
INTRODUCTION
Each day City of San Angelo employees create, retrieve and transmit huge volumes of records.  These may include letters, memos, plans, permits, financial statements, contracts, computer generated printouts and reports, and countless other documents.  To be of use, records must be properly managed so the information they contain can be readily retrieved for use or preserved for future consideration.  Many records have no value beyond current use.  Most records will be disposed of systematically and in an accountable manner.

Effective September 1, 1989, the Local Government Records Act, instated by the Texas legislature, set out the duties and responsibilities of local government officials in the preservation, microfilming, destruction and other disposition of local government records.  The purpose of this act is for the efficient management and preservation of local government records, to create convenient access to these records through establishment of a sound records management program, and to establish uniform standards and procedures for the disposition of these records.  Each local government is required to have an officially approved Records Control Schedule.  On December 18, 1990, the San Angelo City Council adopted an ordinance to address the requirements of this act and provide the city with the means for developing a records management policy and program.

The City of San Angelo Records Management Program is coordinated by the Records Management Officer located in the office of the City Clerk.  However, each department head is the custodian of that department's records and, as such, is responsible for reviewing and complying with the contents of this manual, as well as distributing information to staff.

The heart of this program is the Records Control Schedule.  This schedule, unique to each department, is a timetable listing of all records created or received by a department. It shows how long records are to be retained, where and in what manner they are to be maintained while active and inactive, and when and how they are to be disposed.  This has been designed following an extensive inventory identifying and quantifying all the records created and received in the course of doing business.  Your records will be retained in office areas, moved to storage, destroyed, microfilmed or otherwise preserved according to this schedule.

Included in this manual is information on the overall goals of the Records Management Program, responsibilities of participants in the program, individual department Records Control Schedules, policies and procedures, and forms to be used.  Occasionally we will be adding  and revising  this manual as the need arises.  In order to have a viable, dynamic program, the guidelines in this manual will be incorporated into your department's operating procedures.  We believe active participation in this program will make us a stronger organization, more capable of responding to the public's needs.

March 1994

Alicia Ramirez
Records Management Officer                                  

OFFICIAL POLICY OF THE CITY OF SAN ANGELO
To provide for efficient, economical, and effective controls over the creation, distribution, organization, maintenance, use, and disposition of all City records through a comprehensive system of integrated procedures for the management of records from their creation to their ultimate disposition, consistent with the requirements of the Texas Local Government Records Act and accepted records management practice.
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POLICY DIRECTIVES
The following policy directives are legally defined and established in an Ordinance addressing the Records Management Program (Chapter 31, Sections 1-16).

1.
All city records are public property.  No personal or property rights may be attached to these records.  At no time will there be unauthorized destruction, removal, or use of these records.

2.
Department Heads are expected to:

a.
Cooperate with Records Management to carry out the program's policies and procedures.

b.
Adequately document the transactions of government business and services, programs, and the duties for which their department and staff are responsible.

c.
Maintain records in their care and carry out dispositions in accordance with Records Management policies and procedures.

3.
Department Records Liaisons are expected to:

a.
Coordinate and carry out policies and procedures of Records Management Program within their departments.

b.
Distribute information to the department's staff regarding the Records Management Program.

4.
Records Control Schedules and amendments to Records Control Schedules must be approved by department heads and the Records Management Committee.

5.
For records to be retained beyond the authorized retention, extensions must be submitted in writing to the Records Management Committee, through the Records Management Officer.

6.
Destruction of all records will go through the Records Management Officer, who will seek approval from the Records Management Committee.

7.
Centralized records storage will be under the direct control and supervision of the Records Management Officer.

8.
Microfilming will be centralized and under the direct supervision of the Records Management Officer.


"LOCAL GOVERNMENT RECORD"

Means

Any document, paper, letter, book, map, photograph, sound or video recording, microfilm, magnetic tape, electronic medium, or other information recording medium, regardless of physical form, or characteristic and regardless of whether public access to it is open or restricted under the laws of the state, created or received by a local government or any of its officers or employees pursuant to law, including an ordinance, or in the transaction of public business.

Texas Local Government Act
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STATEMENT OF GOALS
To create and maintain a professional Records Management Program that will provide an orderly approach to managing the volume of municipal records throughout all city departments.

I. To release space and reduce the need for storage and filing equipment.

I. Reduce the volume of active records held in city offices.

I. Provide records management consultation to all city departments.

I. Make recommendations concerning filing methods and selection of storage and standard filing equipment.

I. Establish and maintain centralized storage of inactive and permanent records.

I. Address micromedia issues concerning preservation of city records.

I. Evaluate and manage electronically generated reports.

II. To develop and maintain an efficient retrieval operation for both active and inactive records.

II. Active Records:

II. Evaluate the feasibility of establishing standardized filing procedures and in file organization.

II. Assist in selecting standard filing equipment for most efficient retrieval of departmental records.

II. Assist in the design and layout of filing equipment in the departments for more efficient paper flow.

II. Develop and publish a Records Management Manual for all records users.

II. Advise city personnel regarding the principles and procedures of an efficient records system.

II. Inactive Records:

II. Maintain records management control files that allow accessibility to stored, inactive records.

II. Routine disposal and documentation of City records having expired retention periods.

II. Access methods for cost-efficient preservation of permanent records.

III. To maintain security over city records.

III. Inventory city records and set up Records Control Schedules with suggested disposition schedules.

III. Design and implement procedures and establish controls to enhance the safety of stored records.

III. Microfilm certain designated record types before destruction of the hard copy.

III. Provide a system to control records retrieval and replacement through storage.

III. Maintain a Records Destruction Log listing records that are destroyed according to approved Records Control Schedules.

III. Establish and maintain a policy for accessibility to confidential records.

III. Identify and protect vital records.

III. Establish off-site storage for original silver-halide microfilm to serve as a security copy of master film.

IV. To communicate the need for an effective records management program.

IV. Keep open communication lines with all departments.

IV. Write occasional articles for municipal newsletter to promote citywide awareness of the Records Management Program.

IV. Write publicity releases regarding parts of the program.

IV. Serve as records management advisor to all departments.

IV. Annual report before City Council on status of program.

RECORDS MANAGEMENT COMMITTEE
The Records Management Committee is made up of the following:

City Manager

City Attorney

Finance Director

Risk Management Director

Designated City Council Member

Their duties include assisting the Records Management Officer in development of the Program's policies and procedures; reviewing the Program on a regular basis, including proposing changes and improvements; reviewing and approving Records Control Schedules and amendments; giving final approval of destruction of records in accordance with approved Records Control Schedules; and actively supporting and promoting the Records Management Program throughout the City.

VITAL RECORDS COMMITTEE

CHARTER
The Vital Records Committee is made up of permanent representatives from the following departments:


City Attorney


Finance 


Risk Management


Records Management 


Other department's representatives will serve on the Committee as the need dictates.

The Vital Records Committee is charged by the City of San Angelo Records Management Committee with the responsibility of ensuring the protection of the City's vital records by implementing and enforcing a vital records program for the City, including making operational changes in the program when necessary.   The Committee will assist in identifying those records that must be protected in the event of a natural or man-made disaster.  Such records are necessary to continue operations without delay under emergency conditions, and contain information necessary to recreate the City's legal and financial position, to protect the rights of City employees and customers, and to protect the public's equity in our organization.  It is essential those critical records are identified and a plan implemented to ensure maximum availability of the City's records in order to re-establish operations quickly and with minimum disruption and expense.


VITAL RECORDS PROGRAM PLAN


CITY OF SAN ANGELO

The Vital Records Program is an integral part of the City of San Angelo Records Management Program.  Its purpose is to protect those records containing information essential to the survival of the City in the event of a disaster (natural or man-made) and to the continued operations of the City without delay under emergency conditions.  These vital records contain information necessary to recreate the City's legal and financial position, to protect the rights of City employees and customers, and to protect the public's equity in our organization.  These records may be on paper, magnetic, digital, micrographic, audio-visual, or other medium.   

Vital records fall into two categories ‑ those that cannot be dispensed with nor replaced, and those that cannot be dispensed with but could be replaced only through the expenditure of substantial time, money or labor.  It is imperative these critical records are identified and a plan established to ensure that each municipal office and department has maximum availability of the City's records in order to re-establish operations quickly and with minimum disruption and expense.  

The protection of vital records is mandated by the City of San Angelo Basic Emergency Operations Plan, section VIII.B, Preservation of Records, which reads, "In order to provide normal government operations following a disaster, vital records must be protected.  These would include legal documents, as well as personal documents, such as property deeds and tax records.  The principal causes of damage to records are fire and water; therefore, essential records should be protected accordingly."

To develop a plan that will encompass and protect all municipal offices and departments, a Vital Records Committee has been established.  The Committee is made up of permanent representatives from the following departments:


City Attorney


Finance 


Risk Management


Records Management

Other departments' representatives will serve on the Committee as the need dictates.  Each department must participate in analyzing its own operation and records to decide what information is vital to its continued existence.

This Vital Records Program Plan will become a part of the City's Records Management Program Manual and will be distributed to each municipal office and department.

PROGRAM DEVELOPMENT AND IMPLEMENTATION

The Vital Records Program will provide for the processes to identify, protect, and recover vital records and will be developed through a phased five-step process:

(
Identification of records that are important enough to merit protection against loss

(
Determination of level of protection needed for records

(
Evaluation of most effective and cost-efficient means for providing protection

(
Development of records recovery program to assure records are retrievable in case of disaster

(
Monitoring for effectiveness and revision as necessary.

The Vital Records Program will be administered by the City of San Angelo Records Management Coordinator.  

Identification of Vital Records

The most difficult part of establishing a vital records program is identifying those records that are indeed vital.  It is important that only those records and information that are absolutely necessary to continue or resume City business are protected from permanent loss.   Generally, vital records and information represent only a small portion of all the records and information retained by an organization, and those records and information usually already have some degree of protection.  Not all vital records and information are permanent records, and not all permanent records and information are vital.  A record may be vital for a short period of time, and it may not be considered vital throughout its designated retention period. 

Identification of vital records will be accomplished through an in-depth review of all existing City Records Retention Schedules as approved by the State, and interviews with each department's staff to decide the criticality of the record, the level of protection needed, and where the record is currently located.  Also, state and federal laws and regulations will be reviewed to ensure all legal requirements for vital records protection, if any, are met.  The departmental Records Retention Schedules will be revised to show those records determined to be vital and will contain, as a minimum, the retention period of the record, method of protection for the record, and frequency of updates.

Categories of records that will be given special consideration during the review of existing City Records Retention Schedules are:

(
Records that give authority for operation of the City and its various departments, including the minutes of City Council, ordinances, and resolutions that have legal force;

(
Records that document obligations owed to the City.  Most of these are financial records, but some document other obligations;

(
Records that would be essential to operations and would be difficult to reconstruct.  For example, blueprints showing locations of the City's underground water lines, gas lines, or other underground utilities, or records showing the basis for tax assessments;

(
Records that document obligations to employees by the City.  Examples are personnel records showing job status and retirement, or other accrued benefits;

(
Records that document civil and property rights of citizens.  For example, deed records, court decisions (especially those documenting permits, deeds, etc.);

(
Records that document ownership of City property, especially property that is of significant value, including City Farm and lake leases.

Protection of Vital Records
Since a vital record, by definition, must be protected against disaster, the level of protection for these records must be such that the retrieval is efficient, both in cost and labor.  Therefore, the level of protection must be in direct proportion to the importance of the record.  For instance, some records do not have the same legal standing if it is a duplicate.  Therefore, these types records must be safeguarded against any damage or loss.  Other records have the same legal standing whether it is an original or a duplicate and may be afforded a lesser degree of protection.

Several methods of protection are viable, depending on the category of the record.  For long term retention records, microfilm is the recommended media.  For shorter retention records and those records that must be kept current, other procedures may be most cost effective and efficient.   Examples of protection methods other than microfilm are:

(
Duplication and dispersal

(
Onsite storage

(
Offsite storage

As each vital record is identified, a level of protection will be determined that will provide the most efficient and cost effective method of storage, update (if required), and retrieval.

Updating and Rotation of Vital Records
In order for a vital record to remain vital, it must be up-to-date.  As records are updated or superseded, the current copy of the vital record will replace the outdated record.  A revision schedule will be established for each identified vital record to ensure the most current copy is protected against loss.

Methods of Recovery of Vital Records
In the event of a disaster, the recovery of the City's vital records is crucial to ensure that the City can resume "business as usual" within a minimum amount of time.  Restoring the City's operations is more than just simply retrieving dispersed backup copies of records.  The recovery plan must also detail the who, how and when for the recovery process.  A Vital Records Recovery Plan will provide the details for recovering and restoring the City's vital records.  It will contain specific instructions to be followed, including:

(
Designation of the Recovery Team, including names, addresses and telephone numbers, both work and home in case a disaster should occur after working hours or on a weekend;

(
Location of alternate quarters for effected offices as defined by the City of San Angelo Basic Emergency Operations Plan;

(
Location of special facilities and expert assistance to aid in records salvage;  

(
Availability and location of required equipment (i.e., computers, computer software, microfilm reader/printers, copiers, etc.);

(
Listing of all records that must be quickly recovered or reconstructed;

(
Methods of recovery of water damaged records and fire damaged records, regardless of media type;

(
Methods of retrieval of duplicate copies dispersed for protection.

The Vital Records Recovery Plan will become a part of the City's Records Management Program Manual and will be distributed to each municipal office and department.

Program Controls and Monitoring
Controls will be established to monitor the vital records program and to ensure the accessibility and retrievability of the records.  The Vital Records Retention Schedule will provide the method of protection for a record, its frequency of update and any special instructions necessary for its protection and recovery.  Vital records will be identified and transferred to protective storage independently of routine record storage.  This ensures that the vital records will not be mixed with the other types of City records that may be stored or filed in the same vicinity as the vital records.  

Periodic audits of the vital records program will be made to determine compliance with the program.  Included in the audit will be a determination if the latest or current copy of the vital record is in place.

The Vital Records Committee will be responsible for the control and monitoring of the Vital Record Program, and for the revision of the program as required.
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MICROGRAPHICS PROGRAM PLAN


CITY OF SAN ANGELO

Policy
The City of San Angelo micrographics program shall comply with the rules and regulations 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, "Microfilming Standards and Procedures"), and with applicable American National Standards Institute (ANSI) and Association for Information and Image Management (AIIM) standards for microfilming of local government records to assure legality, archival film quality, density, and resolution of microfilmed records.

Microfilming of City records designated as permanent, long-term and/or vital will be accomplished in accordance with the standards and procedures for microfilming City records as established by the City of San Angelo Micrographics Program Plan.  The program shall be under the direct supervision of the Records Management Officer. 

City records microfilmed by a service company shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan, and shall be subject to periodic review by the Records Management Officer for compliance.  A plan and detailed procedures shall be submitted to the Records Management Officer by the service company.  The plan and procedures will become a part of the San Angelo Micrographics Program Plan for the duration of the contract with the service company.

In-house microfilming of City records within individual department shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan and is subject to periodic review by the Records Management Officer for compliance with administrative efficiency, and cost-effectiveness.  Convenience microfilming of short-term retention (less than 10 years) records may be done in-house without complying with all the standards.  Convenience filming of City records is discouraged and should not be done as a routine practice.  

Master microfilm produced for the City shall be the property of the City.  Master microfilm stored by a service provider shall be available to the City with delivery of the master microfilm made within no more than five working days after notice.

Background
The preservation and protection of City of San Angelo records designated as permanent, long-term and/or vital is accomplished by microfilming of the records.  Microfilming is the photographic process of creating miniaturized images of records on film.  The microfilm format may be roll microfilm, microfiche, aperture cards, computer output microfilm (COM), or other formats produced by any microphotography or other means of miniaturization on film.  The maintenance of any local government record on microfilm in addition to or instead of paper or other media is authorized by Texas Local Government Code, Chapter 204, (204.002.   Microfilm has been in extensive use for public records for over fifty years.  It is a standardized product and is not brand-dependent for media or equipment.

The ability to preserve the records of the City, protect the file integrity of permanent and vital records, provide reliable, convenient, and efficient access to records in a organized and systematic way are definite advantages to the use of microfilm.  Another major advantage is the ability to store large numbers of records in a relatively small area.  One roll of film can hold at least 2400 images - equal to about one and one-half file cabinet drawers or 2 cubic feet.   

The original of records that have been microfilmed in accordance with T.A.C., Title 13, Chapter 7 may be destroyed prior to the expiration of their retention period.  The ability to destroy several hundred cubic feet of permanent and long-term retention paper records is important to the efficient and cost effective management of City records.

Permanent records, long-term retention records (longer than 10 years), and vital records can be best preserved on microfilm.  This program ensures these records are maintained in their proper file order, conveniently available for use and, at the same time, stored in an acceptable off-site facility for long term preservation and to safeguard against loss.

Plan
Microfilming shall be accomplished in accordance with this Micrographics Program Plan and the "Microfilming and Processing of City of San Angelo Records" procedure which is a part of the City of San Angelo Records Management Manual.   The program is under the direct supervision of the Records Management Officer.

Microfilmed records when produced in compliance with this Program Plan and associated procedures, and in compliance with the rules and regulations of T.A.C., Title 13, Ch. 7, are considered original records and are acceptable by any court or administrative agency.  

This program applies to records with a retention period of permanent, long-term (over 10 years) and vital records.  Records with a retention period of less than 10 years will not be included in the microfilming program unless the record is considered vital.  

All microfilm produced for or by the City of San Angelo will consist of one (1) master microfilm and a minimum of one (1) diazo duplicate film.

Master microfilm must meet American National Standard for Imaging Media (Film) - Silver-Gelatin Type - Specification for Stability (ANSI IT9.1-1989 or latest revision).  Polyester film must be used for permanent and long-term film.

Duplicate film must be diazo film conforming to American National Standard for Imaging Media (film) - Ammonia-Processed Diazo Films - Specifications for Stability (ANSI IT-9.5-1988 or latest revision). 
The master microfilm of City records shall be stored at an approved commercial facility separate from the facility where the original records, if retained, are stored.  

Originals of records that have been microfilmed may be destroyed only after approval by the Records Management Officer and the Texas State Library.   

Records of the City maintained only on microfilm shall have the same access by the public as records on paper or any other medium.  If microfilm is the only media source, a paper copy may be made available for public use.  However, the master microfilm will not be made available for public access. 

Microfilm Service Company 
Microfilming of City records may be accomplished by a microfilm service company and shall be centralized under the Records Management Officer.  The microfilm service company shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan and in accordance with T.A.C. Title 13, Chapter 7.  A plan and detailed procedures shall be submitted to the Records Management Officer by the microfilm service company which shall become a part of the San Angelo Micrographics Program Plan for the duration of the contract.

Documentation concerning how the microfilming is produced, tests and results of the tests (including compatibility of chemicals, film, and processor used in processing), shall be provided to the Records Management Officer by the microfilm service company. 

All costs associated with microfilming by a service company shall be funded by the City of San Angelo's Records Management Program and will be accomplished under contractual agreement between the microfilm service company and the City of San Angelo 

In-House Microfilming
Convenience filming of short-term retention records may be done by departments without complying with all standards set out in this Plan.  However, any record filmed for convenience purposes must be retained in its original form for the duration of its retention period.  Departments using convenience filming shall submit to the Records Management Officer a listing of the records being filmed, the use of the microfilm, and the location of the original record.

Departments with in-house microfilming capabilities may produce official film of City records with a retention period of permanent, long term and vital.  The process shall be under the supervision of the Records Management Officer and shall comply with the standards and procedures established by this Plan to ensure archival quality microfilm.  Departments producing official microfilm must submit to the Records Management Officer a listing of the records being microfilmed, where the microfilm is processed, and the documentation concerning tests and results of the tests (including compatibility of chemicals, film, and processor used in processing) that assure archival quality microfilm. 

Documentation
The Records Management Officer shall retain on file all documentation on processed microfilm and microfilmed records to include how the microfilm is produced and processed, disposition of the microfilm, and disposition of records after filming.

Procedures
Detailed procedures describing the process for microfilming of City records are contained in the "Procedure for Microfilming and Processing of City of San Angelo Records" which is a part of the City of San Angelo Records Management Manual.  These procedures shall be used when producing microfilm for or by the City.  
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