records managemeot offic€r for the lo€al government named, I hereby declare records control schedules have been prepared for
all records as required by Local Gov. Code 5203.041(al for use in our records management program. I cenify that the schedules:

. Comply wlth the minimum requirements established on records r€tentlon schedulB issued by theTexas State Library and Archiver
Commlsslon (as clecled belowl, including ret€ntion perlods; and

. No rctcntlon p€dod on the records control schedules is less than a retentlon perlod presolbed by a state or federal law,
retulation, or rul€ of court,

A5 records management officer, lunderstand that lshall:
. Assist in establishing and developing policies and procedures for the records management program for the local government;
. Ensure compliance with other duties of records management officer pursuant to Local Gov. Code, ,203.023;
. Ensure compliance with Electronic Standard! and Procedur€s, 13 TAC 7, pucuant to LocalGov. Code, 5205.002; afld
. Ensure compliance with Microfilming Standards and procedu1e:, 13 TAC 7, pursuant to l-ocal Gov. Code, 9204.002.

I declare that this local government will comply with the retention schedule:

E Stheduh en (Records Common to All Govemmentsl

I declare compllance with the following additional retention schedules issued by the commission:
(chxk oll that opply):

S SdreOulc CC lnecords of County Clertsl E Schedule PS {Records ot Public Safety Atencies)

fi sctteOute oc lnecords of District clerkr) E Schedule pW (Records of public worts and s€ ices)

fi ScleOute el lnecods of El€qtbns and Voter Retistratlonl tr Schedule sD {iecords of Public school Oistricts}

fi SctreUut Xn lnecords of Publlc Health Agenciec) fi Sctredule n lnecords of property Taxationl

E Scnedute lC (necords of Public runior Colleges) ! Schedule Ut lnecords of l.nitity Services)

ffi Sct edule tC lnecords of .,ustke and Munlcipal courts)

RMo Name and Ti g". Brian P. Lee

RMO Signature:

Signature: Oate:

T!ta5 Statc tlbrary and Ar.hlveg Cohmirtior
State and Local Recordl Managernent DivLlon

Bor 12927
Austin, Tqas 78711-2927

sr-R 508
(10/19)

RECORDS

Mailing Address:

ort , Dec ?, 2ot I
Part 3: Acceptance by Texas State Library and Archives Commission (internal use only)
This Declaration of Compliance has:

E been accepted for filing pursuant to Local Gov. c-ode 5203.0a1(ax2). A record appearing on a valld records controt
schedule may be disposed of at the expiratlon of its retentlon period without additionat notice to the director and
llbrarian as described in g2O2.ool(a)(1), subiect to rhe provisions of 9203.M1(d).

D .been accept-ed for filiog subiect to the conditions stated in rhe accompanying letter.

lvlpr.n aerpv R 
^rA

Nam€ and Tltle:

512,463-7610
512.936-2306 FAX


