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Part I: Executive Summary 

The Records Management Interagency Coordinating Council (RMICC) reviews the activities of 
member agencies, studies other records management issues and submits reports of its findings 
to the governor and Legislature in even-numbered years. It also adopts policies (which are 
adopted in turn as rules by each member agency) that coordinate the members' records 
management activities and make other improvements to state records management.  

During the 2013-2014 reporting period, RMICC has supported the continued progress of the 
University Records Management Committee (URMC); established a plan to develop and 
distribute records management educational materials; and has been monitoring the progress of 
members who are partnering with the governor and lieutenant governor's offices to transfer 
their digital records to the Texas State Archives. Based on the work of the Council, RMICC has 
several recommendations to the Legislature and state agencies.  

RMICC Recommendations to Improve Records Management Programs 

To the Legislature 
Add resources to the Texas State Library and Archives Commission (TSLAC) to assist state and 
local governments in managing records of all types.  

" Ensure long-term access to historically valuable digital archives 

" Ensure continued availability of appropriate records management assistance is provided 
to state and local government personnel 

Both recommendations could be addressed with legislative support of TSLAC's LAR Exceptional 
Item Requests. RMICC fully supports TSLAC's request for the Texas Digital Archive. TSLAC is 
requesting funds to begin the creation of a centralized collection of state government archival 
records in electronic format. The Texas Digital Archive will improve consistency in process and 
procedure concerning preservation of historically significant digital records. Centralized storage 
will improve accessibility and increase efficiencies, thereby lowering storage costs.  

RMICC fully supports TSLAC's Exceptional Item Request to add two Government Information 
Analyst positions to assist TSLAC in providing guidance to state and local governments in 
appropriate records management practices. Improving appropriate management of records 
benefits the state by increasing the potential for more effective records management practices 
which help eliminate costs associated with storage and maintenance of records.  

To State Agencies 
Identify solutions for managing the explosion of information contained in a plethora of 
electronic systems throughout the state. Agencies can also contribute significantly towards 
improvements for managing government records with these two recommendations:
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" Improve strategic organizational alignment of records management program 
" Develop electronic records management partnerships 

Records management programs at agencies and universities should be aligned with the 
compliance office or with a similar department having the authority and resources to reach the 
entire agency or university.  

Agencies should create executive-level, cross-functional, internal partnerships to address 
electronic records management. Partners should include executive, management, compliance, 
records management, information technology, archives, legal, audit, emergency management, 
departments, program areas, records creators, and other stakeholders, as appropriate.  

To TSLAC 
TSLAC should expand its records management outreach through ongoing partnerships with 
RMICC and other state agencies.  

" Expand the distribution of the records management educational flyers and promotion of 
other records management educational opportunities 

" Provide content for DIR's biennial Information Resources Deployment Review survey 

TSLAC should look for new avenues for distributing the records management brochures created 
by RMICC such as handing out copies at conference booths. TLSAC could keep the basic records 
management information and replace the content specifically related to state agencies and 
universities with information relevant to local governments. The local government brochures 
could be distributed at regional training workshops.  

The State and Local Records Management Division (SLRM) of TSLAC works with state agencies 
and universities on record related issues through Records Management Officers in each 
organization. In an effort to gain as comprehensive an understanding of how electronic records 
are being collected and used within agencies, RMICC recommends reaching out to the 
Information Resource Managers within those organizations as well. Instead of creating a 
separate survey, RMICC recommends that SLRM develop a set of records management based 
questions for inclusion in the biennial Information Resources Deployment Review survey 
conducted by DIR.  

University Records Management Committee 

The URMC was established to analyze the status of records management programs in Texas's 
higher education institutions, and to encourage collaboration among the various university 
records management professionals; investigate the best practices to develop a model university 
records management program; and make recommendations to the State and Local Records 
Management Division of the Texas State Library and Archives Commission (TSLAC) - especially 
in the development of a university general retention schedule.
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The Records Management Assistance (RMA) unit of TSLAC and the URMC Steering Group 
continued to develop the Texas State Universities Records Retention Schedule (URRS) in 2013 
and 2014. A draft of the URRS has been benchmarked against applicable laws, the existing 
Texas State Records Retention Schedule, applicable local government retention schedules and 
guidelines of the American Association of Collegiate Registrars and Admissions Officers 
(AACRAO). Over the next two years, the committee expects to complete the review of the URRS 
and submit it for approval to RMICC who will then recommend the adoption of the schedule by 
TSLAC.  

Once the URRS is approved by RMICC, the committee will move forward on nine strategic 
directions they have identified. Work in these nine areas will provide practical records 
management resources to records professionals so they can respond to the unique records and 
information management needs within institutions of higher education.  

Educational Workgroup 

During this two year reporting period, RMICC looked for ways to improve records management 
outreach to the Legislature, state agencies and universities. The project identified was to 
develop a series of brochures which can be widely disseminated. A committee was formed from 
multiple state agencies and universities. The outcome was three brochures and a companion 
document suggesting uses for the materials. One brochure focuses on the Legislature and 
legislative records, and the other two are different sized versions of the same brochure for state 
agencies and universities.  

The final versions were approved at the June 2014 Council meeting. The brochures are concise 
and a helpful resource for introducing someone to records management theory and practice in 
Texas state government. Each brochure contains multiple hyperlinks to more in-depth material if 
the reader wants to learn more. The materials are posted on the RMICC website, as well as 
several member agency websites. A copy of the brochures can also be found in Appendix A.  

Governor and It. Governor's Records 

In February 2014, TSLAC met with the Governor's Office (OOG) to develop a plan for the 
transfer of Governor Perry's records to the State Archives at the end of his term. The biggest 
challenge with this transition will be the intake of approximately 10 terabytes (TB) of electronic 
records from the OOG; this will be the first time the State Archives is accepting an electronic 
record submission. TSLAC and OOG have been coordinating efforts with the Texas Department 
of Information Resources (DIR) to facilitate the transition.  

In addition, in September of 2014, TSLAC met with the Lt. Governor's Office to discuss the 
transfer of Lt. Governor Dewhurst's records at the end of his term. The amount of electronic 
records to be transferred has not been determined. DIR will also be assisting with this project.
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TSLAC and DIR have been reporting on the progress of this project at RMICC meetings. RMICC 
members are very interested in the outcome of these pilot projects. The Council sees the 
potential for expansion of the program to other state agencies if funding can be secured during 
the 84th Legislative Session. The funding needed to perform this work comprises TSLAC's Texas 
Digital Archive Exceptional Item Request.  

This biennial report details RMICC's background, activities, findings and recommendations. We 
encourage review of the full report and appendices for more information regarding the work of 
the Council and subcommittee recommendations of this biennial report.
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Part II: Background of RMICC 

Composition, Charges, Mission and Goals 

The Records Management Interagency Coordinating Council was established by Senate Bill 366 
of the 74th Legislature. It replaced the State Library and Archives Commission's Records 
Management and Preservation Advisory Committee, which was abolished by the same act.  
During the 75th Legislative Session, RMICC's responsibilities were expanded to implement 
Senate Bill 897. During the 78th Legislative Session, RMICC's members were expanded to 
include one faculty member of a public senior college or university and two executive branch 
state agency information resource managers. The 80th Legislative Session removed one 
member from the Council. (Government Code 441.203) 

The Council is composed of the following officers or the officer's designee: 
(A) the Secretary of State; 
(B) the State Auditor, who serves as a nonvoting member; 
(C) the Comptroller of Public Accounts; 
(D) the Attorney General; 
(E) the Director and Librarian, State Library and Archives Commission; 
(F) the Executive Director, Department of Information Resources; and 
(G) auxiliary voting members appointed by the chair of the council with the 
consent of a majority of the permanent members of the council. The 
auxiliary voting members are composed of the following: 

(1) one faculty member of a public senior college or university, as 
defined by the Education Code, 61.003, who has demonstrated 
knowledge of records and information management; and 

(2) two individuals who serve as information resources managers, 
under the Government Code, 2054.071, for state agencies in the 
executive branch of government.  

The Council is charged to: 

(1) review the activities of each member agency that affect the state's 
management of records; 

(2) study other records management issues; and 
(3) report its findings and any recommended legislation to the governor 

and the Legislature.
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Mission Statement: 

RMICC coordinates the management of government records by: 
" Informing the Legislature on records management issues and making 

recommendations to improve records management processes and accountability; 
" Facilitating the transition from paper to electronic records; and 
" Developing consistent records management in state agencies.  

Goals for 2015-2016: 

" To facilitate the awareness of and access to practical and appropriate records 
management resources for state and local government entities.  

" To support the Texas State Library and Archives Commission in the creation, 
development and implementation of a Texas Digital Archives.  

" To support initiatives for the appropriate development of electronic records 
management for state and local government.  

History and Accomplishments 

The organizing meeting of the Records Management Interagency Coordinating Council was held 
on November 30, 1995. RMICC's chair rotates among the voting members. In the last 18 years, 
RMICC, with the help of state agencies and state universities, has published biennial reports 
and special projects including: 

" Electronic Records Research Report (1998) 
" Electronic Records Management in Texas Government Survey 

Report (2003) 
" Records Management Officer Job Guidelines (2008) 
" Best Practices Committee and University Records Management 

Committee Reports (2010) 
" Best Practices Committee Report with Records Management Survey 
" Abstract and University Records Management Committee Report (2012) 
" Educational material for legislators and for state agencies and universities (2014) 

These publications are available on the Council's website at www.rmicc.state.tx.us as 
standalone reports or as attachments to biennial reports.  

Role in Current and Future State Government Records Management 

RMICC's members represent major guiding forces in state government. These member agencies 
have vested interests in their own and other agencies' records management practices. Working 
together, RMICC's members provide necessary and unique perspectives to current and future 
records management challenges and solutions as seen in the examples below.
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The Texas State Library and Archives Commission continues to provide records management 
assistance and archival services to all state agencies.  

* Records management assistance services include standard retention schedules, 
administrative rules, agency retention schedule review and approval, training, 
consulting, inactive records storage, imaging and micrographic services. The commission 
also works with agencies using Council on Competitive Government's digital imaging 
services and secure document destruction contracts.  

" Archival services include archival record review and archival record accession into the 
State Archives. The state archivist and archival staff identify and protect historical 
records as well as those records being created today. The State Archives provides access 
to archival materials for educators, students, researchers, government entities and 
others.  

The Department of Information Resources is the technology expert, providing administrative 
rules as well as the ability to purchase technology solutions. Their close association with RMICC 
focuses on records created, stored, managed or migrated in various technologies.  

The Office of the Comptroller provides oversight and guidance to agencies regarding financial, 
payroll, travel and other fiscal areas. For example, a travel audit may highlight areas in which 
procedures-and information may be improved by an agency's records management practices.  
The Comptroller's centralized technology implementations (i.e., Project One, USAS, USPS, SPA, 
HRIS) affect agencies' records and retention schedules.  

The Office of the Attorney General provides the legal perspective to agencies regarding records 
needed for litigation and the discovery process including e-discovery. The office also 
investigates citizen complaints regarding difficulty accessing agencies' records under the Public 
Information Act or the Open Meetings Act.  

Each member of RMICC contributes to a balanced and informed view of records management 
in Texas government today.  

Electronic records have been a major focus for RMICC for more than a decade. Technology 
changes quickly, and agencies sometimes struggle to manage electronic records and keep 
policies current as new technologies are adopted. Social media, cloud and mobile computing, 
were not the hot topics in 1995 that they are in 2014. The Council will continue to study 
electronic records management at state agencies and make future recommendations to the 
Legislature.
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Part III - RMICC Project Reports 

University Records Management Committee 

The University Records Management Committee (URMC) was created to bring together 
university records managers from across the state to collaborate on records management 
issues that need to be addressed at each institution. The committee seeks to create a model 
university records management program that can be emulated no matter the size or structure 
of a university.  

URMC has continued its work over the last biennium to develop the University Records 
Retention Schedule (URRS). This is the first step in a long-range collaborative process between 
universities in the state of Texas. In 2012 URMC identified nine strategic directions upon which 
the URMC would concentrate its efforts. After completion of the URRS, URMC will turn its focus 
to the other strategic directions.  

Current Project Update 
The Records Management Assistance (RMA) unit of the Texas State Library and Archives 
Commission (TSLAC) and the URMC Steering Group continue work on the development of the 
Texas State Universities Records Retention Schedule (URRS). A draft of the URRS has been 
developed using a tracking system and has been benchmarked against applicable laws, the 
existing Texas State Records Retention Schedule, applicable local government retention 
schedules', and guidelines of the American Association of Collegiate Registrars and Admissions 
Officers (AACRAO). The project benchmarking phase is complete. The URRS was compared to 
the retention guidelines of selected Texas universities as well as the statewide retention 
requirements of Florida, Kentucky, Oklahoma, and South Carolina.  

Comprised of records managers, archivists, and TSLAC staff, the URRS Subcommittee meets bi
weekly to review and discuss 400 plus records series on the URRS draft. After comparing each 
item to all applicable rules, statutes, professional guidelines, and benchmarks, the 
subcommittee votes on whether to keep or delete the record series.  

To simplify the retention scheduling process for Texas universities as much as possible, the 
URRS will replace the State RRS for universities. The URMC unanimously agreed that the URRS 
should be adopted as an administrative rule of TSLAC, rather than a best practice guide.  

1 The following local government retention schedules were used for benchmarking: 1) Local Schedule JC: Records 
of Public Junior Colleges, 2) Local Schedule PS: Records of Public Safety Agencies, 3) Local Schedule HR: Records of 
Public Health Agencies, 4) Local Schedule PW: Records of Public Works and Other Government Services, 5) Local 
Schedule SD: Records of Public School Districts, 6) Local Schedule GR: Records Common to All Local Governments, 
and 7) Local Schedule LC: Records of Justice and Municipal Courts. These schedules are adopted as administrative 
rules of TSLAC (13 TAC 7.125).
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By the end of 2015, the URRS will be reviewed by all URMC member universities. Upon 
completion of this review, the URRS will be presented to RMICC for approval and a motion to 
present to the Texas State Library and Archives Commission for final review and adoption.  

Future Projects 
URMC has identified nine strategic directions as a core focus in the development of practical 
records management resources that respond to the unique records and information 
management needs within institutions of higher education. The nine directions are listed below 
along with brief descriptions and scope definitions. After the completion of the University 
Records Retention Schedule project, URMC will turn its focus on one or more of these areas.  

1. Records Management Policies and Procedures 
A critical baseline for any successful records and information management program is the 
policies and procedures that outline how the program will operate. The URMC plans to review 
existing policy and procedure models and devote time toward the development and review of 
policy and procedures templates and checklists that take into account administrative 
requirements for academic processes, processes involving student services, research projects 
and grant documentation, and other processes common to universities and university affiliated 
health institutions.  

2. Role and Scope of a University Records Management Program 
Each university system or university currently implements its records and information 
management program in a variety of ways. This flexibility allows institutions to develop a 
program that fits perceived needs for records and information management. One of the 
primary purposes of the URMC is to develop standards, toolkits, and best practices for a 
"model" university records management program. Such a model would be able to be utilized as 
a benchmarking tool for determining the effective placement and operation of an existing 
program, as well as a guide for implementing a program in organizations that have never 
adopted one formally. The URMC will be taking an objective look at the most effective 
reporting structures for a program and developing best practices which will not require a 
complete change in reporting structure, but strongly encourage collaboration between the 
institution's records management program and the compliance, audit, and information 
technology areas or departments.  

3. Coordination of Records Management Requirements 
In developing standards, toolkits and best practices for university records management 
programs, the URMC must identify a multi-faceted approach to records management in higher 
education that harnesses existing resources within each organization as vehicles for improving 
how the institution manages records. A generally accepted model within higher education is to 
utilize department-based coordinators for records management tasks at the department level.  
The URMC will be conducting a review of multiple programs in Texas universities that utilize 
this model and determining how it can optimally be adapted at both a large and small 
university.
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4. Records and Information Management Training 
One of the most important aspects of each program is its ability to educate employees about 
both the value of properly managing institutional information as well as their individual 
responsibilities for managing records according to policy and procedure. The URMC will review 
all existing training programs within the public universities and determine which training 
principles could be adopted across the state, as well as those which should remain unique to 
each institution. Additionally, the URMC will actively review multiple methods of training and 
delivery and the effectiveness of each method.  

5. Requirements for Electronically Stored Information 
The URMC will address the unique needs of higher education, specifically research activities as 
related to the management of electronic information. Additionally, the URMC will develop best 
practices for implementing electronic information management across line of business 
applications, imaging and shared storage along with feasible recommendations for 
documenting the disposition of information disposed from these systems. The URMC will also 
be developing a guide for enhancing communication between the records management 
programs and information technology organizations that is aimed at assisting both groups to 
understand each other's roles and needs.  

6. Email Management 
While public universities face many of the requirements and challenges in managing email that 
administrative agencies have, higher education overlays additional issues that a university 
records management program must address. The additional issues include the sheer size of the 
populations served, as well as the diversity of content across the institutions. The URMC will 
develop practical tools for implementing email management which are tailored to higher 
education. Such tools will include understanding and communicating requirements to 
employees as well as developing classification structures that accommodate employee needs 
and institution responsibilities.  

7. Archival Processes and Appraisal 
An effective records and information management program along with an effective process for 
preserving historical institution records is important. It is common for a records management 
program and the university archives to be independent of one another, yet the relationship 
between the two is critical to the institution being able to preserve records which document its 
history. Since institutions of higher education are authorized to adopt their own university 
archives functions, it is important that the URMC review existing collaborations between 
records management programs and university archives. We will develop templates for 
procedures and process workflows by which historical records can be transferred to the 
archives as well as designing tools that records managers and archivists can utilize in the 
determination of archival status.
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8. Social Media 
URMC will focus on the role of university records managers in the process of governance for 
social media within institutions. This work will take into account the level of complexity and 
volume of social media sites within a university.  

9. Digital Archives and Imaging 
The digital archives and imaging initiative will allow the URMC to assess needs and 
requirements for institutional use of digital repositories for archival records which are not 
preserved in their physical format, as well as adoption of various imaging tools to improve 
productivity and collaboration within the institution.  

Committee Background 
Original Purpose and Charge 
The University Records Management Committee ("Committee" or "URMC") shall exist: 

1. To perform an analysis of the status of records management programs in Texas's higher 

education institutions, while serving as a tool for strengthening communication and 

encouraging collaboration among records management professionals ; 

2. To develop best practices for the development of a model university records 

management program which could be used in the creation of new records management 

programs and also the assessment and strengthening of existing programs in higher 

education institutions within Texas; and 

3. To make recommendations to the State and Local Records Management Division of the 

Texas State Library and Archives Commission (TSLAC).  

In fulfilling this purpose, the Committee will evaluate: 
1. The status of records management programs in Texas's higher education institutions 

through surveying Records Management Officers and other records management 

professionals; 

2. Major facets of an effective records management program in a higher education 

environment; 

3. Methods of communication and collaboration among records management 

professionals in Texas's higher education; and 

4. Current guidelines and best practices that shape the development and operation of 

university records management programs in Texas.  

Goals: 
1. To evaluate current records management activities in Texas's public universities and 

develop best practices and ultimately a model records management program that is 

specifically targeted towards the needs of records managers in a higher education 

environment.
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2. To ensure the model records management program is clear, has aspects that are easily 
understandable and applicable across organizations and emphasizes collaboration 
throughout the organization. The model program will be based on evaluation of records 
managers in Texas public higher education, but will be able to serve as a resource for 
both public and private institutions in the development and continued improvement of 
records management programs.  

3. To encourage communication and foster collaboration among records management 
professionals in Texas's higher education.  

4. To make recommendations to the State and Local Records Management Division of 
TSLAC that will align with existing TSLAC goals in the betterment of university records 
management activities within the state of Texas.  

Membership 
Name and Job Title Membership Type Agency Represented 

Maryrose Hightower-Coyle, Records Co-Chair The University of Texas at Austin 
Management Officer' 

Sarah Jacobson, Manager, Records Co-Chair Texas State Library and Archives 
Management Assistance Commission 
Angela Ossar, Government Member Texas State Library and Archives 
Information Analyst Chair, URRS Subcommittee Commission 
Erinn Barefield, Senior Records Member UT Medical Branch at Galveston 
Analyst URRS Subcommittee 
Anne Comeaux, Assistant Library Member UT Health Sciences Center at San 
Director for Special Antonio 
Collections/Records Management 
Officer 
William Dodd, Director of Purchasing Member UT Brownsville 
and Records Management 

Melissa Ferguson, University Archivist Member UT Arlington 
Sherry Lyons, Records Management Member UT Health Sciences Center at 
Officer Houston 
R. Brooks Moore, Managing Counsel - Member Texas A&M University System 
Governance 
Dusty Norwood, Director of Member UT Medical Branch at Galveston 
Distribution Services and Chief 
Records Management Officer 
Kevin O'Sullivan, Outreach and Public Member Texas A&M University 
Services Curator URRS Subcommittee 
Michael Reagor, Government Member Texas State Library and Archives 
Information Analyst URRS Subcommittee Commission 
Kris Toma, University Archivist Member Texas State University 

URRS Subcommittee 
B. Lynn Whitfield, Associate Archivist Member Texas Tech University 

URRS Subcommittee 
Steve Woodall, Director of Health Member UNT Health Sciences Center at Fort 
Information Management Worth

15



Records Management Interagency Coordinating Council 2013-2014 

Educational Materials Workgroup Report 

During the planning session for the 2013-2014 biennium, RMICC identified a need for 
information about records management requirements at state agencies and universities that 
was concise and could be broadly disseminated. Also, the Council elected to create a second 
document for legislators. A committee of volunteers from agencies and universities drafted the 
two documents and after incorporating suggestions from RMICC and comments received when 
the drafts were published on the RMICC website, the final version was approved at the June 
2014 meeting. The committee also created a companion document suggesting uses for the 
materials. The materials are posted on the RMICC website as well as RMICC members' websites: 

" RMICC: See link from home page (www.rmicc.state.tx.us); 
" DIR: Document Library, on IT Leadership tab (www.dir.texas.gov); and 
" TSLAC: Select Records Management from the Quick Link, look for bullet under "Records 

Management Assistance for State Agencies" (www.tsl.texas.gov) 

Educational Materials for State Agencies/Universities 
This document uses visuals and quick facts about records management. It uses a pyramid 
graphic to emphasize that records management starts at the top and that each level plays 
a role. All agency staff can learn key ideas and see who to contact at their agency for 
records management assistance. The companion document of Supplemental Information 
supplies ideas on how to use the flyer in print or electronic form to reach all levels of 
agency or university personnel. This piece is available as a color, 4-page file for printing on 
11x17 or 8.5x11 paper. See Appendix A for examples.  

Educational Materials for State Legislature/Legislators 
The flier developed for the Legislature highlights the roles of the Texas State Library and 
Archives in records management and archival preservation of legislative materials at the 
Texas Senate and House of Representatives. It explains what the State Archives does and 
links to materials specific to Texas legislators including a manual and Frequently Asked 
Questions page. This is great timing before a new legislative session starts in January 
2015, when many offices physically move within the Capitol and legislators enter or leave 

office. Also it will be a helpful companion piece for TSLAC as they work with the 
Legislature on their Exceptional Item Requests related to the Texas Digital Archives and 
hiring more records analysts.  

Future Plans 
The committee has asked TSLAC-SLRM if they could adopt these documents for use by 
local governments. SLRM agrees that it would be beneficial to use these templates to 
create information that could be used by local government records management officers 
to help them train staff and elected officials.
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Governor and It. Governor Records Project 

Current Project 
The State Archives, which is a part of TSLAC, is the organization within the state of Texas that is 
given the responsibility for acquiring, evaluating, organizing, and preserving permanently 
valuable government records in addition to providing expert reference services to the public.  
The Archives acquires records on an ongoing basis from stateagencies. However, it is typically 
at the end of their terms that elected officials transfer their records to the State Archives.  

TSLAC was contacted in February 2014 by the Governor's Office (OOG), about transferring the 
governor's records when his term ends in January 2015. The challenge with this transfer is that 
the records will not only include paper records, but also approximately 10 terabytes (TB) of 
electronic records. The items to be archived include film, photos, 35mm negatives, media files, 
and digital images. The State Archives has taken paper records for decades. This will be the first 
time the Archives has accepted electronic records.  

After the initial meeting in February, both agencies decided to meet monthly, with IT staff 
meeting as required. The OG, in association with TSLAC State and Local Records Management 
Division (SLRM), amended their Records Retention Schedule to better classify data. The OOG 
has been using the revised retention schedule to identify, inventory and classify records since 
the project began.  

In April, TSLAC transitioned from retention schedules to focus more on the logistics of the 
transfer. At the April meeting, DIR was asked to join and participate in the monthly meetings.  
To make sure everyone agreed to how the transfer would occur, a Memorandum of 
Understanding (MOU) between OOG and TSLAC began to take shape in April, and was 
completed and signed in September.  

In July, OOG IT personnel advised that there are over 3,000,000 records of correspondence in a 
seven gigabyte database which would be transferred to TSLAC as well. Based on this, TSLAC 
determined that the OOG Correspondence Tracking System data would exceed TSLAC's 
available storage. In September, TSLAC was informed that the Lieutenant Governor's Office will 
be transferring their records as well. At this time it is unknown how many TB of data that will 
include, but it is expected to be significant.  

TSLAC has always understood that an archival system would be needed to manage such large 
data sets. One of the reasons the State Archives has been unable to accept electronic records 
before this project was that TSLAC did not have the resources or staff to manage and preserve 
large amounts of data. With the help of the OOG, TSLAC issued an RFP, reviewed responses, 
and intends to award a contract in October 2014, once all approvals are granted. If this 
schedule is met, the system will be installed in November, allowing TSLAC to begin testing the 
first set of data.
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DIR was asked to check pricing and opportunity to house the data in the State Data Center, the 
preferred approach. DIR staff and the State Data Center vendor partners met with TSLAC to 
clarify pricing and provide information. TSLAC will participate in a product demonstration from 
the State Data Center and consider alternatives.  

Future Plans 
The project team preparing for TSLAC to receive the OOG/Lieutenant Governor's Office data at 
the end of their terms has completed approximately 65% of their deliverables. The document 
scanning project is at about 15% complete. TSLAC is working with the OOG, DIR, and the 
Legislative Budget Board to finalize the awarding of the vendor contract for the preservation 
software. DIR has obtained pricing for TSLAC, including some one-time costs and some 
recurring costs, that average out to about 10 cents per GB per month with a 1OTB commitment.  
The State Data Center vendor partner has set up the storage environment in the State Data 
Center, and DIR is currently working to negotiate contract documents to support the cloud 
archival process.  

Part IV: Recommendations 

RMICC offers several key recommendations to the Legislature to improve records management 
programs for Texas state agencies and universities.  

Recommendations to the Legislature 

RMICC fully supports TSLAC's Exceptional Item Request #1 for a Texas Digital Archive enabling 
TSLAC to receive and manage electronic materials.  

Texas is one of only nine states that do not have a program to accession electronic records from 
state agencies (Council of State Archivists' survey 2012). However, TSLAC is mandated (Govt.  
Code, Sections 441.181, et seq) to collect archives in digital format as well as paper. Currently, 
these high-value data sets of permanent historical value to the state of Texas are stored in a 
variety of means throughout state agencies without uniform consistency across agencies. The 
result is low accessibility to these records, a lack of appropriate preservation applied to these 
records for permanent preservation, and a high probability of inefficiencies in storage costs for 
these records.  

TSLAC is requesting funds to begin the creation of a centralized collection of state government 
archives in electronic format. A Texas Digital Archive will provide the means for Texas to 
prepare and develop appropriate preservation technologies to preserve historical digital 
records for the future. The Texas Digital Archive will be instrumental in improving consistency in 
process and procedure concerning preservation of historically significant digital records. This 
will improve accessibility and increase efficiencies in storing historical digital records, thereby 
lowering storage costs.
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RMICC fully supports TSLAC's Exceptional Item Request #4 to add two government 
information analyst positions to assist TSLAC in providing guidance to state and local 
governments in appropriate records management established by state rules for retention, 
preservation and records management.  

TSLAC is mandated to establish state rules for the management of state and local records.  
Currently, TSLAC has 7 analysts assigned to provide consulting and guidance for the appropriate 
management of records to state and local governments. With over 10,000 local government 
entities and 157 state agencies, this equates to over 1,429 local government entities and 22.4 
state agencies per analyst. Fulfilling this request would improve TSLAC's potential for guidance 
and consulting efforts by 22% for both local governments and state agencies.  

Every day, analysts educate Texas government employees about the many complex issues 
surrounding management of information required to comply with the state's records laws and 
best practices. More analysts are needed to adequately address current needs. Rising demands 
for assistance fueled by statewide population growth, increased Public Information Act 
requests, audits, and the proliferation of electronic records, is placing even more strain on the 
availability of staff.  

Improving the ability for government entities to receive consulting and guidance in appropriate 
management of records will benefit the state by increasing the potential for effective records 
management practices across the state, thereby helping to eliminate costs associated with 
storage and maintenance of records that can be appropriately eliminated. Consulting services 
are free, as are webinars and online training. Face-to-face training is provided at a reduced cost.  
In FY2013, the analysts saved state and local government agencies $604,000 in training and 
consulting costs alone.  

Recommendations to State Agencies 

State agencies need to identify solutions for managing the explosion of information contained 
in numerous electronic systems throughout the state. Two areas of focus for agencies should 
be: 

" Where their records management programs are located within their organization, and 
" Strengthening cross-functional partnerships within their organization to assist the 

records management program 

Records management programs at agencies and universities should be aligned with the 
compliance office or with a similar department having the authority and resources to reach the 
entire agency or university. Executive level records management support is crucial to effectively 
communicate, encourage, monitor, train and ensure that all departments comply with Texas 
Government Code Chapter 441 regarding Records Management, Texas Government Code 
Chapter 552 regarding the Public Information Act, and all applicable internal policies for 
managing records, regardless of media.
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The management of business records by state agencies and universities is a fundamental 
responsibility of government. The purpose of records management is to ensure that an 
agency's business records are authentic and available to support the mission and operation of 
the agency. Records management programs flourish with the support and commitment of the 
executive director and agency leadership.  

Leadership is the key to successfully aligning records management in the organization. It must 
begin with the agency leader and senior management, but it cannot stop there. Records 
management touches all aspects of an organization and state agencies and universities should 
have an approach that allows the records manager to contribute significantly to achieving 
effective records management and overall agency goals.  

In today's climate where all levels of an organization are creating records electronically, the 
agency's records manager or records management team may find it difficult to handle and 
classify the deluge of information created on a daily basis. In addition, records managers are 
most likely not the legal authority, the information technology specialist, or the subject matter 
expert for every business unit of their agency. That is why it is so important that agencies create 
executive-level, cross-functional, internal partnerships to address records management.  

Partners should include executive, management, compliance, records management, 
information technology, archives, legal, audit, emergency management, departments, program 
areas, records creators, and other stakeholders, as appropriate. Utilizing a group like this could 
lead to better development and uniform distribution of policies and procedures for managing 
the information assets of the organization.  

Recommendations to TSLAC 

In addition to adding staff through the Exceptional Item Request process, TSLAC could also 
expand its outreach through ongoing partnerships with RMICC and state agencies.  

" Expand the distribution of the records management educational flyers and promotion of 
other records management educational opportunities 

" Provide content for DIR's biennial Information Resources Deployment Review survey 

TSLAC's seven Government Information Analysts have a difficult time fulfilling the amount of 
consulting and training requests they receive annually. To combat that, they have expanded 
training opportunities through developing and presenting webinars and creating online self
paced courses to reach more state and local government agencies. While these new avenues 
are helping, there is a definite need for more staff. TSLAC is trying to remedy that with an 
Exceptional Item Request in their next budget for two more analysts.  

this biennium, RMICC has created a resource that provides TSLAC another tool for getting the 
message out - records management brochures for the Legislature and for state agencies and
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universities. 'RMICC recommends that TLSAC use the brochures to raise awareness of records 
management issues with legislators as they discuss the need for more analysts. The brochures 
could be widely distributed at conferences or any time there is a face-to-face consultation.  

RMICC also recommends keeping the basic records management information and replace the 
content specifically related to state agencies and universities with information relevant to local 
governments. Then the local government brochures could be distributed at regional training 
workshops.  

TSLAC has an ongoing need to gather general feedback from customer agencies with regard to 
records management practices and electronic records programs implemented by state 
agencies. Often, the need is to verify specific challenges and opportunities within the context of 
an agency. Seeking this information can be laborious and time consuming. Aggregating the 
collected data into a meaningful analysis can be a challenging effort as well.  

Every two years, DIR produces the Information Resources Deployment Review (IRDR) which is a 
comprehensive survey of each state agency's status with regard to the acquisition, deployment 
and usage of Information Resources. The survey is used to broadly inform DIR of the current 
landscape and the use of technology across the state. DIR has program staff that are 
responsible for this process and system support to automate key elements of the data 
gathering process, the tabulation process, and the analysis process. The IRDR process is both 
mature and established which means that all state agencies are familiar with and understand 
with regard to timing, purpose and rationale.  

In 2009, TSLAC collaborated on a one-time effort with DIR to add a records management 
section of survey questions and multiple choice responses to the IRDR. The data was gathered 
and provided to TSLAC by DIR. As a result of the minimal effort required and the maximum 
benefit derived, it is recommended that TSLAC be provided the opportunity to contribute a 
records management-related section of questions to DIR during each IRDR production 
schedule, and further, that DIR be required to include any submitted TSLAC survey questions 
within the IRDR process.
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Records and Information Management for Legislators and State Agencies/Universities 
Educational Materials Companion Information 

June 3, 2014 

About the Educational Records and Information Management Project 
The Records Management Interagency Coordinating Council (RMICC) identified a need for broadly disseminating 
information about records management requirements at state agencies and universities. Also, the Council determined a 
need for a second document to address legislators' and legislative records. A committee of volunteers from agencies and 
universities drafted the two brochures. Modifications were made based on comments received.  

The key ideas can encourage conversations early and often about record creation, maintenance, retention, and dispostion.  
The intent is for the material to be simple, eye-catching, appropriate to all staff, and explain the responsibilities and 
resources available: 

Texas State Library and Archives Commission 
State and Local Records Management Division - state records laws and rules, training, inactive storage 
The State Archives - maintain and make available historic and permanent records of Texas government 

Department of Information Resources - technology laws, rules, and guidance 
Office of the Attorney General - Public Information Act and Open Meetings Act 
Records Management Interagency Coordinating Council (RMICC) - study issues and make 
recommendations 
Your own agency/university - implement records and information management program with and for agency 
executives, Records Management Officers (RMO), Information Resource Managers (IRM/CIO), all employees, 
and contractors and thirdparties 

Why this is important.  
"The following, shocking statistics demonstrate how much time and money is wasted trying to find lost or 
misfiled documents: 
- 30 percent of all employees' time is spent trying to find lost documents (That is approximately 72 days per 
year!) Jane M. Von Bergen (Knight Ridder Newspapers), The Boston Globe, 3/21/2006 
- In surveying 1000 middle managers of large companies in the U.S. and U.K., 59% miss important 
information almost every day because it exists within the company but they cannot find it. Accenture, Wall 
Street Journal, 5/14/2007 
- Executives waste six weeks per year searching for lost documents. From a survey of 2,600 executives by 

Esselte, maker of Pendaflex and Dymo, FastCompany Magazine, 8/2004" 
From http://bit.ly/1gDMtcV 

Ideas on how to use the PDF files in print or electronic format 
" Use labels or Adobe Acrobat to fill your agency name, RMO name, and contact information, where appropriate 

(in the pyramid and in Section 4, Partner in RIM) 
" Partner with RIM, IT, Legal, PIO, disaster/business continuity planners, compliance, audit and other divisions to 

plan promotions and campaigns 
" Post them on your Intranet and let staff know about them 
" Ask Human Resources to include a copy with New Employee Orientation (NEO) materials. Ask if you can do a 

short introduction to Records Management during NEO or add 1-2 slides to any NEO presentations 
" Print in color and post in employee lounges, on cubicle walls, and in other places approved by your agency 
" Take to relevant meetings and share copies with meeting participants 
" Take copies with you everywhere to share 
" Use in regular training settings with departments, records liaisons, and others 
" Think about other times RIM needs to partner with internal customers 

o When elected officials and high ranking staff enter or leave office 
o When division structures or agencies change (new, abolished, combined or transferred agencies or 

programs)



o When people physically or virtually move from one department, building, field office, cubicle, 
technology, PC, server, or location to another 

o When services or programs are outsourced (contractors may have your governmental records) 
" Build into training, policies and procedures everything for record creation, maintenance, retention, and disposition 

(inactive storage or transfer to archives) 
" Share TSLAC records management training schedule (classroom, online. and webinars) with others in your agency 

so staff can learn about basic or advanced topics in records management 

Additional ideas for using the Legislative PDF file in print or electronic format 
" Work with staff as they encounter: 

o retiring legislators and freshmen legislators 
o committee records 
o legislators changing offices before or after a legislative session 

"ELEVATOR" SPEECHES FOR PROMOTING MATERIALS AND PROGRAMS 
" INTRO: Do you know how the agency's Records and Information Management program can help you meet these 

challenges and more? Executives, managers, and staff spend many unproductive hours searching for relevant 
information every day of the year. Imagine the productivity gain and cost savings if we had more control over our 
records and information management processes.  

" BODY: fit to audience (samples below) 
" CONCLUSION: I'd love to talk with you more about how I can help you. Here is a brochure that provides a 

high-level view that you may find helpful. It has my phone number and contact information.  

Audience Message BODY 
Executives Improving our records controls can save the agency money and time. This is critical to how 

we create, locate, and destroy information at every level in the agency.  
Information I know you have a lot of projects going on including planning for new systems and retiring 
Technology old ones. And, I've heard that the volume of information including e-mails, shared drives, 

and social media, for example, creates a number of challenges.  
Public We can help you better respond to Public Information Act requests. The better informed our 
Information Act divisions are about inventorying and organizing their records, the easier it would be to locate 

responders (may responsive records.  
be PIO) 
Legal We can help you better respond to litigation requests including litigation holds, legal 

disposition, and e-discovery. The better informed our divisions are about inventorying and 
organizing their records, the easier it would be to locate responsive records. Applying legal 
disposition could reduce the volume of records for legal review and properly placing 

litigation holds can make your job easier. This would be just the thing to help create a data 

map before you have a "meet and confer" conference with a judge and opposing counsel.  

Disaster, We can help you plan for and recover from disasters. The state records laws require us to 

Emergency, BCP identify and protect the agency's vital records. These are the records needed to resume or 

or COOP continue operations in an emergency; recreate the legal and financial status of the agency; 
planners and protect the rights of and fulfill our obligations to the citizens of Texas.  
Human We can help with New Employee Orientation (NEO) and exiting employee procedures. It 
Resources helps the agency when new staff understand how to manage paper and electronic records 

from the first day on the job. Then, with our yearly training, they can easily handle their 
records when they transfer to another job or leave the agency. This is much easier than 
trying to figure out 5, 10 or more years of unmanaged records or abandoned email accounts.  

About RMICC: The Records Management Interagency Coordinating Council (RMICC) plays a significant role in the 

management of state government records. RMICC studies records management issues and makes biennial reports to the 

Governor and Legislature. For more information, visit us at: www.rmicc.state.tx.us.
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RECORDS & INFORMATION MANAGEMENT

Starts at the top

EVERYONE 
is responsible 

3 

For resources, 
websites & 
contacts

Includes all paper, digital and 
electronic content such as 

documents, social media, 
text messages, multi

media recordings, and 
more, not just e-mail.

- Records Management Interagency Coordinating Council 
. Texas State Library and Archives Commission 

. Department of Information Resources 
- Office of the Attorney General

- Your agency RMO:

WHAT ARE RECORDS? Almost anything you create or receive falls under the legal defini
tion of a state record. The state records laws and TSLAC's administrative rules set out requirements 
you must follow.  

WHY ARE RECORDS IMPORTANT? Records are valuable Texas assets. Government 
& citizens alike rely on records' reliability, accuracy and authenticity.  

WHAT DO I NEED TO KNOW? Each state agency and university employee (EVERYONE) 
is responsible for following the laws and rules for creating, maintaining, and properly disposing of 
state records and public information, Find out your agency policies.  

WHAT IS PUBLIC INFORMATION? The 83rd legislature (2013) updated the defini
tion of public information to make it clear that it includes information made in connection 
with the transaction of official business and contained in e-mail, instant messages, text mes
sages, etc. regardless of whether this information resides on agency or personal devices and 
accounts. Check the OAG website for exact laws.  

WHAT HELP IS AVAILABLE? Each of the partner agencies (listed on the next page) 
offers resources, training, or advice in their area of records and information management. See the 
RMICC website for resources and links to partner agencies.



YOUR AGENCY'S RECORDS AND INFORMATION MANAGEMENT 
(RIM) TEAM IS RESPONSIBLE FOR CREATING POLICIES AND 
PROCEDURES, RETENTION SCHEDULES, STAFF TRAINING, AND 
MORE. AGENCY STAFF ROLES INCLUDE: 

AGENCY EXECS 

Records and Information Management starts at the top. The Agency Head is 
ultimately responsible, The executive leadership and management team may 
include legal, administration, audit, program areas, information technology, 
and more.  

2 INFORMATION RESOURCES MANAGER (IRM/C]O) 
This is the person responsible for information technology as required by statute 
and rules. Could be agency Chief Information Officer (CIO). (Contact DIR) 

2 U RECORDS MANAGEMENT OFFICER (RMO) 
This is either the Agency Head or the person designated by Agency Head to 
fulfill these duties. (Contact TSLAC) 

2 PUBLIC INFORMATION OFFICER (PIO) 
Your agency may have a combination of people responsible for open records.  
This is not always called the PIO. Your agency might have web pages to let the 
public know who to contact to make a request by e-mail or fax.  

3 ALL STAFF PLAY A ROLE 
Everybody creates or receives records. Some roles might be called records 
liaisons, records owners, records custodians, records creators, etc.  

3 CONTRACTORS AND THIRD PARTIES 

When they have government records and information, include them, too



R*M*I*C*C 
RECORDS MANAGEMENT INTERAGENCY 

COORDINATING COUNCIL 

www.rmicc.state.tx. us

RMICC studies records management issues and makes improvements 
to state records management. This group meets quarterly. See website 
for links to resources, meetings, and reports. RMICC delivers a biennial 
report to the legislature regarding activities and recommendations.  

See website Resources link for this brochure and links to partner 
agencies.

and Archives" 
Commission 

Preserving yesterday, 
informing today, 

inspiring tomorrow.  

www.ts.texas.gov 

SLRM 

www.tsi.texas.gov/slrm 
sIrminfoe-tsl.texas.gov 

ARIS 

www.tsi.texas.gov/landing/ 
archve.html

STATE AND LOCAL RECORDS MANAGEMENT DIVISION (SLRM) 
SLRM helps state agencies and local governments establish and 
implement records and information management programs.  
RECORDS MANAGEMENT ASSISTANCE SERVICES: Training, 
Consulting, Records Retention Schedules, The Texas Record 
wwwisl.texasgovslrm/blog 
STATE RECORDS CENTER SERVICES: Store inactive records in paper, 
microfilm, electronic formats, Disaster Recovery Vault, and Microfilming 
services 

ARCHIVES & INFORMATION SERVICES DIVISION (ARIS) 

The Texas State Archives preserves and documents the heritage and 
culture of Texas by identifying, collecting, and making available for 
research the permanently valuable official records of Texas government.  
Maintaining the official history of Texas government, the State Archives 
includes archival government records dating back to.the 18th century.  

By these records, all three branches of Texas government are 
accountable to the people. Taken together, the holdings of the Texas 
State Archives provide a historical foundation for present-day 
governmental actions and are an important resource for Texas studies.

DIR provides a statewide leadership role by leveraging the state's 
investment in shared technology, protecting technology assets and citizen 
privacy, simplifying access to government services and information, and 

www dirA exas",ov promoting the innovative use of technology across the state.  
Technology in Texas Leadership, IT LEADERSHIP: Each agency has an Information Resources Manager (IRM) 

Solutions, Savings for DIR CALENDAR: Training and events - from free webinars to conferences 
Government and Education COMMUNITIES AND EMAIL DISCUSSION LISTS

www.texasqttorneygeneral.g0V 

OPEN GOVT. HOTLINE: 

512-478-6736 or 877-673-6839 

OPEN GovT. COST HOTLINE: 
512-475-2497 or 888-672-6787

The OFFICE OF THE ATTORNEY GENERAL issues rulings and decisions 
that determine whether information is open to the public under the Public 
Information Act (PIA) and other applicable laws. The OAG is also 
dedicated to educating the public and officials of their rights and 
responsibilities under the PIA. To that end, the OAG maintains an 
informative website, publishes the PIA handbook, operates two toll-free 
hotlines, and hosts or participates in various training sessions throughout 
the year. Finally, the OAG maintains an Enforcement Section that handles 
written, informal complaints concerning requests for information as well 
as, complaints of overcharges.  
The OAG publishes the Open Meetings Act (OMA) handbook and does 
training on OMA.  

PUBLICATIONS UPDATED BIENNIALLY: Public Information Act 
Handbook & Open Meetings Act Handbook.  

TRAINING AND CONFERENCE: One-hour video training for each Act & 
Annual Open Government Conference.



RECORDS AND INFORMATION MANAGEMENT 
OVERVIEW 

FOR THE TEXAS LEGISLATURE 

TEXAS STATE LIBRARY AND ARCHIVES COMMISSION RESOURCES 

State Archives Archives & Information Services Division (ARIS) 
. The State Archives 

" Repository of permanent and historical records of state government.  
" The State Archives Answers FAQs for Legislators (ARIS): 

https://www.tsl.texas.gov/arc/faqforleg/faqindex.html 

" Begin with the End in Mind: A Legislative Records Management and Archives Manual for 
Texas Legislators (ARIS): 
https://www.tsl.texas.gov/sites/default/files/public/tslac/arc/faqforleg/legislativerecsmanual pdf 

State and Local Records Management Division 
. Records Management Assistance - training, retention schedules, and advice 

y State Records Center - temporary storage of inactive Texas government records 
https://www.tsl.texas.gov/slrm 

TEXAS LEGISLATURE RECORDS MANAGEMENT OFFICERS 

The Texas Senate - please contact: 

; Nanci Longoria, nanci.longoriaasenate.state.tx.us 

The Texas House of Representatives- please contact: 
$ James Freeman, iames.freeman(@house.state.tx.us 

DOCUMENT YOUR SERVICE 

WHAT ARE RECORDS? Almost anything you create or receive falls under the legal definition of 
a state record. The state records laws and TSLAC's administrative rules set out requirements you must 
follow. See the resources above to learn about special requirements for the records of legislators 
and legislative committees.  

WHY ARE RECORDS IMPORTANT? Records are valuable Texas assets, Government & 
citizens alike rely on records' reliability, accuracy and authenticity.  

WHO DOES THIS APPLY TO? Legislators, their staff, support staff, and all others conducting 
state business. Also, each state agency and university employee (EVERYONE) is responsible for 
following the laws and rules for creating, maintaining, and properly disposing of state records and 
public information. Find out your agency policies.  

WHAT IS PUBLIC INFORMATION? The 83rd legislature (2013) updated the definition of 
public information to make it clear that it includes information made in connection with the 
transaction of official business and contained in e-mail, instant messages, text messages, etc.  
regardless of whether this information resides on agency or personal devices and accounts.  
Check the OAG website for exact laws.  
WHAT HELP IS AVAILABLE? Each of the partner agencies (listed on the next page) offers 
resources, training, or advice in their area of records and information management. See the RMICC 
website for resources and links to partner agencies. RMICC 2014



R*M*I*C*C 
RECORDS MANAGEMENT IN TRAGENCY 

C:(X)RDINATING COUNCIL 

www.rmicc.state.tx.us

RMICC studies records management issues and makes improvements 
to state records management. This group meets quarterly, See website 
for links to resources, meetings, and reports. RMICC delivers a biennial 
report to the legislature regarding activities and recommendations.  

See website Resources link for this brochure and links to partner 
agencies.

and Archives 
Commission 

Preserving yesterday, 
informing today, 

inspiring tomorrow.  

www.tsl.texas.gov 

SLRM 

www.tsl .texas.gov/slrm 
slrminfo(Dts.texas.gov 

ARTS 

www.tsl.texas.gov/landing/ 
archives.html

STATE AND LOCAL RECORDS MANAGEMENT DIVISION (SLRM) 

SLRM helps state agencies and local governments establish and 
implement records and information management programs.  
RECORDS MANAGEMENT ASSISTANCE SERVICES: Training, 
Consulting, Records Retention Schedules, The Texas Record 
www.tsl.texas.gov/slrm/blog 
STATE RECORDS CENTER SERVICES: Store inactive records in paper, 
microfilm, electronic formats, Disaster Recovery Vault, and Microfilming 
services 

ARCHIVES & INFORMATION SERVICES DIVISION (ARIS) 

The Texas State Archives preserves and documents the heritage and 
culture of Texas by identifying, collecting, and making available for 
research the permanently valuable official records of Texas government.  
Maintaining the official history of Texas government, the State Archives 
includes archival government records dating back to the 18th century.  

By these records, all three branches of Texas government are 
accountable to the people. Taken together, the holdings of the Texas 
State Archives provide a historical foundation for present-day 
governmental actions and are an important resource for Texas studies.

DIR provides a statewide leadership role by leveraging the state's 
investment in shared technology, protecting technology assets and citizen 
privacy, simplifying access to government services and information, and 

www.dir.texas.gov promoting the innovative use of technology across the state.  
Technology in Texas leadership, IT LEADERSHIP: Each agency has an Information Resources Manager (IRM) 

Solutions, Savings for DIR CALENDAR: Training and events - from free webinars to conferences 
Government and Education COMMUNITIES AND EMAIL DISCUSSION LISTS

www.texasattorneygeneral.gov 

OPEN GOVT. HOTLINE: 
512-478-6736 or 877-673-6839 

OPEN GOVT. COST HOTLINE: 
512-475-2497 or 888-672-6787

The OFFICE OF THE ATTORNEY GENERAL issues rulings and decisions 
that determine whether information is open to the public under the Public 
Information Act (PIA) and other applicable laws. The OAG is also 
dedicated to educating the public and officials of their rights and 
responsibilities under the PIA. To that end, the OAG maintains an 
informative website, publishes the PIA handbook, operates Iwo toll-free 
hotlines, and hosts or participates in various training sessions throughout 
the year. Finally, the OAG maintains an Enforcement Section that handles 
written, informal complaints concerning requests for information as well 
as, complaints of overcharges.  

The OAG publishes the Open Meetings Act (OMA) handbook and does 
training on OMA.  

PUBLICATIONS UPDATED BIENNIALLY: Public Information Act 
Handbook & Open Meetings Act Handbook.  

TRAINING AND CONFERENCE: One-hour video training for each Act & 
Annual Open Government Conference.
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Appendix B: Electronic Records Management Conferences and Training

Fiscal Years 2013 and 2014 Training Sessions Held 
The Texas State Library and Archives Commission/State and Local Records Management Division (SLRM) 
offered several training sessions related to electronic records management. Electronic records 
management training is offered through face-to-face classes in Austin and at regional workshops around 
the state, online self-paced courses, and webinars.  

Fiscal Year 2013 

Managing Electronic Records 09/11/2012 Austin 12 0 12 
Improving Shared Drives and 09/12/2012 Austin 10 0 10 
Filing Systems 01 

Miscellaneous RM Topics 02 09/18/2012 San Antonio 1 49 50 
Miscellaneous RM Topics 03 09/18/2012 Austin 5 17 22 
Miscellaneous RM Topics 08 09/18/2012 Austin 15 15 30 
Records Management Basics 01 09/19/2012 Prosper 0 29 29 
Miscellaneous RM Topics 04 09/20/2012 San Marcos 0 75 75 
Miscellaneous RM Topics 05 09/20/2012 Waco 0 40 40 
Miscellaneous RM Topics 06 09/20/2012 Houston 0 15 15 
Miscellaneous RM Topics 07 09/20/2012 Houston 0 30 30 
Miscellaneous RM Topics 09 10/09/2012 Amarillo 0 30 30 
Managing Electronic Records 02 10/16/2012 Austin 0 10 10 
Improving Shared Drives and 10/17/2012 Austin 0 4 4 
Filing Systems 02 
Miscellaneous RM Topics 10 10/23/2012 San Marcos 0 50 50 
Miscellaneous RM Topics 11 10/30/2012 Austin 12 11 23 
E-Records Conference 11/01/2012 Austin 202 70 272 
Miscellaneous RM Topics 12 11/29/2012 Austin 0 50 50 
Miscellaneous RM Topics 13 11/29/2012 Brenham 0 30 30 
Records Management Basics 02 12/05/2012 Krum 0 22 22 
Records Management Basics 03 12/11/2012 Amarillo 1 51 52 
Miscellaneous RM Topics 14 01/16/2013 El Paso 0 30 30 
Miscellaneous RM Topics 15 02/12/2013 Galveston 0 50 50 
Records Management Basics 05 02/13/2013 Carrizo 1 58 59 

Springs 
Managing Electronic Records 05 03/05/2013 Austin 1 25 26 
Improving Shared Drives and 03/06/2013 Austin 1 17 18 
Filing Systems 03 
Miscellaneous RM Topics 17 03/07/2013 San Marcos 0 50 50 
Miscellaneous RM Topics 18 03/13/2013 Sinton 0 18 18 
Miscellaneous RM Topics 21 03/14/2013 Rockwall 0 50 50 
Records Management Basics=06 03/26/2013 Amarillo 0 29 29 
Miscellaneous RM Topics 20 03/26/2013 San Marcos 0 50 50 
Records Management Basics 07 03/28/2013 Georgetown 0 68 68 
Miscellaneous RM Topics 22 04/17/2013 Carrollton 0 30 30
Miscellaneous RM Topics 23 04/19/2013 San Antonio 0 50 50



Miscellaneous RM Topics 24 04/24/2013 San Marcos 0 300 300 
Miscellaneous RM Topics 26 05/14/2013 Leon Valley 0 10 10 
Miscellaneous RM Topics 27 06/05/2013 San Marcos 0 35 35 
Miscellaneous RM Topics 28 06/05/2013 San Marcos 0 45 45 
Miscellaneous RM Topics 30 06/17/2013 San Antonio 0 167 167 
Miscellaneous RM Topics 31 07/10/2013 Austin 0 100 100 
Miscellaneous RM Topics 32 07/11/2013 McKinney 0 110 110 
Managing Electronic Records 07/16/2013 Austin 0 25 25 
Improving Shared Drives and 07/17/2013 Austin 0 21 21 
Filing Systems 05 

Managing Electronic Records 09 08/06/2013 Austin 0 27 
Improving Shared Drives and 08/07/2013 Austin 21 0 21 
Filing Systems 04 

Records Management Basics 08 08/16/2013 Denton 0 69 69 
Managing Electronic Records on demand online 19 49 68 

Preserving Electronic Records on demand online 75 266 341 
Webinars 
e-Discovery for Records on demand online 9 14 23 
Managers Webinar 

Managing Email Webinar on demand online 5 19 24 
Digital Imaging Webinars on demand online 3 13 16 

Shared Drive Management on demand online 39 55 94 
Managing Social Media Records on demand online 21 66 87 

TOTAL 480 2487 2967 

Fiscal Year 2014 

Managing Electronic Records 01 09/10/2013 Austin 0 20 20 

Improving Shared Drives and 09/11/2013 Austin 0 15 15 

Filing Systems 01 

Miscellaneous RM Topics 01 09/11/2013 Deer Park 0 101 101 
Records Management Basics 02 09/19/2013 Killeen 0 93 93 

Miscellaneous RM Topics 02 09/25/2013 Austin 0 20 20 

Miscellaneous RM Topics 03 09/30/2013 Pflugerville 0 30 30 

Records Management Basics 04 10/10/2013 Houston 0 35 35 

Miscellaneous RM Topics 04 10/11/2013 College 100 0 100 
Station 

Miscellaneous RMTopics OS 10/15/2013 San Antonio 5 20 25 
Records Management Basics 03 10/24/2013 New Braunfels 0 38 38 

Records Management Basics 01 10/29/2013 Grapevine 1 56 57 

e-Records Conference 11/05/2013 Austin 214 112 326 

Miscellaneous RM Topics 06 11/07/2013 San Marcos 0 12 12



Miscellaneous RM Topics 07 
Miscellaneous RM Topics 08 
Miscellaneous RM Topics 09 
Records Management Basics 05 

Miscellaneous RM Topics 11 
Miscellaneous RM Topics 12 
Miscellaneous RM Topics 14 
Managing Electronic Records 02 

Improving Shared Drives and 
Filing Systems 02 

Miscellaneous RM Topics 21 
Miscellaneous RM Topics 18 
Miscellaneous RM Topics 19 
Miscellaneous RM Topics 20 
Managing Electronic Records 
Improving Shared Drives and 
Filing Systems 03 

Records Management Basics 06 

Miscellaneous RM Topics 23 
Miscellaneous RM Topics 24 
Miscellaneous RM Topics 25 
Managing Electronic Records 04 

Improving Shared Drives and 
Filing Systems 04 

Miscellaneous RM Topics 26 
Miscellaneous RM Topics 27 
Miscellaneous RM Topics 29 
Managing Electronic Records 
Preserving Electronic Records 
Webinars 

e-Discovery for Records 
Managers Webinar 

Managing Email Webinars 
Digital Imaging Webinars 
Shared Drive Management 
Managing Social Media Records 

Microfilm as a Preservation 
Format Webinar 
Electronic Document and 
Records Management Systems 
Webinar

12/03/2013 

12/12/2013 
12/19/2013 

02/04/2014 

02/11/2014 
02/13/2014 
02/24/2014 
03/18/2014 

03/19/2014 

04/22/2014 
04/23/2014 
04/24/2014 
04/24/2014 
05/06/2014 
05/07/2014 

05/15/2014 

06/05/2014 
07/09/2014 
07/10/2014 
07/15/2014 

07/16/2014 

07/16/2014 
07/23/2014 

08/21/2014 
on demand 
on demand 

on demand 

on demand 
on demand 
on demand 
on demand 

on demand 

on demand

Austin 

Austin 
Austin 

Boerne 

Galveston 
San Marcos 

Austin 
Austin 

Austin 

Houston 
San Antonio 

Austin 
Austin 

Austin 
Austin 

Canyon 

San Antonio 

Austin 
Rockwall 
Austin 

Austin 

Fort Worth 

Corpus Christi 
Hilsboro 

online 
online 

online 

online 
online 
online 
online

0 
0 
30 
0 

0 
0 
0 
0 

0 

0.  
0 
0 
30 
0 
0 

0 

0 
-0 
0 

31 

24

5 

90 
0 
34 

12 

100 
67 
26 

18 

15 
9 

270 
0 
24 
21 

39 

140 

600.  
7 
0

online 

online

5 
90 
30 
34 

12 
100 
67 

:26 

18 

15 
9 

270 
30 
24 
21 

39 

140 

7 
31

0 
0 
0 
8 
2

1 

233 
56 
40 
1

10 

10

0

105 
90 
50 
26 
23 

11 

412 
114 
62 
14

24 

105 
90 
50 
34 
25 

12 

645 
170 
102 
15

27 

67

38 

77

Disaster Recovery Webinar on demand online 40 55 95 

TOTAL 837 3085 3922



SLRM also offers training sessions on various topics other than electronic records management. Here is a 
list of current courses available: 

1. State Records Retention Basics (state agencies only) - available face-to-face and online 
2. Control Schedule Basics (local governments only) - available face-to-face and online 
3. Archival Records Basics (local governments only) - available face-to-face and online 
4. Emergency Preparedness - available face-to-face and online 
5. Improved Shared Drives and Filings Systems - available face-to-face and online 
6. Forms Management - available face-to-face and online 
7. Improving Your Disposition Program - Webinar 
8. Identifying Your Essential Records - Webinar 
9. Records Inventory and Appraisal - Webinar 
10. Records Retention 101- Webinar 

11. Retention Schedule Review Process for State Agencies - Webinar 
12. Storage Facilities - Webinar 

13. Transferring Records to the State Records Center - Webinar 

14. Understanding the State Archives - Webinar 

15. Understanding the State Publications Depository Program - Webinar 

16. Disaster Planning - Webinar 

17. Protection and Storage of Permanent Paper Records - Webinar 

18. Developing Effective Records Management Training - Webinar 

TSLAC/SLRM partners with other organizations to provide training. Partnerships include: 
1. Texas Division of Emergency Management. SLRM provides essential records training at quarterly 

emergency management workshops.  

2. Texas Education Agency. SLRM provides records management training at Charter School 

orientation sessions.  

3. SLRM is routinely asked to present at professional conferences including Texas Association of 

Fire and Emergency Districts, Texas Justice Court Training Center, Texas Municipal Clerks 

Association, Texas Association of Appraisal Districts, Texas State Human Resources Association, 

Texas State Agency Business Administrators' Association, Texas Association of County Auditors, 

Texas Association of Counties, County and District Clerks Association of Texas, County Judges 

and Commissioners Association of Texas, Local Chapters of ARMA, County Treasurers 

Association of Texas, Texas Association of Regional Councils, Texas Law Enforcement Records 

Association, Texas Association of School Business Officials, and Texas Rural Water Association.
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Texas State Library and Archives Commission 
2016-2017 LAR Exceptional Item Request 

Item Name: Ensure Preservation and Accessibility of Texas Government Records 
in Digital Formats 

Strategy: 02-01-01 Provide Access to Information and Archives 
04-01-01 Indirect Administration 

Requested Amount: FY2016 - $450,000 and FY2017 - $450,000 for the following: 
* 3 FTEs 
" Ongoing expenditures for managing and hosting digital content 

DESCRIPTION / JUSTIFICATION: 
Transparency of state government depends upon access to the permanently valuable records of 
state agencies. Currently that access effectively does not exist for the ever-increasing body of 
records in electronic formats. A centralized digital archive for the state of Texas would: 1) 
Ensure public access to government - in the current arrangement, the files are scattered 
throughout agencies with no meaningful access by the public to records of permanent interest.  
2) Safeguard these important materials - currently these high-value data sets of enduring 
historical and legal value are not under the care of professional archivist and thus at risk of loss.  
3) Protect the state from liability - without proper maintenance, confidential items can be lost 
or decisions based on non-current versions of documents. 4) Save taxpayers money - without 
current guidance in archival records management, agencies are incurring unnecessary storage 
fees and staff costs in the maintenance of records eligible for disposal or less expensive 
storage.  

This agency needs funding to fully establish and maintain a centralized archive of state agency 
records in digital formats. A digital archive will enable TSLAC to preserve and safeguard valuable 
state records in an effective, efficient and economical way, ensure access to materials of 
enduring value by the public and state government, and fulfill requests from state agencies for 
electronic records management and archival services. TSLAC requests three FTEs with the 
requisite knowledge, skills and experience to work with state agency partners to develop a 
viable plan for the long-term management and preservation of permanently valuable electronic 
records, and to provide electronic records guidance and training to the existing records and 
archival staff. TSLAC proposes to move the records of one or two agencies to the archives this 
biennium to be followed by other agencies in subsequent biennia.  

EXTERNAL/INTERNAL FACTORS: 
Externally, the public expects state government to document its actions and make the record of 
government available to taxpayers in the interest of transparency. Increasingly those 
expectations include electronic availability of record. Lack of appropriate recordkeeping 
processes puts agencies at risk and limits their ability to fulfill their missions and demonstrate 
accountability to the public. TSLAC is not only the appropriate agency to operate an electronic



archives and records management program, but it is mandated by statute to manage state 
archives regardless of format.  
Internally, an important development during the 2014-2015 biennium impacting this project is 
the transfer of Governor Perry's records to the Archives at the end of the Governor's term.  
These materials consist of over 10 terabytes (10,000 gigabytes) of data in electronic format, 
necessitating the creation of a system - including the purchase of electronic archiving software 
to ingest and manage these records. This system will also allow state agencies to begin 
transferring their permanently valuable records to the state archives.  

While the software infrastructure will exist to bring in electronic records by the beginning of 
fiscal year 2016, there is currently no funding available to fully develop and sustain an 
electronic records/archives program for the State of Texas. Three additional positions are 
needed at TSLAC to work with agencies to transfer, organize and maintain the records to 
safeguard the records and facilitate public access. Further, there is no funding available to pay 
the storage costs in the state data center to house these electronic archives.



Texas State Library and Archives Commission 
2016-2017 LAR Exceptional Item Request 

Item Name: Support for state and local records managers 
Strategy: 03-01-01 Records Management Services for State/Local 

Government Officials 
04-01-01 Indirect Administration 

Requested Amount: FY 016 - $200,000 and FY2017 - $200,000 for 2 FTEs 

DESCRIPTION / JUSTIFICATION: 
Access to the records of state and local agencies is vital to ensuring the transparency of 
government. Proper records management reduces the time it takes to locate records for daily 
operations, reports, customer requests, audits, litigation,-maintain business continuity 
and more.  

TSLAC is the agency mandated to establish state rules for the retention, preservation, and 
management of the records of state and local government and to advising on the applications 
of those rules. Currently TSLAC provides records management guidance and support to 158 
state agencies and more than 10,000 local governments with a staff of seven government 
information analysts, one of which is the unit manager. More are needed to adequately address 
current needs, while rising demands for assistance fueled by statewide population growth, 
increased Public Information Act requests, audits, and the proliferation of electronic records, is 
placing even more strain on the availability of staff.  

Every day analysts educate Texas government employees about the many complex issues 
surrounding management of information required to comply with the state's records laws and 
best practices. Services to these government employees translate into efficiencies that save 
time and tax dollars. In FY2013 the analysts saved state and local government agencies 
$604,000 in training and consulting costs alone.  

Governments are experiencing tighter budgets while records and information management 
needs escalate. In FY2013, the seven government information analysts provided 11,281 hours 
of training and consulting to 8,728 government personnel and 1,472 persons attended 
webinars and took advantage of online classes in techniques of records management. However, 
the demand for guidance far exceeds the capacity of the current staff. Local governments in 
particular need more technical assistance through regionally based training, online classes 
and webinars.  

EXTERNAL/INTERNAL FACTORS: 
The agency has seven full-time employees in the Records Management Assistance Unit. These 
individuals use a variety of strategies to deliver training and support to state and local agencies, 
including regional workshops, workshops in Austin, the annual e-Records Conference, online 
training classes, webinars, and technical assistance contacts.



However, the analysts are also pulled away to work on other tasks. The unit manager handles 
administrative functions, staff development, and coordinating training opportunities with other 
agencies. The other six work on keeping the retention schedules current and updating 
administrative rules and guidance. Such tasks diminish the time available to provide training 
and technical assistance.  

Training and technical assistance needs are ongoing. Each analyst is responsible for a certain 
number of state agencies, state universities, and all city and county political subdivisions within 
a region of the state. Continued growth in the state means the need for more public services 
such as schools and expanding police and fire departments. State and local government 
personnel expanded by more than 30% since 1997, the last time an analyst was added to the 
unit. In addition, turnover at all levels of government and changes in technology create a 
constant need for training.  

All of the analyst services help reduce state agency and local government overhead. In addition 
to the cost savings, they provide the authority agencies need to maintain or destroy records 
based on the legal, administrative, fiscal or historical content of the records they are creating or 
receiving when conducting the business of their agency.  

This exceptional item would fund two government information analyst positions who would 
expand opportunities for creating external training materials and updating administrative 
guidance, freeing up all analysts to devote more time to training and outreach.
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