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05.100.10 5.1.001
a

Contract Administration 
Files – 9/1/2015 and After

Contracts, leases, and agreements include 
general obligation, land lease, utilities, and 
construction except for buildings. 
Documents include specifications, 
affidavits of publication of calls for bids, 
performance bonds, contracts, purchase 
orders, inspection reports, and 
correspondence. May also include other 
applicable documentation in the master 
contract file per Texas Comptroller of 
Public Accounts Contract Management 
Guide. Executed, renewed, or amended on 
or after September 1, 2015.

AC 7 AC = Expiration or termination 
of the instrument according to 
its terms. 

See related RSIN 5.3.007a/b/c for 
bid documentation. See RSIN 
5.2.028 for building construction 
contracts. See RSIN 5.1.017 for 
contract logs.

Government Code, 
441.1855
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05.100.20 5.1.001
b

Contract Administration 
Files – 8/31/2015 and Prior

Contracts, leases, and agreements include 
general obligation, land lease, utilities, and 
construction except for buildings. 
Documents include specifications, 
affidavits of publication of calls for bids, 
performance bonds, contracts, purchase 
orders, inspection reports, and 
correspondence. May also include other 
applicable documentation in the master 
contract file per Texas Comptroller of 
Public Accounts Contract Management 
Guide. Executed, renewed, or amended on 
or before August 31, 2015.

AC 4 AC = Expiration or termination 
of the instrument according to 
its terms.

See related RSIN 5.3.007a/b/c for 
bid documentation. See RSIN 
5.2.028 for building construction 
contracts. See RSIN 5.1.017 for 
contract logs. NOTE: Refer to SB20 
(84th Leg.) for retention period 
context.

Government Code, 
441.1855. 

05.101.10 5.1.003 Delivery Reports Records documenting incoming or 
outgoing deliveries, including through 
private courier services.

2

05.102.10 5.1.004 Mailing and 
Telecommunications 
Listings 

Any mailing address, telephone or fax 
number, or email address records 
maintained by an agency on its employees 
or on entities or persons it serves.

US

05.103.10 5.1.005 Postage Records Records and reports of postage expenses, 
including postage meter usage.

FE 3

05.104.10 5.1.007 Requisitions for In-Agency 
or Inter-Agency 
Copy/Printing Service

Includes word processing and data 
processing.

AV
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05.105.10 5.1.010 Licenses & Permits for Non-
Vehicles 

Licenses and permits obtained from 
external agencies or organizations in order 
to perform operations.

AC 2 AC = Expiration date of license 
or permit.

CAUTION: Does not include licenses 
and permits issued by an agency as 
part of its statutory responsibilities.

05.106.10 5.1.011 Photocopier and Telefax 
Usage Logs and Reports

Registers or logs of print copies and fax 
transmissions made by user or in total.

AV

05.107.10 5.1.012 Charge Schedules/Price 
Lists

Schedules of prices charged by an agency 
for services to the public or other agencies, 
including any documentation used to 
determine the charges.

US 3

05.108.10 5.1.013
a

Insurance Policies – 
9/1/2015 and After

Liability, theft, fire, health, life, 
automobile, and other policies for 
government property and personnel 
including supporting documentation 
relevant to the implementation, 
modification, renewal, or replacement of 
policies. Executed, renewed, or amended 
on or after September 1, 2015.

AC 7 AC = Expiration or termination 
of the policy according to its 
terms.

Government Code, 
441.1855

05.108.20 5.1.013
b

Insurance Policies – 
8/31/2015 and Prior

Liability, theft, fire, health, life, 
automobile, and other policies for 
government property and personnel 
including supporting documentation 
relevant to the implementation, 
modification, renewal, or replacement of 
policies. Executed, renewed, or amended 
on or before August 31, 2015.

AC 4 AC = Expiration or termination 
of the policy according to its 
terms.

NOTE: Refer to SB20 (84th Leg.) for 
retention period context.

Government Code, 
441.1855.
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05.109.10 5.1.014 Office Procedures Any internally distributed manual, 
guidelines, or similar records that establish 
standard office procedures for an agency, 
e.g. agency style manuals, telephone 
protocols, mail room procedures, print 
shop and photocopy ordering instructions.

US 1

05.110.10 5.1.015 Correspondence Tracking 
Records 

Any record created by an agency to track 
any type of incoming and outgoing 
correspondence or packages by the U.S. 
Postal Service (USPS) or by private 
couriers.

1

05.111.10 5.1.017 Contract Log List of agency contracts, leases, and 
agreements, including general obligation, 
land lease, utilities, and construction 
contracts.

FE 3

05.112.10 5.1.018 Surveillance Videos Surveillance videos of buildings, facilities, 
vehicles, or other state property.

AV See RSIN 5.4.001 or 5.4.014 if video 
is needed for an accident 
investigation or RSIN 1.1.048 if the 
video is needed as evidence in 
litigation. The disposal of 
surveillance videos need not be 
documented through destruction 
signoffs (RSIN 1.2.001) or in records 
disposition logs (RSIN 1.2.010).

05.200.10 5.2.001 Appraisals - Building or 
Property

Assessments or evaluations of the value of 
state-owned buildings or property. 

AV O
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05.201.10 5.2.002 Building Construction 
Project Files

Project records related to planning, design, 
construction, conversion, or modernization 
of state facilities, structures, infrastructure, 
and systems, including feasibility, 
screening, and implementation studies; 
topographical and soil surveys and reports; 
as-builts; laboratory test reports; 
environmental impact statements; 
correspondence; successful and 
unsuccessful bid documentation and other 
related documentation.

AC 10 AC = Completion of project. O See RSIN 5.2.003a/b and 5.2.028 for 
further retention of completed 
building documentation. See RSIN 
5.3.007a/b for additional bid 
documentation retention periods, 
including RSIN 5.3.007c for invalid 
bids that do not meet agency 
submission requirements. 
ARCHIVES NOTE: Archival review 
designation is for state-owned 
buildings only.

05.202.10 5.2.003
a

Building Plans and 
Specifications - State 
Owned

Includes architectural and engineering 
drawings, profiles, and blueprints of 
planning, design, construction, conversion, 
or modernization of state-owned facilities, 
structures, infrastructure, and systems.

LA O See RSIN 5.2.002 and 5.2.028.

05.203.10 5.2.003
b

Building Plans & 
Specifications - Leased

Includes architectural and engineering 
drawings, profiles, and blueprints of 
planning, design, construction, conversion, 
or modernization of leased facilities, 
structures, infrastructure, and systems.

AC 2 AC = Termination or 
cancellation of lease according 
to its terms.

See RSIN 5.2.002 and 5.2.028.
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05.204.10 5.2.004 Building Space Requests Records documenting building space 
requests and approvals. Information on 
request forms may include but is not 
limited to: the building and room; the 
reason for the change; parties involved in 
the request; date of request and approval.

1

05.205.10 5.2.005 Calibration Records 
(Equipment or Instrument)

Records documenting the determination, 
checking, or rectifying of any instrument 
giving quantitative measurements.

2 CAUTION: Some equipment and 
instruments may require longer 
retention period. State agencies 
must determine if longer retention 
period is required based on the 
type of equipment or instruments 
they use within their agency.

05.206.10 5.2.006 Inventory and Property 
Control Records

Records documenting the inventorying, 
maintenance, usage, checkout, and 
disposal of supplies, equipment, and 
property of a state agency. Includes lost, 
stolen, and damage reports.

FE 3 See RSIN 5.2.008 for the 
maintenance logs of individual 
pieces of equipment.

05.208.10 5.2.008 Inspection, Repair, and 
Maintenance Records – 
Equipment

Equipment history file, which may include 
logbooks and requests for installation, 
moves, service, repair, etc.

LA 3 For service agreements or contracts 
related to equipment repairs and 
service, retain in accordance with 
RSIN 5.1.001a/b. For vehicle 
maintenance records, see RSIN 
5.6.003.

05.210.10 5.2.010 Equipment Manuals LA
05.211.10 5.2.011 Equipment Warranties AC 1 AC = Expiration of Warranty.
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05.212.10 5.2.012 Estimate Files (Supply and 
Repair Cost Estimates)

Quotes for minor construction and repair 
projects and supplies. Includes supporting 
documentation, as applicable.

1

05.215.10 5.2.016 Inventory System Update 
Listings

Listing shows all additions, changes, 
deletions, and transfer times for the 
monthly processing period.

AC AC = Transfer of information 
into annual listing.

See RSIN 5.2.006 for annual 
inventory listing.

05.217.10 5.2.018 Quality Control Reports Documentation and reporting on 
adherence to procedures that ensure 
quality of a process, product, or service.

2 See RSIN 2.2.013 for quality control 
records related to IT procedures.

05.218.10 5.2.019 Service Orders Requests or work orders for repairs or 
maintenance to facilities, vehicles, or 
equipment completed by internal agency 
personnel or external service providers.

1

05.221.10 5.2.022 Utility Usage Reports Any type of usage report or log used to 
monitor utilities such as gas, electric, 
water, etc.

AV CAUTION: Does not include utility 
usage reports for agencies that 
operate their own utilities.

05.223.10 5.2.024 Equipment Descriptions 
and Material Specifications

Equipment and material descriptions and 
specifications that may include but are not 
limited to detailed descriptions; lists of raw 
materials and ingredients; physical 
characteristics of items; special handling 
procedures; or technical drawings.

AC 2 AC = Equipment or material is 
no longer in the agency.
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05.224.10 11.1.01
0

Permit and License 
Issuances

Issuance of permits and licenses by the 
institution for sales, solicitation, facility 
usage, and similar activities.

AC 2 AC = Expiration, cancellation, 
revocation, or denial.

CAUTION: See RSIN 5.6.009 for 
parking permits. See RSIN 16.4.001 
for alcoholic beverage control 
records.

05.225.10 5.2.026 Facilities Reservation Logs Reservation logs or similar records relating 
to the use of agency facilities such as 
meeting rooms, auditoriums, etc.

2

05.226.10 5.2.027 Space Utilization Reports Reports summarizing efficiency of facility 
space utilization, which may include data 
on room usage, demand, allocation, and 
capacity.

AV

05.227.10 5.2.028 Building Construction 
Contract and Inspection 
Records 

Building construction contracts, surety 
bonds, and inspection records.

LA 10 O See also RSIN 5.2.002 and 
5.2.003a/b.

05.228.10 5.2.029 Returned Mail Documentation of mail returned by the 
postal or other mail delivery services as 
undeliverable.

AC 1 AC = Date returned. CAUTION: If corrected address 
provided and mail rerouted, 
maintain address update 
documentation for prescribed 
retention period.

05.229.10 Facilities Inventory Inventory of institution or agency buildings 
or other facilities.

LA 2

05.301.10 5.3.003 Freight Claims Freight or cargo claims against carrier for 
damage or loss to a shipment.

AC 2 AC = Resolution of claim. 43 TAC 218.61(d); 49 
USC 14706(e).
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05.302.10 5.3.004 Shipping Information Shipping information, including order 
acknowledgements, packing slips, and 
related documentation.

AV CAUTION: Some shipping 
information may require longer 
retention period. State agencies 
must determine if longer retention 
period is required based on the 
type of materials shipped to or from 
their agency.

05.304.10 5.3.007
a

Bid Documentation – 
9/1/2015 and After

Includes bid requisition/authorizations, 
invitations to bid or propose, bid 
specifications, awarded and unawarded 
bids, and bid tabulation/evaluations. 
Associated with a contract executed, 
renewed, or amended on or after 
September 1, 2015.

AC 7 AC = Expiration or termination 
of the instrument according to 
its terms or decision not to 
proceed with the bid. 

Government Code, 
441.1855.

05.304.20 5.3.007
b

Bid Documentation – 
8/31/2015 and Prior

Includes bid requisition/authorizations, 
invitations to bid or propose, bid 
specifications, awarded and unawarded 
bids, and bid tabulation/evaluations. 
Associated with a contract executed, 
renewed, or amended on or before August 
31, 2015.

FE 3 NOTE: Refer to SB20 (84th Leg.) for 
retention period context. 

Government Code, 
441.1855.
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05.304.30 5.3.007
c

Bid Documentation – 
Invalid Bids

Invalid bids that do not meet agency 
submission requirements and are not 
included in bid evaluation process (e.g. 
withdrawn, missed submission deadline, 
incomplete submission, etc.)

AC 2 AC = Date of notification of 
denial or date of withdrawal, as 
applicable.

05.305.10 5.3.008 Purchasing Logs Log, register, etc., providing a record of 
purchase orders issued, orders received, 
and similar data on procurement status.

FE 3

05.306.10 5.3.009 Requests for Information Requests for information preliminary to 
the procurement of goods or services by 
direct purchase or bid.

AC AC = Decision not to proceed 
with the procurement.

See RSIN 1.1.020 and 1.1.021 for 
public information requests. 
CAUTION: If the request for 
information leads to request for 
proposal or bid, the request for 
information documentation should 
be retained in accordance with RSIN 
5.3.007a/b/c.

05.307.10 5.3.010 Vendor Records/W-9 W-9 IRS Form used to request a taxpayer 
identification number (TIN) for reporting 
information to the Internal Revenue 
Service (IRS). This includes W-9 forms
received by a state agency from vendors.

AC 3 AC = Date account is opened or 
date instrument purchased.

26 CFR 31.3406(h)-
3(g).
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05.400.10 5.4.001 Occupational Accident 
Reports and Associated 
Documentation

Accident or occupational disease reports 
(by supervisors and employees) and other 
associated reports required to be 
submitted to the State Office of Risk 
Management (SORM) or its predecessors 
or maintained internally on accident 
frequency.

CE 5 See RSIN 5.4.014a/b for non-
employee accidents. NOTE: AIN 
05.401.10 applies to workers' 
compensation claims administered 
by the System. 

29 CFR 1904.33; 28 
TAC 120.1(c).

05.401.10 Workers' Compensation 
Claim Files

Records documenting the workers' 
compensation claims administered by the 
System Workers' Compensation Office.

AC AC = Death of Claimant. Files maintained by System 
Workers' Compensation Office. The 
Texas Department of Insurance's 
copy is retained an additional 50 
years.

05.402.10 5.4.002 Evacuation Plans Plans for evacuation of agency facilities in 
cases of emergency.

US

05.403.10 5.4.003 Safety, Drill, and 
Inspection Records 

Fire, safety, emergency drill, alarm, and 
other inspection records of agency 
facilities and equipment, including orders 
issued by inspectors to correct deficiencies 
in compliance with any code or 
regulations.

AC 3 AC = Date of drill, alarm, 
inspection, or date of the 
correction of deficiency, 
whichever is applicable.

CAUTION: Does not include 
inspection reports of building 
construction. See RSIN 5.2.028.

05.404.10 16.3.00
4

Annual Fire Safety Report Annual fire safety report containing 
summary fire statistics, fire drill data, fire 
safety education procedures, and data 
regarding the nature, date, time, and 
general location of fires occurring in on-
campus student housing facilities.

3 O 34 CFR 668.49.
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05.404.20 16.3.00
5

Campus Fire Log and 
Statistics

Fire log and statistics on the number of 
fires, the number of persons who received 
fire-related injuries, the number of deaths 
related to fire, and the property damage 
caused by fire for each on-campus student 
housing facility.

7 34 CFR 668.49(c)(1).

05.405.10 5.4.007 Hazardous Materials 
Training Records

Records of training given to employees in 
an agency hazard communications 
program. May include but is not limited to 
date of class, roster of attendees, subjects 
covered, and instructors.

5 See RSIN 3.1.027 for individual 
employee training records.

Texas Health and 
Safety Code, 
502.009(g).

05.406.10 5.4.008 Hazard Communication 
Plans

Plan that provides information to 
employees about the hazardous chemicals 
to which they may be exposed to in their 
workplace.

US 5 Texas Health and 
Safety Code 
§502.009(g).

05.407.10 5.4.009 Workplace Chemical Lists List of each hazardous chemical normally 
present in the workplace.

30 Texas Health and 
Safety Code §502.005 
(d).

05.408.10 5.4.010 Safety Data Sheets Safety Data Sheets (SDS) that list 
information relating to occupational safety 
and health for the use of various 
substances and products.

AC AC = After sheets are updated 
or hazardous chemical no 
longer stored by agency, as 
applicable.

CAUTION: If Workplace Chemical 
Lists (RSIN 5.4.009) are not 
maintained, these records must be 
maintained for 30 years.

29 CFR 
1910.1020(d)(1)(ii)(B)
.

05.409.10 5.4.011 Visitor Control Registers Logs, registers, or similar records 
documenting visitors to limited access or 
restricted areas of agency facilities.

3
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05.410.10 5.4.012 Security Access Records Records relating to the issuance of keys, 
identification cards, building passes, 
passwords, signed statements or similar 
instruments of access to agency or state 
facilities, equipment or automated 
systems.

AC 2 AC = Until superseded, date of 
expiration, or date of 
termination, whichever sooner.

05.411.10 5.4.013 Continuity of Operations 
Plans (COOP) 

Plans developed to mitigate the damage of 
potential events that could endanger an 
agency's ability to function. Includes 
disaster preparedness, response, and 
recovery plans.

US See RSIN 5.4.017 for records related 
to responding or recovering from an 
emergency.

05.412.10 5.4.014
a

Accident Reports – Adults Reports of accidents to adults on state 
property or in any other situation in which 
the state agency could be a party to a 
lawsuit.

AC 3 AC = Date of report, or if a 
claim is filed, after settlement 
or denial of claim, whichever is 
applicable.

CAUTION: Does not include UPD 
traffic accident reports. See AIN 
05.700.10.

05.412.20 5.4.014
b

Accident Reports - Minors Reports of accidents to minors on state 
property or in any other situation in which 
the state agency could be a party to a 
lawsuit. 

AC 3 AC = Date minor reaches the 
age of majority, or if a claim 
filed, after settlement or denial, 
whichever applicable.

CAUTION: Does not include UPD 
traffic accident reports. See AIN 
05.700.10.
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05.413.10 5.4.015 Hazardous Materials - 
Administrative Records

This series documents the use of 
hazardous carcinogenic compounds, a 
building by building survey and plan to 
correct asbestos and other material 
hazards. This series may include but is not 
limited to: surveys; monitoring tests and 
reports; data forms; building plans; 
correction checklists; removal job records; 
research protocols; lists of carcinogenic 
compounds used; and environmental, 
biological, and material safety monitoring 
reports concerning toxic substances and 
harmful physical agents in the workplace, 
including analyses derived from such 
reports.

AC 30 AC = Date of project or research 
completion.

See RSIN 5.4.016a/b for hazardous 
material exposure records.

29 CFR 1910.1001; 29 
CFR 1910.1020(d)(ii); 
25 TAC 295.62(a).

05.414.10 5.4.016
a

Hazardous Materials - 
Employee Exposure 
Records

Environmental, biological, and material 
safety monitoring reports, including health 
or physical examination reports or 
certificates of employees, who have 
experienced exposure to toxic substances, 
harmful physical agent, or bloodborne 
pathogens in the workplace, including 
analyses derived from such reports.

AC 30 AC = Termination of 
employment.

29 CFR 1910.1020(d); 
29 CFR 1910.1001; 29 
CFR 
1910.1020(d)(1)(ii).
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05.414.20 5.4.016
b

Hazardous Materials - 
Periodic Monitoring

Environmental, biological, and material 
safety monitoring reports, including health 
or physical examination reports or 
certificates of employees, for whom 
periodic monitoring of health or fitness is 
required concerning toxic substances, 
harmful physical agent, or bloodborne 
pathogens in the workplace, including 
analyses derived from such reports.

US 2 29 CFR 1910.1020(d); 
29 CFR 1910.1001; 29 
CFR 
1910.1020(d)(1)(ii).

05.415.10 5.4.017 Emergency Response and 
Recovery Records

This series documents the events and 
damages to institutional property due to 
storms, riots, fires, droughts, floods, and 
other events affecting citizens and facilities 
within the jurisdiction of the institution. 
This series may include but is not limited 
to: diaries; logs; reports; photographs; 
notes which indicate or document what 
happened, when, and where; and related 
documentation and correspondence.

3 O See RSIN 5.4.013 for Continuity of 
Operations Plans (COOP). CAUTION: 
If grant monies are received to 
assist with the response or 
recovery, the retention 
requirements for this series may 
vary depending on the specific 
funding agency.
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05.501.10 5.5.002 Telephone Activity Records Telephone logs created for internal 
documentation purposes; station activity 
reports of internal listings of 
incoming/outgoing telephone activity to 
individual telephone stations; operator call 
transfers; summary detail reports; and 
system activity reports of internal listings 
of all incoming/outgoing agency telephone 
activity.

AV See RSIN 4.1.001 for telephone bills.

05.505.10 5.5.007 Disputed Call 
Documentation 

Documentation relating to disputed long 
distance calls, including documents 
evidencing repayment by employees for 
personal long distance use.

AC 3 AC = Dispute resolved or repaid 
+ FE.

05.600.10 5.6.001
a

Airplane Flight Logs - State-
Owned

Logs and related documentation used to 
maintain information about state owned 
aircraft flight data.

LA 3 Includes similar records for vessels, 
if applicable.

05.600.20 5.6.001
b

Airplane Flight Logs - 
Leased

Logs and related documentation used to 
maintain information about leased aircraft 
flight data.

FE 3 Includes similar records for vessels, 
if applicable.

05.601.10 5.6.002 Aircraft Passenger Lists Passenger lists for state-owned or leased 
aircraft flights.

FE 3 Includes similar records for vessels, 
if applicable.

05.602.10 5.6.003 Inspection, Repair, and 
Maintenance Records - 
Vehicles

Records and documentation related to 
inspections, repairs, and maintenance for 
state vehicles.

LA 1 Includes similar records for vessels, 
if applicable. See RSIN 5.2.008 for 
non-vehicle equipment 
maintenance records. 

05.603.10 5.6.004 License and Driving Record 
Checks

AC AC = Until superseded or until 
termination of employment.
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05.604.10 5.6.005 Vehicle Use Reports Includes mileage, fuel/oil consumption, 
passengers carried and other related 
operational information.

FE 3 Includes similar records for vessels, 
if applicable.

05.605.10 5.6.007 Vehicle Titles and 
Registrations

Vehicle titles, registration information, and 
owner manuals for state vehicles.

LA Includes similar records for vessels, 
if applicable.

05.607.10 5.6.009 Parking Permits or 
Assignments

Records documenting issuance of parking 
permits and assignments.

US Includes temporary parking permits 
or assignments. See RSIN 4.1.009 
for payment of permit fees. 

05.700.10 UPD Accident Reports File Records relating to traffic accidents, 
including accident reports, supplemental 
accident reports, photographs, 
correspondence and related 
documentation.

AC 2 AC = Settled. If as a result of an accident, a 
person is arrested for a Class B 
misdemeanor offense or above, 
retain in accordance with RSIN 
16.3.035. For a Class C 
misdemeanor offense arrest or 
citation, retain in accordance with 
RSIN 16.3.036.
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05.701.01 16.3.03
5

Offense Records - Class A 
and B Misdemeanors and 
State Jail Felonies

Cases cleared by the conviction or 
acquittal of the person arrested or cited, 
by the dismissal of charges against the 
person, or by the entry on the record of a 
court by a prosecuting attorney of a nolle 
prosequi. May include but not limited to: 
offense and supplemental offense reports; 
investigation reports and notes; witness 
statements; latent fingerprints; results of 
chemical analysis and polygraph tests; 
crime scene, mug shot, and other 
photographs; laboratory reports; citations; 
affidavits; criminal process; victim impact 
statements; and other records relating and 
customary to the investigation of criminal 
offenses or other violations of state law or 
local ordinance.

2 CAUTION: Records of cases not 
cleared must be retained until the 
statute of limitations has expired. 
CAUTION: For retention of juvenile 
case files, consult Family Code 
58.264(b). NOTE: Records may be 
destroyed upon the death of the 
individual, if known.

05.701.02 16.3.03
6

Offense Records - Class C 
misdemeanors and 
Unclassified Violations

Arrest reports and citations for Class C 
misdemeanors and unclassified violations 
of state law or local ordinance punishable 
by fine only, such as Minor in Possession 
(MIP), Minor in Consumption (MIC), and 
possession of drug paraphernalia.

6 CAUTION: For retention of juvenile 
case files, consult Family Code 
58.264(b).
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05.701.03 16.3.03
7

Offense Records - First-
Degree and Capital 
Felonies

Cases cleared by the conviction or 
acquittal of the person arrested or cited, 
by the dismissal of charges against the 
person, or by the entry on the record of a 
court by a prosecuting attorney of a nolle 
prosequi. May include but not limited to: 
offense and supplemental offense reports; 
investigation reports and notes; witness 
statements; latent fingerprints; results of 
chemical analysis and polygraph tests; 
crime scene, mug shot, and other 
photographs; laboratory reports; citations; 
affidavits; criminal process; victim impact 
statements; and other records relating and 
customary to the investigation of criminal 
offenses or other violations of state law or 
local ordinance.

50 CAUTION: Records of cases not 
cleared must be retained until the 
statute of limitations has expired. 
CAUTION: For retention of juvenile 
case files, consult Family Code 
58.264(b). NOTE: Records may be 
destroyed upon the death of the 
individual, if known.
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05.701.04 16.3.03
8

Offense Records - Second- 
and Third-Degree Felonies

Cases cleared by the conviction or 
acquittal of the person arrested or cited, 
by the dismissal of charges against the 
person, or by the entry on the record of a 
court by a prosecuting attorney of a nolle 
prosequi. May include but not limited to: 
offense and supplemental offense reports; 
investigation reports and notes; witness 
statements; latent fingerprints; results of 
chemical analysis and polygraph tests; 
crime scene, mug shot, and other 
photographs; laboratory reports; citations; 
affidavits; criminal process; victim impact 
statements; and other records relating and 
customary to the investigation of criminal 
offenses or other violations of state law or 
local ordinance.

10 CAUTION: Records of cases not 
cleared must be retained until the 
statute of limitations has expired. 
CAUTION: For retention of juvenile 
case files, consult Family Code 
58.264(b). NOTE: Records may be 
destroyed upon the death of the 
individual, if known.
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05.701.20 16.3.00
2

Arrest Reports Arrest report and fingerprints on each 
person arrested and charged with a felony 
or a misdemeanor not punishable by fine 
only. Report includes the name (including 
aliases), date of birth, and physical 
description of the offender; the name of 
the arresting agency; the arrest charge and 
whether it is a felony or a misdemeanor; 
the date of arrest; and the date and exact 
disposition of the case by the agency.

75 CAUTION: If the arrest report does 
not provide the information listed 
in the record description, offense 
investigation records must be 
retained 75 years or until date of 
death of the individual. CAUTION: 
For retention of juvenile 
fingerprints, consult Family Code 
58.002. NOTE: Records may be 
destroyed upon date of death of 
individual, if known. See RSIN 
16.3.036 for Class C misdemeanors 
or other violations punishable by 
fine only.

Code of Criminal 
Procedure, 66.102.

05.703.20 16.3.00
7

Campus Notifications Emergency notifications distributed to the 
campus community via email, text 
message, or other method regarding 
emergencies, evacuations, "timely 
warnings" related to public safety, and 
weather related instructions.

3 O

05.706.10 16.3.01
0

Clery Act Reporting - 
Annual Security Report

Annual security report summarizing 
statistics on the nature, date, time, general 
location, and disposition of the complaint 
(if known) of crimes investigated by 
campus police, created pursuant to the 
Clery Act.

7 O 20 USC 1092(f), 34 
CFR 668.46.
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05.706.20 16.3.01
1

Clery Act Reporting - Crime 
Log and Statistics

Crime log and statistics on criminal 
homicide; sex offenses; robbery; 
aggravated assault; burglary; motor vehicle 
theft; arson; and arrests for liquor law 
violations, drug law violations and illegal 
weapons possession. Includes crimes 
occurring on campus, in or on non-campus 
buildings or property, and on public 
property, pursuant to the Clery Act. 

7 20 USC 1092(f), 34 
CFR 668.46.

05.706.30 16.3.01
3

Clery Act Reporting - 
Emergency Response and 
Evacuation Procedures

Policies developed to provide warning to 
students and employees of crimes 
representing a threat to safety, as required 
by the Clery Act.

7 See RSIN 5.4.013 for Continuity of 
Operations Plans not part of Clery 
Act reporting.

20 USC 1092(f), 34 
CFR 668.46(g).

05.707.10 16.3.03
9

Parking Citation Records Citations issued to regular on-campus 
parking, including petitions to appeal 
citations.

AC 6 AC = Payment of ticket or 
resolution of appeal, whichever 
is applicable.

See RSIN 4.1.009 for payment of 
fines.

05.708.10 16.3.01
4

Communication Logs Records of internal police 
communications, including telephone and 
radio logs.

30 See RSIN 16.3.018 for dispatch 
records.

05.709.10 16.3.01
8

Dispatch Reports Record created by dispatcher on each call 
for service documenting the dispatch of a 
campus police officer to investigate a 
disturbance or possible crime on the 
institution's campus. Includes date and 
time call received, nature of call, and 
details of action taken in response to call.

2 O
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05.709.20 16.3.01
6

Daily Bulletins Daily routine informational 
communications for public safety officers 
and personnel on duty which may include 
daily blotter, weather advisories, 
hazardous conditions, and reminders 
about "be on the lookout for" (BOLO) 
notifications.

1

05.710.05 16.3.01
5

Criminal Intelligence and 
Analysis Files

Records created and maintained to 
anticipate, prevent, or monitor possible 
criminal activity, including crime pattern, 
crime analysis, and modus operandi 
reports; forecasts; evaluation reports; 
investigation recommendations; reports 
on movements of known offenders; 
information on confidential informants; 
and messages and alerts from other 
agencies.

AV CAUTION: Information compiled by 
a law enforcement agency 
concerning criminal combinations 
or criminal street gangs must be 
destroyed after 5 years if it meets 
certain criteria under Code of 
Criminal Procedure, 67.151(b).

Code of Criminal 
Procedure, 67.151(b).

05.710.10 16.3.02
7

Campus Security and 
Incident Reports

Reports concerning suspicious incidents, 
complaints, and dating and domestic 
violence that, after investigation, did not 
appear to have involved the commission of 
a crime or do not become a part of arrest 
or offense investigation records.

3 CAUTION: See RSIN 16.3.011 for 
reporting of all incidents required 
by the Clery Act.
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05.710.20 16.3.03
3

Missing and Unidentified 
Persons Files

Reports on missing children and adults, 
requests for investigation, photographs, 
fingerprints, dental records, X-rays, 
notifications of possible match, and similar 
documents relating to the location of 
missing children and adults, including 
similar records relating to unidentified 
bodies. 

AC 3 AC = Date person located or 
body identified.

05.714.10 Tow Records 3
05.715.10 Vehicle Registration Files Registrations completed by institution 

students, faculty, and staff for use of 
personal vehicles on campus.

2 CAUTION: See RSIN 5.6.009 for 
records related to parking permits 
or assignments.

05.715.20 16.3.00
3

Bicycle Registration 
Records

Registrations completed by institution 
students, faculty, and staff for use of 
bicycles on campus.

AV CAUTION: See RSIN 5.6.009 for 
records related to parking permits 
or assignments.

05.716.10 16.3.01
7

Death in Custody Reports Reports submitted by the director of a law 
enforcement agency to the Attorney 
General concerning the deaths of persons 
while in the custody of a peace officer.

3 Code of Criminal 
Procedure, 49.18.

05.716.11 16.3.02
0

Emergency Protective 
Orders

Emergency protective orders issued by 
magistrates.

AC AC = Period that the order is 
effective.

Family Code, Section 
85.025. Code of 
Criminal Procedure, 
17.292(j).

05.716.12 16.3.02
3

Field Interrogation Reports Reports on persons stopped and 
interrogated in the field because of 
suspicious behavior.

AV
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05.716.13 16.3.02
4

Fingerprint Records - 
Other

Fingerprint records other than those 
maintained in arrest records and offense 
investigations.

AV For fingerprints collected during an 
investigation or arrest, see RSIN 
16.3.002, 16.3.033, 16.3.035, 
16.3.038, and 16.3.037.

05.716.14 16.3.02
6

GPS Tracking Records Global Positioning System (GPS) data used 
to track locations of police vehicles and 
other state vehicles.

30 CAUTION: If the GPS data is used to 
establish the location of a police 
vehicle as part of an investigation, 
see investigation case file. The 
disposal of monitoring records that 
are automatically overwritten need 
not be documented through 
destruction authorizations (RSIN 
1.2.001) or in records disposition 
logs (RSIN 1.2.010).

05.716.15 16.3.02
8

Law Enforcement 
Information 
Dissemination, Inquiry, 
and Receipt Records

Reports, logs, and other records pertinent 
to documenting and receipt of criminal 
histories and dissemination of other 
information to law enforcement or other 
agencies through crime information 
networks (e.g., Texas Crime Information 
Center (TCIC), National Crime Information 
Center (NCIC).

AV CAUTION: Departments other than 
campus law enforcement see RSIN 
3.1.026 for criminal history checks.

05.717.10 16.3.008 Chemical Breath Test 
Records

Logs, test records, operational check lists, 
and similar records relating to the 
administration of chemical breath tests or 
breathalyzer

2
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05.717.20 16.3.00
9

Child Abuse Reports Copies of child abuse reports received by a 
law enforcement agency pursuant to 
Family Code, Sections 261.103 and 
261.105, which do not become part of 
arrest and offense investigation records.

3

05.718.05 16.3.02
9

Internal Affairs 
Investigation Records - 
Death/Injury

Records documenting the initiation, 
investigation, and disposition of internal 
affairs investigations of alleged misconduct 
by law enforcement officers. Includes 
records of investigation of law 
enforcement shooting incidents which 
result in death or injury to any person, 
including a police officer.

PM

05.718.10 16.3.03
0

Internal Affairs 
Investigation Records - 
Formal Discipline

Records documenting the initiation, 
investigation, and disposition of internal 
affairs investigations of alleged misconduct 
by law enforcement officers. Includes 
records of investigations that result in 
sustained formal discipline (i.e., 
disciplinary action at or above the level of 
a written reprimand). 

AC 15 AC = Completion of the 
investigation.
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05.718.15 16.3.03
1

Internal Affairs 
Investigation Records - 
Informal 
Discipline/Inconclusive

Records documenting the initiation, 
investigation, and disposition of internal 
affairs investigations of alleged misconduct 
by law enforcement officers. Includes 
records of investigations that result in 
sustained informal discipline (i.e., 
disciplinary action below the level of a 
written reprimand) or of investigations 
whose findings are inconclusive. 

AC 5 AC = Completion of the 
investigation.

CAUTION: A 1-year infraction-free 
period must precede the date of 
destruction.

05.718.20 16.3.03
2

Internal Affairs 
Investigation Records - 
Unfounded/Not Sustained

Records documenting the initiation, 
investigation, and disposition of internal 
affairs investigations of alleged misconduct 
by law enforcement officers. Includes 
records of investigations whose findings 
are not sustained, or in cases where 
accusations are determined to be 
unfounded or the accused is exonerated. 

AC 3 AC = Completion of the 
investigation.

CAUTION: A 1-year infraction-free 
period must precede the date of 
destruction.

05.718.21 16.3.04
1

Pawn Shop Tickets Information supplied by pawn shops and 
sent to law enforcement. Includes 
individual receipts or lists of items 
pawned.

AV
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05.718.22 16.3.04
2

Police Activity Logs or 
Dockets

Logs or equivalent records, usually 
arranged chronologically or by case, court, 
or citation number, providing summary 
data on complaints investigated by law 
enforcement officers, arrests made, 
citations issued, accidents investigated, 
court arraignments, court appearances by 
officers, and similar activities relating to 
the arrest or citation of persons or the 
investigation of offenses.

2 O

05.718.23 16.3.00
1

Antenna and Transmitter 
Documentation

Records documenting the monitoring, 
inspection, measurement, repair, and 
illumination of antenna, antenna 
supporting structures, and transmitters 
authorized to operate with a power output 
in excess of two watts.

1 47 CFR 90.447.

05.719.01 16.3.04
3

Police Animal Records Records concerning horses, dogs, or other 
animals utilized by campus police, 
including records of the acquisition of the 
animal, its registration and pedigree 
papers, records of training, and its 
veterinary history.

AC 2 AC = Retirement, death, or sale 
of the animal.
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05.719.02 16.3.04
4

Police Audiovisual 
Recordings

Audiovisual recordings, including those 
from police vehicles, body worn cameras, 
or digital cameras, of persons detained for 
possible Driving While Intoxicated (DWI) or 
other violations.

AC 90 AC = Date of the stop, 
investigation is complete, or 
criminal matters have been 
adjudicated, whichever longer.

CAUTION: A recording created with 
a body worn camera and 
documenting an incident that 
involves the use of deadly force by 
a peace officer or that is otherwise 
related to an administrative or 
criminal investigation of an officer 
may not be deleted, destroyed, or 
released to the public until all 
criminal matters have been finally 
adjudicated and all related 
administrative investigations have 
concluded. CAUTION: For retention 
of juvenile recordings, see Family 
Code 54.012. The disposal of police 
audiovisual recordings need not be 
documented on a disposition log, 
but institutions should establish 
procedures governing disposal of 
these records as part of its records 
management plan.



86 of 143

Ye
ar

s 

M
on

th
s 

Da
ys

2. Agency Name: Texas A&M System Office

4. 

Record
Series
Item No.

3.

Agency 
Item No.

1. Agency Code: 710

9.

AC Definition

8. 
Retention Period6.

Description

5.

Record Series Title

12.

Legal Citations

11.

Remarks10
. A

rc
hi

va
l

7.
 R

et
. C

od
e

05.719.03 16.3.04
6

Polygraph Examination 
Records

Polygraph charts, question sheets, reports 
of examination results, data sheets, films, 
audio and video of examinations, opinions 
from the examiner from chart analysis, and 
other records pertinent to a polygraph 
examination.

2 CAUTION: If a report of the results 
of a polygraph examination is 
placed in offense investigation 
records, it must be retained for the 
retention period for those records. 
See RSIN 3.1.043 for polygraphs 
related to employee selection.

05.719.04 16.3.04
7

Rap Sheets Rap sheets received from the Texas 
Department of Public Safety (DPS) or other 
law enforcement agencies.

AV

05.719.05 16.3.04
8

Special Watch Records Informational forms or lists provided to 
officers for campus areas, buildings, or 
residences needing special watch, 
including requests from the public for such 
watches.

AV

05.719.06 16.3.05
0

Wanted Persons Files Records received on persons wanted by 
other law enforcement agencies.

AV

05.719.07 16.3.05
1

Warning Citations Warning citations issued for violations of 
motor vehicle laws or for those violations 
of the penal code (e.g., criminal trespass) 
in which the issuance of warning citations 
is customary.

AV See RSIN 16.3.039 for parking 
citations.

05.719.08 16.3.05
2

Weapons Records - 
Disposition

Records documenting the disposition of 
police weapons, including but not limited 
to buy-back programs, trade-ins, and 
upgrades with vendors. 

3

05.719.09 16.3.05
3

Weapons Records - 
Inspection and Repair

Records of inspection and repair of weapon LA
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05.719.10 16.3.05
4

Weapons Records - 
Inventory

Inventories of weapons. US 3

05.719.11 16.3.05
5

Weapons Records - 
Issuance

Logs for issuing weapons to officers. AC 3 AC = Return of weapon.

05.800.10 Real Estate-System Owned Purchase contracts, gift agreements, 
deeds, wills, codicils, estate inventories, 
probate records, minute orders 
(authorizing purchase, gift or sale of a 
portion of the asset), restrictions, 
judgments, closing documents, surveys, 
maps, plats, property descriptions, 
appraisals, broker's opinions of value, 
property condition reports, inspection 
reports, geotechnical studies, archeological 
studies, hydrology studies, ADA 
compliance reports, habitat and 
endangered species studies, and related 
documents and correspondence.

AC 5 AC = For so long as the real 
estate asset is owned.

05.802.20 Minerals-System Owned Mineral deeds, oil and gas leases, 
proposed drilling programs, general land 
office statements, production statements, 
royalty payment records, pooling 
agreements, mineral lease assignments, 
division orders, minute orders, seismic 
permit records, well logs, notices of 
auction, bid forms, and related mineral 
documents and correspondence.

AC 5 AC = For so long as the mineral 
asset is owned.

CAUTION: Oil and gas leases must 
also be maintained for the 
retention period established by 
RSIN 5.1.001a or 5.1.001b, as 
applicable.
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05.803.10 Environmental 
Assessments, Title Policies, 
and Opinions of Title.

Records related to environmental 
assessments, title policies, and opinions of 
title maintained by the System Offices 
regarding real property that is currently or 
formerly owned or leased by the System.

PM

05.900.10 16.4.00
1

Alcoholic Beverage Control 
Records

Annual and temporary event licensing for 
dispensing and serving alcoholic 
beverages. May include but not limited to: 
alcohol use requests or waivers; 
applications for event licenses or permits; 
and related documentation.

AC 3 AC = Date of event or 
revocation of license, as 
applicable.

See RSIN 11.1.010 for other permits 
and licenses issued by the 
university.

05.902.10 16.4.00
2

Menus Approved dining menus for each food 
service location.

AV CAUTION: If menu's primary 
function is providing a price list, see 
RSIN 5.1.012.

05.903.10 16.4.00
3

Non-Tenant/Denied 
Student Housing 
Applications

Applications and selection decision 
documentation for applications that do not 
result in occupancy. May also include 
consumer reports and authorizations to 
obtain credit information.

AC 1 AC = End of Application Term. CAUTION: If the institution obtains 
credit report information, then 
records created under this series 
must be retained 5 years beyond 
the application term. Fair Credit 
Reporting Act (FCRA), 15 USC 
1681p. See RSIN 16.4.005 for 
applications that do result in 
occupancy.

05.904.10 16.4.00
4

Student Housing Judicial 
Record

Resident applications to appeal penalties 
received after violating the terms of their 
student housing or food service contracts, 
and decisions made on such appeals.

AC 7 AC = Expiration of contract or 
resolution of incident, 
whichever is later.

See RSIN 15.5.007 for incidents that 
result in disciplinary action. See 
RSIN 16.3.027 for incidents referred 
to law enforcement.
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05.905.10 16.4.00
5

Student Housing Tenant 
Records

Records of occupancy in all institution 
administered housing: residence halls, 
family housing, or cooperative housing. 
May include but not limited to: housing 
applications; proof of admission records; 
and related documentation.

AC 7 AC = End of student's 
occupancy.

See RSIN 5.1.001a/b for housing 
contracts.

05.906.10 16.5.00
1

Disability Accommodation 
Requests

Accommodation requests, including ADA 
(Americans with Disabilities Act) and 
Section 504 of the Rehabilitation Act 
requests, for students or university visitors 
participating in the Services to Students 
with Disabilities (SSD) or similar program.

AC 2 AC = Request denied or 
cessation of services, as 
applicable.

See RSIN 16.1.008 for counseling 
records. See RSIN 3.1.042 for 
employee accommodation 
requests.

05.907.10 16.5.00
4

Child-Care Center Records - 
Individual Child

Child-care center records, including child 
enrollment agreement; admission 
information; health and medical records or 
test results; licensing incident/illness 
report form; attendance lists; healthcare 
professional recommendations or orders 
for providing specialized medical 
assistance to a child; and all records 
required to be kept on file by 26 TAC 
746.801.

AC 3 AC = Specialized medical 
assistance is no longer needed, 
or child's last day in care, as 
applicable.

See RSIN 16.5.007 for medication 
administration.

26 TAC 746.801 and 
746.803.

05.908.10 16.5.00
6

Child-Care Center Records - 
Licensing, Safety, and 
Compliance

Child-care center administrative records 
required under 26 TAC §746.801.

3 CAUTION: Refer to RRS Section 3 
for personnel and training records, 
including employee attendance 
records.

26 TAC 746.801 and 
746.803.
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05.909.10 16.5.00
7

Child-Care Center Records - 
Medication Administration

Medication logs, instructions, and other 
records related to the administration of 
medication to children in the child-care 
facility's care.

AC 3 AC = Administration of 
medication.

See RSIN 16.5.004 for health-care 
professional recommendations or 
orders for specialized medical 
assistance.

40 TAC 746.603(a)(9) 
and (b)(1).

05.910.10 16.5.00
8

Identification Card 
Administration Records

Images, application forms, or similar 
records documenting the issuance of 
identification cards to university students, 
staff, or faculty.

AC AC = Until superseded or 
expired.

See RSIN 5.4.012 for records 
documenting the issuance of keys, 
identification cards, or similar 
instruments of access to university 
facilities.

06.005.10 17.2.00
2

Professional Accreditation 
Reports

Final accreditation report issued by a 
professional accreditation board for the 
institution, colleges, units, and related 
programs. May include but not limited to: 
final self-evaluation submitted to 
accreditation board; final accreditation 
report issued by accreditation board, and 
any supporting documentation needed to 
provide context for accreditation report.

PM O Formerly AIN 01.400.10




