
Regulations issued by the Texas State 

Library and Archives Commission on 

July 4, 2012



 Your e-mails that deal with government business are 
government records – even if you send them from a 
personal device (your Blackberry, for example).

 Destruction of local government records contrary to 
the provisions of the Local Government Records Act 
of 1989 and administrative rules adopted under it, 
including this schedule, is a Class A misdemeanor 
and, under certain circumstances, a third degree 
felony (Penal Code, Section 37.10). Anyone 
destroying local government records without legal 
authorization may also be subject to criminal 
penalties and fines under the Public Information Act 
(Government Code, Chapter 552). 

 In other words, if you delete your e-mails before you 
should, you can get into some big, big trouble.



 Saving all your e-mails is a terrible idea. Most 

users run out of space after 250 mb.

 The cost for additional storage space is expensive.

 When you receive an open records request, you 

will have to provide hundreds, perhaps thousands, 

of e-mails if you have saved them all. 

 The average government employee spends over 182 

hours every year searching for lost or misplaced   

e-mails. That’s a worse waste of your time than 

periodically sorting them would be.



 That means that when you have sent out an 

e-mail, you have created a record. Now, you 

must take care of it by storing it properly.

 You can delete whatever is in your inbox 

except in these two cases:
 You need to take action based on the message received

 The message is required for documentation

 If the content is not related to your job, you 

can delete it at any time.
 Personal e-mail, spam, unsolicited e-mail like news 

articles, cc’s (that e-mail is the sender’s responsibility, 

not yours)



 The City of Laredo follows the guidelines set 

out by the Texas State Library and Archives 

Commission (TSLAC).

 TSLAC retention schedules can be 

downloaded here: 

https://www.tsl.state.tx.us/slrm/recordspub

s/localretention.html

 You can also ask the City Secretary’s Office 

to send you the schedules that pertain to 

your department.

 You can check with your RLO as well.

https://www.tsl.state.tx.us/slrm/recordspubs/localretention.html
https://www.tsl.state.tx.us/slrm/recordspubs/localretention.html


 Every city department has assigned Records 

Liaison Officers whose function is to oversee 

and maintain departmental records and 

instruct coworkers regarding records 

retention requirements.

 All Records Liaison Officers are required to 

attend periodic training to keep up-to-date 

with TSLAC’s ever-changing requirements.

 RLO’s keep in touch with the City Secretary’s 

Office when they have questions about 

records management.





 The City Secretary, Jose A. Valdez, Jr., is 

the Records Management Officer for the 

City of Laredo. When you have questions 

about records management, he and his staff 

are here to help you.

City Secretary Staff:

  Tiffany Franklin (791-7313)

 Karina Elizondo (791-7312)

 Carlos Ramirez, Jr. (791-7382)



 GR1000-26: CORRESPONDENCE, INTERNAL 
MEMORANDA, AND SUBJECT FILES:

 The minimum retention period for correspondence or 
internal memoranda in categories (a) and (b) directly 
linked to another record series or group listed in this 
or other commission schedules is that assigned to the 
other group or series. For example, a letter from an 
external auditor regarding an audit of a local 
government’s financial records should be retained for 
the retention period given under item number 
GR1025-01(e); a letter concerning a workers 
compensation claim should be retained for the period 
given under item number GR1050-32, etc. The 
retention periods that follow are for correspondence 
and internal memoranda that do not readily fall 
within other record groups. 



Most of your e-mail is going to fit either the 

“general” or the “administrative” category. 

But if it is directly related to one of the 

other items listed on TSLAC’s retention 

schedules, you have to follow those 

guidelines instead.

 Example: You send an e-mail containing 

specific information on the investment of 

public funds. Then this schedule would apply 

to the e-mail:

GR1025-09_a :

INVESTMENT 

TRANSACTION 

RECORDS

Documentation relating to the investment 

of public funds (e.g., certificates of deposit) 

that evidences the investment of funds, the 

performance or return of investments, the 

cancellation or withdrawal of investments, 

and similar activity. 

FE (fiscal 

year end) 

+ 5 years











GR1000-25:

CONTRACTS, 

LEASES AND 

AGREEMENTS

Contracts, leases, and 

agreements, including reports, 

correspondence, performance 

bonds, and similar records 

relating to their negotiation, 

administration, renewal, or 

termination, except construction 

contracts (see item number 

GR1075-16). 

4 years 

after the 

expiration 

or 

terminatio

n of the 

instrument 

according 

to its 

terms. 





*GR1025-27a

ACCOUNTS 

RECEIVABLE 

RECORDS 

Bill copies or stubs, statements, 

billing registers, account cards, 

deposit warrants, cash receipts, 

receipt books, cash transfers, daily 

cash reports, cash drawer 

reconciliations, and similar 

records that serve to document 

money owed to or received by a 

local government and its collection 

or receipt. 

FE of date of 

receipt + 5 

years for 

school 

districts; 

FE + 3 years 

for other 

governments





GR1025-04c 

BUDGETS AND 

BUDGET 

DOCUMENTATION 

Working papers created 

exclusively for the preparation 

of budgets, including budget 

requests, justification 

statements, and similar 

documents. 

2 years. 





*GR1050-11 

EMPLOYEE 

SELECTION 

RECORDS 

Notes of interviews with 

candidates; audio and 

videotapes of job interviews; 

applicant rosters; eligibility 

lists; test ranking sheets; 

justification statements for 

violating eligibility or ranking 

sequence; and previous injury 

checks; offers of employment 

letters; and similar records 

documenting the filling of a 

vacant position. 

2 years from 

the creation 

(or receipt) 

of the record 

or the 

personnel 

action 

involved, 

whichever 

later. 





GR1050-13 

EMPLOYMENT 

ADVERTISEMENTS 

OR 

ANNOUNCEMENTS 

Advertisements or postings 

relating to job openings, 

promotions, training 

programs, or overtime 

opportunities, including jobs 

orders submitted to 

employment agencies. 

2 years. 





GR1000-26a: 

CORRESPONDENCE, 

INTERNAL 

MEMORANDA, AND 

SUBJECT FILES 

Administrative –

Incoming/outgoing and internal 

correspondence pertaining to the 

formulation, planning, 

implementation, modification, or 

redefinition of the programs, 

services, or projects of a local 

government and the administrative 

regulations, policies, and 

procedures that govern them. May 

also include subject files, which are 

collections of correspondence, 

memos and printed materials on 

various individuals, activities and 

topics. 

Retention Period:

4 years

GR 1000-26b:

CORRESPONDENCE, 

INTERNAL 

MEMORANDA, AND 

SUBJECT FILES

General – Incoming/outgoing and 

internal correspondence pertaining 

to the regular and routine operation 

of the policies, programs, services, 

or projects of a local government. 

May also include subject files, which 

are collections of correspondence, 

memos and printed materials on 

various individuals, activities and 

topics. 

Retention Period:

2 years



This e-mail relates to the modification of administrative 

policy; therefore, the sender, Jorge Jolly, must retain this 

e-mail for 4 years.

Administrative



This e-mail relates to routine operation of city policy 

regarding payroll; therefore, the sender, Soraya Garza, 

should keep it for 2 years.

General



 Routine - Correspondence and internal 

memoranda such as letters of transmittal, 

requests for publications, internal meeting 

notices, and similar routine matters.

 This is neither formulating policy nor regular 

operation of a city policy; it serves its 

purpose and is then deleted. 

GR1000-26c: Keep “AV,” which means as long 

as administratively valuable. In other words, 

you keep it as long as you feel you need to –

there is no penalty that applies here.







GR1000-26c: Keep “AV,” which means as 

long as administratively valuable. In 

other words, you keep it as long as you 

feel you need to – there is no penalty 

that applies here.

This is an auto-generated e-mail that is 

simply a copy of a payroll record that 

already exists in Executime.



 You can create folders under “Saved Messages” and label 

each one according to its type and length of retention (or 

in whatever way is easiest for you). Choose File – New –

Folder and click inside the box to give the folder a title.



 You can save your e-mail (without attachments) as a text file. 

Choose File – Save As – and select Text Only from the drop-

down menu.



 Send a help to IT and ask them to create a 

PST file which saves everything in your e-

mail (that includes inbox, sent, contacts, 

saved messages, etc.). Just be sure to clear 

out unnecessary messages first.

 Also be sure to delete any nonessential files 

on your hard drive to free up space.



 Let’s say you send an e-mail with a scanned copy 

of an ordinance. The e-mail should be saved 

either as a 2-year general correspondence or AV, 

but what about the attachment?

 The attachment is part of the e-mail record, but 

if you have the record copy stored somewhere 

else, you do not have to save it with the e-mail.

 Just make sure you are clear in your subject line 

and body of the e-mail exactly what it 

contained. 

 If an open records request is performed, the     

e-mail and attachment will both need to be 

released together as one complete record.



 Keep the original e-mail intact; don’t erase 

text from earlier e-mails. You don’t need to 

keep each individual e-mail of an ongoing 

conversation if you keep the last one which 

has the complete conversation intact.

 Think before you hit “reply all.”

 If you forward e-mails that are not related to 

your job responsibilities, you do not need to 

keep the e-mail. 

Don’t leave your subject line blank.



 This e-mail from the Municipal Code

Corporation documents their instructions on 

how to include a reference to the Code of 

Ordinances in an introductory ordinance that 

was about to be placed on a Council agenda.




