THE TEXAS A&M UNIVERSITY SYSTEM
Records Retention Schedule

Retention Codes (Field 7)

series definition

AV — Administratively valuable
CE — Calendar year end

AC — See field 9 for specific records

FE — Fiscal Year end

LA — Life of Asset
PM — Permanent
U5 — Until Superseded
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1. Agency Code: 710

2. Agency Name: Texas A&M System Office

3.

Agency
Item No.

4.

Record
Series
Item No.

Record Series Title

6.

Description

8.
Retention Period 9.

Months
Days

AC Definition

11.

10. Archival

Remarks

12.

Legal Citations

04.100.10

4.1.001

Accounts Payable
Information

Claims; invoices; statements; copies of
checks and purchase orders; expenditure
authorizations; ledgers; encumbrance,
purchase, general journal, expenditure,
and special vouchers; and similar records
that serve to document disbursements,
including those documenting claims for
and reimbursement to employees for
travel and other expenses.

M 17. Ret. Code
Years

=

04.105.10

4.1.006

Investment Transaction
Files

Records documenting the investment of
any public funds that evidence the
investment of such funds, the cancellation
or withdrawal of investments, and similar
activities.

See RSIN 4.5.002 for reports
associated with investments.

04.109.10

4.1.009

Accounts Receivable
Information

Bill copies or stubs, statements, billing
registers, account cards, deposit warrants,
cash receipts, credit card receipts, receipts
books, cash transfers, daily cash reports,
reconciliations, general journal vouchers,
special vouchers, and similar records that
serve to document money owed to or
received by a state agency and its
collection or receipt.
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1. Agency Code: 710

2. Agency Name: Texas A&M System Office

3. 4. 5. 6. :ﬂention Period 9. 11. 12.
: 2 3
Record g 4 g % S
Agency Series gl 2 § o <
Item No. Item No. |Record Series Title Description ~ AC Definition S |Remarks Legal Citations
04.501.10 (4.5.002 |Fiscal Management Internal and external periodic fiscal FE |5 CAUTION: This series does not
Reports management reports and associated include fiscal reports created to
worksheets, including federal financial fulfill grant requirements. See RSIN
reports, salary reports, HUB reports, 4.7.008a/b.
investment performance reports, etc.
04.502.10 (4.5.003 |Annual Financial Reports |Annual Financial Reports (AFR) required by [AC (6 AC = September 1 of odd- ARCHIVES NOTE: The final version
the General Appropriations Act (100 Day numbered calendar years. of Annual Financial Reports must be

Report).

submitted to the Texas State
Publications Depository Program
per 13 TAC 3.3(a)(2)(a). Working
files and related documentation
used in creating the final plan are
not subject to archival review and
may be disposed of at the
expiration of the retention period.
CAUTION: If an agency does not
produce a biennial or annual
narrative report as described in
RSIN 1.1.066, then the archival
requirement is met by sending the
required copies of this annual
financial report to the Texas State
Publications Depository Program,
Texas State Library and Archives
Commission.
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Texas A&M System Records Retention Schedule (9th Recert,, eff. 08/26/2024)

1. Agency Code: 710 2. Agency Name: Texas A&M System Office

8.
3. 4. 5. 6. Retention Period |9, 11. 12.

Record
Agency Series
Item No. Item No. [Record Series Title Description AC Definition

04.505.10 |4.5.007 [USAS Reports — Periodic reports compiled from AC = Receipt and reconciliation
Daily/Monthly information entered into the Uniform of annual report.

Statewide Accounting System (USAS).

Months
Days
10. Archival

) Remarks Legal Citations

O 7. Ret. Code
Years

>

04.507.10 |4.5.009 |USAS Reports - Annual Yearly report compiled from information |FE |3
entered into the Uniform Statewide
Accounting System (USAS).

04.508.10 (4.5.010 |Unclaimed Property Sufficient records to verify information on [AC (10 AC = Date on which property is Property Code,
Reports and unclaimed property previously reported to reportable. Section 74.103(b).
Documentation the State Comptroller showing the name
and last known address of the apparent
owner of reportable unclaimed property, a
brief description of the property, and the
balance of each unclaimed account, if
appropriate.

04.603.10 [13.1.00 |Ticket Sales Management |Logistics and management of ticket FE |3 See RSIN 4.1.009 for records of
1 disbursement for university-sponsored financial deposits or receipts.
performing arts and other non-athletic
events where tickets are sold for
admission. May include but not limited to:
ticket stock orders; ticket type reports;
total ticket sales summaries and reports;
ticket printing and control records; season
ticket sales lists; free ticket sign-up sheets;
and reports of free ticket disbursement.
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Retention Codes (Field 7)
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LA — Life of Asset

PM — Permanent
US — Until Superseded

series definition
AV — Administratively valuable
CE — Calendar year end

Texas A&M System Records Retention Schedule (9th Recert., eff. 08/26/2024)

Archival Codes (Field 10}
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1. Agency Code: 710

2. Agency Name: Texas A&M System Office

3.

Agency
Item No.

4.

Record
Series
Item No.

Record Series Title

8.
6. Retention Period |9,

Months
Days

Description AC Definition

11.

10. Archival

Remarks

12.

Legal Citations

04.700.10

4.7.001

Accounting Policies and
Procedures Manual

U 17. Ret. Code
Years

Records documenting the internal and u
external procedural requirements with
respect to the accounting department of a
state agency.

04.702.10

4.7.003

Uncollectible Accounts

AC = Date account deemed
uncollectable.

Records of accounts deemed uncollectible, |AC (3
including write-off authorizations and

returned checks, warrants, and drafts.

04.703.10

4.7.004

Capital Asset Records

Documentation relating to the capital and
fixed assets of a state agency, including
equipment or property history cards
containing data on initial cost,
depreciation schedules or summaries used
for capital outlay budgeting, and property
sale, auction, or disposal records of agency
owned equipment and property.

04.704.10

4.7.005

Claim Files

Records documenting requests for AC |3 AC = Resolution of claim.
payment of a sum of money according to

the terms of a policy or contract.
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1. Agency Code: 710

2. Agency Name: Texas A&M System Office

3. 4. 5. 6. i'ﬂention Period 9. 11. 12.
: 2 3
Record g 4 g % S
Agency Series gl 2 § o <
Item No. Item No. |Record Series Title Description ~ AC Definition S |Remarks Legal Citations
04.707.10 |4.7.008 |Grant Records - Awarded [This series documents state, federal, and |AC (3 AC = Satisfaction of all Uniform CAUTION: Retention requirements
a other sponsored grant projects Administrative Requirements may vary depending on the specific
participated in or administered by state for Grants and Cooperative funding agency. Records in this
agencies. It includes grant authorization Agreements to State and Local series may be subject to
records, which provide evidence of the Governments (the Common Government Code 441.1855.
award of grants to or by agencies; Rule). Agencies must ensure that records
grant/project financial or performance are retained for the appropriate
reports, which are periodic reports of retention period.
financial activity and/or program
performance related to grants received or
made by agencies.
04.707.20 |4.7.008 |Grant Records - Non- Non-awarded, denied, or unfunded grant |AC |2 AC = Date of notification.
b Awarded applications and proposals.
04.709.10 (4.7.010 |Long-Term Liability Records documenting financial obligations |AC |3 AC = Retirement of debt.
Records of a state agency that are not payable
within one year of the date of the balance
sheet, including debentures, loans,
deferred tax liabilities, bonds, and pension
obligations.
04.711.10 (4.7.012 |Signature Authorizations |Signature cards or similar records AC |4 AC = Until superseded, date of
establishing authority of an agency expiration, or termination of
employee to initiate or authorize financial employee, whichever sooner.
transactions on behalf of an agency.
Includes employee application for
procurement/payment card, travel card or
other similar methods of payment for
goods and/or services.
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1. Agency Code: 710

2. Agency Name: Texas A&M System Office

8.

3. 4. 5. 6. Retention Period 9. 11. 12.
: 2 3
Record g 4 g % S
Agency Series gl 2 § o <
Item No. Item No. |Record Series Title Description ~ AC Definition S |Remarks Legal Citations
04.712.10 (4.7.013 |Federal Tax Information Logs documenting requests and receipt of 5 IRS Publication 1075.
(FT1) Audit Logs FTI, including any information created by
the recipient that is derived from federal
return or return information received from
the IRS or obtained through a secondary
source.
04.713.10 (4.7.014 |Indirect Cost Plans Indirect cost plan and supporting AC |3 AC = If submitted for 2 CFR 200.333(f) (1)
documentation created or maintained in negotiation of rate, date of and (2).
the development of the plan. submission; if not submitted for
negotiation, the end of the
fiscal year covered by the
proposal, plan, or other
computation.
04.800.10 (4.8.001 |Banking Records Bank statements, credit card statements, |FE (3
cancelled checks, check registers, deposit
slips, debit and credit notices,
reconciliations, and other banking related
records.
04.900.10 (4.9.001 |Annual Operating Budgets |Required by the General Appropriations FE |3
Act. Includes encumbrances and
documentation about budget transfers and
revisions, as well as detail charts of
accounts.






