Records Management Procedures
Subject:   Preparing Records for Storage


Responsibility
Action
Records Management
1.
Notify department liaisons records are to be prepared for storage.

Department Liaison
2.
Determine which records must go to storage according to Records Control Schedule.

a.
Notify department personnel which records must be prepared for storage.

b.
If record is still active, see Procedure for Retaining a Record Beyond Authorized Retention.

3.
Request Storage Boxes from Records Management using Filing Equipment Needs Form.
a.
Boxes will be 15" x 12" x 10".

b.
If another size is necessary, contact Records Management.

4
Request Records Storage Transfer Form from Records Management.

5.
Provide department personnel with copies of Records Control Schedule for department and copies of Records Storage Transfer Form.
Department Personnel
6.
Load boxes, leaving records in folders.

a.
No hanging files, rubber bands, or ring binders.

7.
All records within a box must have the same destruction date.

8.
Prepare a Records Storage Transfer Form for each box going to storage (regardless of onsite or offsite storage).

9.
Assign a sequential alpha-numeric department box number.

a.
Contact Records Management for alpha prefix.

b.
Notate this number on Box Label.

10.
Complete Box Label (on bottom of Records Storage Transfer Form).

a.
Department Name.

b.
Record Title(s).

c.
Dates of records from when to when.

d.
Destruction Date, if known.

e.
Sequential alpha-numeric department box number.

11.
Place completed Box Label in bottom left corner of box.

12.
Leave top right corner empty of identifying information.  This area is used by Records Management for the offsite storage identification number.

Department Liaison
13.
Review all forms against box contents for correct titles, adequate descriptions and accuracy of destruction date.

14.
The Records Storage Transfer Form is a three-part form.  Distribute copies as follows:

a.
Original to Records Management

b.
One copy for inside of box.

c.
One copy retained by Department Records Liaison.

15.
If records are to be retained 5 years or more, refer to Procedure for Off-Site Records Storage.

16.
If records are to be retained less than 5 years, refer to Procedure "On-Site Records Storage (For Records Stored Less Than 5 Years)".

Records Management Procedures
Subject:   On-Site Records Storage (For Records Stored Less Than 5 Years)


Responsibility
Action
Department Liaison
1.
Use procedure "Preparing Records for Storage", sections 2 thru 12.

2.
Identify storage location on Records Storage Transfer Form.

3.
Send one completed Records Storage Transfer Form to Records Management.

Records Management
4.
Double check all entries on form.

5.
Transfer information into data base.

6.
File form according to destruction date.

Records Management Procedures
Subject:   Off-Site Records Storage (For Records Stored More Than 5 Years)


Responsibility
Action
Department Liaison
1.
Deliver box(es) to Records Processing Center (Basement Vault in City Hall).

a.
Notify Records Management to schedule delivery.

b.
Include Records Storage Transfer Form.

Records Management
2.
Double check destruction date(s).

3.
Assign box number for off-site storage.

a.
Complete information on RSTF.

b.
Mark box number on end of box.

4.
Contact off-site storage to pick up boxes.

a.
Wait until you have a substantial number to deliver.

5.
Input information into database.

Records Management Procedures
Subject:   Destroying Records under the Records Control Schedule 


Responsibility
Action
Records Management
1.
Determine destruction dates of all records within department under control schedule retentions.

2.
Notify department of records to be prepared for destruction.

a.
Prepare Notification of Records Transition.

Department Liaison
3.
Provide information on Record Destruction List.  (May use electronic media and submit on disk to this office.  Contact our office for more information.)

a.
See following sample.

b.
Do not put Records and Non-Records (copies) on the same list.

Department Head
4.
Sign off your approval in appropriate place.

5.
If there are records you wish to retain longer, refer to Procedure for Retaining a Record Beyond Authorized Retention.

6.
Send completed list to Records Management.

a.
Retain copy for your records until approval.

7.
If documents are sensitive or confidential in nature, contact Records Management office (ext. 405), or indicate so on list.

a.
Also see Procedure for Sensitive and Confidential Records.

Records Management
8.
Evaluate against department Records Control Schedule.

9.
Sign off to dispose of records pending:

a.
Legal Department approval for pending legal action.

b.
Legal Department and requesting department for Open Records Request(s).

c.
Finance Department for audit requirements.

10.
Notify department of approval to destroy authorized records.

11.
Retain Record Destruction List permanently.

Department Liaison
12.
Notify Records Management when and how records were destroyed.

Records Management
13.
Enter date of destruction on Records Destruction List after notification from Records Liaison.

Records Management Procedures
Subject:    Destroying Non-record Copies


Responsibility
Action
Records Management
1.
Determine destruction dates for all copies within department under dated control schedule retentions.

a.
For records with an indeterminate retention, usually those indicated with abbreviations, just use a reminder note that these may need to be destroyed.

2.
Notify department of non-record copies to be prepared for destruction.

a.
Provide department liaison with copy of Record Destruction List.
Department Liaison
3.
Provide information for Record Destruction List.

a.
Do not put Records and Non-records on the same list.

b.
Send completed list to Records Management.

c.
Retain copy for your records until approved.

Records Management
4.
Evaluate against department Records Control Schedule.

5.
Sign off to dispose of records pending:

a.
Legal Department approval for pending lawsuits.

b.
Legal Department and requesting department for Open Records Requests.

c.
Finance Department for audit requirements.

6.
Notify department of approval to destroy copies according to request, or with amendments.

Department Liaison
7.
Destroy non-record copies according to approval.

Records Management
8.
Enter date of destruction on Records Destruction List after notification from Records Liaison.

9.
Retain Record Destruction List for annual statistics only.

Records Management Procedures
Subject:   Retaining a Record Beyond Authorized Retention


Responsibility
Action
Department Head
1.
In writing, submit request for extension to Records Management Officer and Records Management Committee.

a.
Include what the record is and the authorized retention.

b.
Clearly explain reason for extension (Is there further administrative, legal, or financial value to the record?)

c.
Is this request only for an individual document or for the entire record series?

Records Management
2.
Submit request to Records Management Committee for discussion and approval/disapproval.

3.
Notify Department Head in writing of Committee's decision.

a.
Indicate on Department's Schedule if change is made.

b.
Schedule review date for further disposition of record.

4.
If department is requesting changing retention of an entire series, refer to procedure for "Changing Record Control Schedules".
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Records Management Procedures
Subject:  Changing Retention of Records Between Active Office and Inactive Storage 


Responsibility
Action
Department Liaison
1.
Some records may require less or more time as active within department.

a.
Determine how you would like to change retention of record.

2.
Notify Records Management in writing with clear explanation for change.

Records Management
3.
Determine if total retention time remains within approved retention.

a.
If total retention remains the same, revise appropriate Department Schedule and send to requesting department, with approval to destroy old schedule.

b.
If total retention conflicts with approved retention, contact department to resolve.

4.
If it is determined total retention may need to be changed, refer to Procedure for Changing Record Control Schedules.
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Records Management Procedures
Subject:   Changing Record Control Schedules 


Responsibility
Action
Department Liaison
1.
Some records may require changing total retention time indicated on approved Records Control Schedule.

a.
Criteria for changing an approved retention are:

(1)
A new record is created.

(2)
Two records are merged.

(3)
A record is deleted because it is obsolete or no longer has administrative value.

(4)
A record may require a longer or shorter retention time than previously considered and approved.

2.
Determine how you would like to change retention of record.

a.
Discuss with Department Head reason for change.

Department Head
3.
Notify Records Management in writing with clear explanation for change.

a.
Indicate current retention times and what new ones might be.

b.
Justify reason for change.

Records Management
4.
Determine if request is within State minimum retention guidelines.

a.
If request is less than State minimum, request is to be denied, unless unusual circumstances exist and you have discussed this with State Library.

b.
If request is within State minimum, proceed as follows.

5.
Seek approval for new retention with Records Management Committee.

6.
Prepare SLR 520 ("Approved SLR 520 Substitute") for Amended filing of Records Control Schedule.

a.
Submit to State Library for approval.

7.
Upon approval from State, amend requesting department's Records Control Schedule.

a.
Notify requesting department and provide with amended schedule, with instructions to destroy old schedule.

Records Management Procedures
Subject:
Creation of a New Record

Merging of Two or More Records to Create Another 


Responsibility
Action
Department Liaison
1.
Notify Records Management, in writing, of new record created.

a.
Describe in full what new record is or what records are being merged to create a new or different record.

2.
Confirm with Department Head.

Records Management
3.
Identify record within State Retention Schedules minimum guidelines.

4.
Meet with department head and liaison for approval of setting retention on record.

5.
Obtain approval from Records Management Committee for new record or amended record retention scheduling.

6.
Prepare SLR 520 ("Approved SLR 520 Substitute") for amended filing of Records Control Schedule.

a.
Submit to Texas State Library for approval.

7.
Upon approval from the State, amend department Records Control Schedule.

8.
Notify department of approval and provide with schedule revisions.

Department Liaison
9.
Retain revised schedule and destroy old schedule.
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Records Management Procedures
Subject:   Sensitive and Confidential Records 


Responsibility
Action
Department Liaison
1.
Evaluate records to determine which may be sensitive in nature.

a.
An entire group of records, or a particular set of documents may be classified as sensitive. 

b.
Prepare list of records to be considered.

c.
Submit to Department Head.

Department Head
2.
Verify sensitive record list.

a.
Does this record contain information that should not be released to the public?

b.
Does access to this record need to be restricted?

c.
Why should access to this record be restricted?

3.
Notify Records Management of all records considered sensitive in nature.

a.
Provide a full description of identified record.

b.
Include a concise reason why you think access should be restricted or record must be kept in a secure manner.

Records Management
4.
Evaluate and identify critical records.

a.
Determine current security of record and appropriate destruction methods.

b.
Discuss with Legal appropriate need to maintain security over a record.

c.
May necessitate meeting with Records Management Committee.

5.
Meet with Department Head and discuss recommendations.

a.
Make arrangements for retaining this records in a secure manner while active.

b.
Recommend suggestions for retaining security while inactive.

c.
Provide information on alternative destruction methods, if available.

Department Head
6.
Provide cost analysis to determine needs for potential additional security of record while active and cost of secure destruction of record.

a.
These potential costs will need to be figured into your budget if they already are not.

Records Management Procedures
Subject:   Annual Review of Retention Schedules


Responsibility
Action
Records Management
1.
Evaluate by individual department:

a.
Current Records Control Schedule.

b.
Record Destruction List for past year.

c.
Records transferred to storage.

2.
Meet with Department Head and Liaison for any changes that occurred over the past year.

Department Head/Liaison
3.
Evaluate how department organization and purposes have changed over the past year.

a.
Has there been a reorganization of work processes?

b.
Have purposes changed for your work product?

c.
Have any new records been introduced into your work process?

d.
Have any records been incorporated into others?

e.
Have any records been eliminated?

4.
Review with Records Management any changes.

Records Management
5.
Changes in department records require following appropriate procedure.
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Records Management Procedures
Subject:   Requests for Additional Filing Equipment or Storage Boxes


Responsibility
Action
Requester
1.
Complete Filing Equipment Needs Form.

2.
Send completed form to Records Management Coordinator.

Records Management
3.
Evaluate request against control schedule, and annual records use.

a.
An on-site inspection may be necessary.

4.
Notify requester of decision.

5.
Notify Purchasing of decision.                 
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Records Management Procedures
Subject:   Designating a New Records Management Liaison


Responsibility
Action
Department Head
1.
Notify Records Management of new designated Liaison.

2.
Briefly explain program to liaison.

Records Management
3.
Make change to Liaison list.

4.
Contact Liaison to schedule introduction briefing of duties and responsibilities.

5.
Follow-up in two weeks.


[This page left intentionally blank.]

Records Management Procedures
Subject:   Requesting Record(s) from Off-Site Storage


Responsibility
Action
Department Liaison or Head
1.
Contact Records Management (ext. 405) to request record needed.

2.
Provide the following information:

a.
Box Number, if known.

b.
Record Title and Number, including description if necessary.

c.
How long record(s) will be needed.

3.
Expect delivery to Records Processing Center within 24 hours.  If needed sooner, let Records Management know.

Records Management
4.
Verify box is still in storage and not destroyed.

5.
Contact Angelo Archives for delivery.

6.
Notify department of delivery.

a.
Flag a "return by" date on record(s).

7.
Note "return by" date on data base.

Records Management Procedures
Subject:   Returning Record(s) to Off-Site Storage


Responsibility
Action
Records Management
1.
Notify department of record(s) checked out.

Department Liaison or Head
2.
Deliver record(s) to Records Processing Center at prearranged time.

Records Management
3.
Check contents against original Records Storage Transfer Form.

a.
If discrepancy exists, notify department.

4.
Contact Angelo Archives to pick up box(es).

5.
Note "returned by" date on data base.

Records Management Procedures
Subject:   Notifying Departments about Disposition of Records 


Responsibility
Action
Records Management
1.
Prepare Notification of Records Transition [MANUAL\TRANSFER.FRM] form for each department.

a.
Use Record Number.

b.
Use Department Title if different from State Title.

c.
Determine disposition dates according to what remains in office and what is retained in storage.

d.
Indicate whether record is to be destroyed or stored.

2.
Send Notification of Records Transition form to specific department along with reminder letter of how to proceed from here and what forms to use.

a.
Filing Equipment Needs Form.
b.
Record Destruction List.
c.
Records Storage Transfer Form.
3.
Follow-up in two weeks to see how progressing.

Records Management Procedures

Subject:  Microfilming and Processing of City of San Angelo Records

1 Purpose
The purpose of this procedure is to provide detailed instructions describing the process for microfilming of City records.  These procedures shall be used when producing microfilm for the City of San Angelo or by a City department.  

2 Scope
This procedure is in accordance with the City of San Angelo Micrographics Program Plan and applies to all microfilming of any City of San Angelo record whether maintained solely in microfilm format or the microfilm is used as a backup or security copy of any record regardless of its retention period.  This procedure does not apply to convenience filming of records.   

All microfilming and processing of microfilm by a City department or by a microfilm service company for the City shall be in accordance with the rules and standards as established by Local Government Code, Chapter 204 and administrative rules concerning microfilming adopted under authority of the statute by Texas State Library and Archives Commission (Texas Administrative Code, Title 13, Chapter 7), as found in Attachment A to this procedure, and applicable American National Standards Institute (ANSI) and Association for Information and Image Management (AIIM) standards.

If conflict exists between this procedure and Texas Administrative Code, Title 13, Chapter 7, then T.A.C., Title 13, Ch. 7 governs. 

This procedure shall be reviewed annually for compliance with the Local Government Code, Chapter 203 and the rules adopted under it.

3 Procedure
3 Document Preparation 

3 Each department is responsible for the preparation of its records for microfilming.  

3 Arrange records in a logical filing sequence, preferably by the Records Series categories in the department's approved Records Control Schedule.

3 Remove all staples, rubber bands, or other binding.

3 Determine number of pages required to fill one roll of microfilm  (approximately 2200 images) and band with rubber band.

NOTE:  One page equals one image.  If a document is printed on front and back, then each page is one image each.

3 If microfilming is to be done by a microfilm service company, transfer the prepared records to the Records Management Department for insertion of targets and transfer of documents to microfilm service company.

3 If microfilming is to be done in-house by a City department insert editorial and technical targets as outlined in 3.1.3.1 of this procedure.

3 A unique department identification code will be assigned to each microfilm roll by the Records Management Officer.  The identifier will be similar to the department code used for storage of boxed records, and "M" which identifies it as microfilm, and a sequential roll number.

EXAMPLE:  CS-M-0001  which indicates the roll is from the City Secretary Department, and is roll number 1. 

3 Use of Editorial and Technical Targets 

3 Prepare and insert editorial and technical targets in accordance with T.A.C., Title 13, Ch. 7, §7.26 (Attachment B of this procedure).  These targets are supplied by the Records Management Officer and are the only targets approved for use for filming City records.

3 A resolution target is not included as an attachment, but it shall comply T.A.C., Title 13 Ch. 7, §7.24(b)(3)(C).  Photocopies of the resolution target may not be used.  City departments performing in-house microfilming should contact the Records Management Officer for an approved resolution target.

3 Instructions for completing each target is contained on the back of the target.

3 Whenever possible, all targets must face the same direction as the records being microfilmed.

3 If an original is of poor quality and the legibility and readability are questionable when displayed on a microfilm reader or when reproduced in paper copy, then a target stating the reason for the poor image quality must be placed directly before the image.

3 Targets will be sequenced on microfilm as detailed in 3.1.3 of this procedure.

3 Image Sequence

3 The target and image sequence on roll microfilm and retakes must be in accordance with T.A.C., Title 13, Ch. 7, §7.27, and as follows:

(a)
Leader (minimum of 700 millimeters (28 inches) of blank film);

(b)
Density Target;

(c)
Resolution Target;

(d)
Title Page;

(e)
Records microfilmed;

(f)
Certificate of Authenticity;

(g)
Density Target;

(h)
Resolution Target;

(i)
Retakes, if required (see 3.1.4 of this procedure);

(j)
Trailer (minimum of 700 millimeters (28 inches) of blank film).

3 For image and target sequence for non-essential or short term microfilm, see T.A.C., Title 13, Ch. 7 § 7.27(b).

3 Retakes

3 Filming sequence for retakes on all microfilm shall be:

(a)
Title target identifying the retake records;

(b)
Retake records;

(c)
Certificate of Authenticity;

3 The department identification code will be assigned to retake rolls.

3 Microfilm Processing Standards 

3 All master microfilm must comply with all applicable ANSI/AIIM standards as required in T.A.C., Title 13, Ch. 7, §7.23 and §7.28. 

3 All duplicate film must be diazo film conforming to ANSI IT9.5-1988 or latest revision and in accordance with T.A.C., Title 13, Ch. 7, §7.23.

3 Inspection and Verification of Microfilm

3 Inspection and verification of microfilm shall be in accordance with T.A.C., Title 13, Ch. 7, §7.24.

3 Labelling

3 Each microfilm container will be labelled to show, as a minimum, the roll number, the name of the department, records series, and retakes (if any).

3 The labelling for microfiche and aperture cards will be in accordance with T.A.C., Title 13, Ch. 7, §7.29 (c) and (d).

3 Indexing

3 Each microfilm image will be marked using image marking in accordance with ANSI/AIIM MS8-1988 (or latest revision).

3 An index to each microfilm roll will be maintained to allow ease of retrieval of documents.

3 Standards for Producing Microfilm Other than Roll Microfilm.

3 Computer Output Microfilm (COM) shall be produced in accordance with T.A.C., Title 13, Ch. 7, §7.30.

3 Jacketing of microfilm images shall be in accordance with T.A.C., Title 13, Ch. 7, §7.31.

3 Aperture card/CAD systems standards for production, testing, and storage of aperture cards shall be in accordance with T.A.C., Title 13, Ch. 7, §7.34.

3 Step-and-Repeat systems standards shall be in accordance with T.A.C., Title 13, Ch. 7, §7.35.

3 Expungement of records from microfilm shall be in accordance with T.A.C., Title 13, Ch. 7, §7.31, with all applicable documentation retained on file by the Records Management Officer.

3 Documentation on processed microfilm shall be kept on file by the Records Management Officer and shall be retained until final disposition of all microfilm documented.  Documentation will be maintained on approved forms (Attachment C to this procedure).

3 Documentation shall contain the following:

3 Titles of records filmed;

3 Quality control tests conducted;

3 Results of quality control tests; 

3 Dates records filmed;

3 Disposition of records after filming;

3 Dates filmed processed;

3 Disposition of film;

3 Reduction ratio used; 

3 Records series contained on each microfilm;

3 Equipment on which each microfilm was filmed and processed.

3 Storage of master microfilms for long-term retention or permanent retention records shall be stored in an approved offsite storage facility in accordance with T.A.C., Title 13, Ch. 7, §7.28 entitled "Master Microfilms."

4 References
4 Texas Administrative Code, Title 13, Chapter 7

4 Applicable American National Standards Institute (ANSI) and Association for Information and Image Management (AIIM) standards.

4 American National Standard for Photography (Film) - Micrographic Sheet and Roll Films-Dimensions (ANSI PH1.51-1983 or latest revision);

4 Standard for Information and Image Management - Specifications for 16 mm and 35 mm Roll Microfilm (ANSI/AIIM MS14-1988 or latest revision);

4 American National Standards Institute Practice for Operational Procedures/Inspection and Quality Control of First Generation, Silver-Gelating Microfilm of Documents (ANSI/AIIM MS23-1991 or latest revision);

4 American National Standard for Photography (Chemicals) - Residual Thiosulfate and Other Chemicals in Films, Plates, an papers - Determination and Measurement (ANSI/ASC PH4.8-1985 or latest revision);

4 American National Standard for Imaging Media (Film) - Silver-Gelatin Type - Specifications for Stability (ANSI IT9.1-1989 or latest revision);

4 American National Standard for Photography (Film) - Processed Safety Film - Storage ANSI IT9.11-1991 or latest revision);

4 American National Standard for Imaging Media (Film) - Ammonia-Processed Diazo Films - Specifications for Stability (ANSI IT9.5-1988 or latest revision).

5 Attachments
5 Attachment A - Texas Administrative Code, Title 13, Chapter 7

5 Attachment B - Editorial and Technical Targets

5 Density Target - LRD MF10 (12/90);

5 Title Page - LRD MF6 (Rev, 2/92);

5 Certificate of Authenticity -  LRD MF17 (2/92);

5 Declaration by Camera Operator - LRD MF9 (Rev. 2/92);

5 Restriction and/or Classification Target - LRD MF8 (12/90);

5 Start of Expungement - LRD MF11 (12/90);

5 Expungement Certificate On Film - LRD MF12 (12/90;

5 Attachment C - Documentation Forms

5 Expungement Certificate Off Film - LRD MF13 (12/90);

5 Microfilm Inspection Collection Form (Part A) - LRD MR14 (Rev. 2/92)

5 Microfilm Inspection Data Analysis Form (Part B) - LRD MF15 (12/90

5 Microfilm Control Log - LRD MF16 (Rev. 2/92)

5 Certificate of Authenticity Off Film COM - LRD MF5 (Rev. 2/92)
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