
RECORDS MANAGEMENT 

Continuing Education/Refresher Course 



What we will discuss: 

 Records Management 
101 

 How to find retention 
schedules 

 How to use them 

 Examples 

 Does the format of a 
record matter? 

 Managing Electronic 
Records 

 Storage options 

 Format options 

 Recopying 

 Media migration 

 Printing 



Records Management 101 



ALL ABOUT RETENTION 
SCHEDULES 

Wait a minute… 
What’s a retention schedule? 



 A retention schedule is a booklet that tells you 
how long you must keep certain documents. 
 



1) https://www.tsl.state.tx.us/slrm/recordspubs/localretention.
html  
http://www.cityoflaredo.com/City_Sec/Retentio
n/RRIndex.html

https://www.tsl.state.tx.us/slrm/recordspubs/localretention.html
https://www.tsl.state.tx.us/slrm/recordspubs/localretention.html
http://www.cityoflaredo.com/City_Sec/Retention/RRIndex.html
http://www.cityoflaredo.com/City_Sec/Retention/RRIndex.html


Every city department 
has designated 
Records Liaison 

Officers 

Here’s the most updated list: 



Here’s a list of schedules 
by department: 

So I found the schedules.  
 
Which ones  
apply to me, 
and how do I  
use them? 



GR – General Records 



You work for the Convention and Visitors Bureau, and Mayor Salinas has 
proclaimed it Tourism Week in Laredo. For how long do you keep the 
proclamation? 

Example #1 



You are the Payroll Assistant or Supervisor for your department, and you 
receive a written Dr.’s excuse for an employee who was absent for five days 
due to illness. How long do you keep the document? 

Example #2 



You work for the Utilities department and you have records of violations of 
the drought contingency ordinance. How long do you keep them? 

Example #3 



You work for the Parks Department and you have boxes of swimming pool 
water quality test and analysis reports. When can you throw them away? 

Example #4 



You work for the Health Department and you have a file drawer full of 
immunization record and consent forms for adult patients. When can you 
clean out the drawer? 

Example #5 





MANAGING ELECTRONIC RECORDS 

Now for the next part of our webinar… 



Managing Electronic Records 



 The first thing you should know is that there are 
NO rules about in what kind of format a record has 
to exist, as long as you can access it! 

If you have file drawers and boxes of records that 
you must keep but that you no longer have the space 
for, here is where scanning can come into play. 



Storage Options for Electronic 
Records 

• PDF 

• Txt 

• Jpeg 

• Png 

• Wav 

• mkv 

 To the left are listed the best 
formats to use for different 
types of files 

 You don’t want to save 
important records using file 
extensions that only certain 
programs can read; then you 
risk being unable to open 
them later 



Recopying and media migration 

 Data should be 
recopied to new media 
periodically  

 You can use the same 
medium, like from an 
old CD to a new CD 

 CD’s should be 
recopied at least every 
10 years 

 Media migration is 
moving data off of 
obsolete storage 
media 

 Then you convert the 
data into preservation 
file formats 



A few more tips… 

 The best storage option 
is a network server that 
gets backed up regularly 

 It’s also good to save 
very important records in 
more than one digital 
location 

 For example, you could 
have a USB drive, an 
external hard drive, or 
cloud storage 

 IT is not responsible for 
your records retention – 
make sure to make a 
backup! 

 When storage media 
becomes obsolete, make 
sure to move your files 
onto new media (i.e., 
from floppy disks to a CD 
or a USB) 



And then there’s always good 
‘ol print… 

 That’s your other option. If your records 
started out as digital but you prefer to free up 
digital space, you can always print the 
records and save them as paper documents. 

 Once again, it does not matter what format 
you preserve the record in – just make sure it 
is preserved for its full retention period! 



Reminders: E-mail retention 
What about my e-mails? How long do I keep those? 

Use this link to access the Power Point and/or the 
webinar for e-mail retention: 
http://www.laredotexas.gov/City_Sec/Retention/RRIn
dex.html 
 

Also, you can guide yourself by this flyer that 
was sent out a few years ago… 
 

http://www.laredotexas.gov/City_Sec/Retention/RRIndex.html
http://www.laredotexas.gov/City_Sec/Retention/RRIndex.html
http://www.laredotexas.gov/City_Sec/Retention/RRIndex.html




THAT’S ALL,  
FOLKS! 

And so… 



Questions on records retention? Contact us! 

City Secretary’s Office 
Jose A. Valdez, Jr., City Secretary 
791-7308   jvaldez5@ci.laredo.tx.us 

Tiffany Franklin, Deputy City Secretary IV 
791-7313 tfranklin@ci.laredo.tx.us 

mailto:gguevara@ci.laredo.tx.us
mailto:asanchez4@ci.laredo.tx.us

