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Public Information Requests Exempted        

Includes all correspondence and 

documentation relating to requests for 

records that are exempt under the Public 

Information Act (Chapter 552, 

Government Code).  
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exempt. 
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Public Information Records Request-Not 

Exempted  

Includes all correspondence and 

documentation relating to requests for 

records that are furnished to the public 

under Public Information Act (Chapter 

552, Government code).  

 

AC +1  AC +1  AC=Date request fulfilled.  
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Reports on Performance Measures 

Quarterly and annual reports on agency 

performance measures submitted to 

executive and legislative offices. 

AC+6  AC+6  
AC=September 1 of odd-numbered 

calendar years. 

  

1.1.073 ADM 850 

Administrative Hearings 

Transcripts and final decisions of hearings 



 STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

1. Page  21    of   135 

2. Agency 
    Code      734 

3. Agency  
Name Lamar University  

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 

 
106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
I – Transfer to Universit
1 0 0 1 710.2nive



 STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

1. Page  22    of   135 

2. Agency 
    Code      734 

3. Agency  
Name Lamar University  

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 

 
106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes 











 STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

1. Page  27    of   135 

2. Agency 
    Code      734 

3. Agency  
Name Lamar University  

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 

 
106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 





 STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

1. Page  29    of   135 

2. Agency 
    Code      734 

3. Agency  
Name Lamar University  

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 

 
106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
I – Transfer to University Archives  
O – Review by University Archivist  

SLR 105 
Rev. 06/05 

2.1.001 EDP250 

Processing Files 

Machine-readable files used in the 

creation, utilization, and updating of 

master files. 

AC   AC  

AC = Completion of 3rd verification 

cycle, or audit completion confirming 

successful transaction processing, or 

required audit trail maintenance, or the 

ability to restore or migrate when errors 
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3.2.009 PER740 State Deferred Compensation Records AC + 5   AC + 5  

AC = All accounts with a vendor or 

vendors for the individual participant 

have been closed.  For instructions 

regarding the determination of the 

closure of accounts and for additional 

information regarding the retention 

period see the most current edition of the 

Benefits Coordinator Reference Manual 

issued by the Empl
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5.2.002 FCL100 

Building Construction Project Files 
Planning, design, and construction 

records; accepted and rejected bids; 

correspondence; etc. 

AC + 10   AC + 10 O 

AC = Completion of project.   SEE 

ALSO item numbers 5.2.003 and 

5.2.028. 

  

5.2.028 FCL120 

Building Construction Contract and 

Inspection Records 
Building construction contracts, surety 

bonds, and inspection records. 

LA + 10   LA + 10 O 
SEE ALSO item numbers 5.2.002 and 

5.2.003. 

  

5.2.003 FCL130 
Building Plans and Specifications 

Includes architectural and engineering 

drawings, profiles, and blueprints. 

State 

owned:  

LA 

Leased:  

AC+2 

  

State 

owned:  

LA 

Leased:  

AC+2 

O 

(st

ate 

ow

ne

d 

onl

y) 

AC:  For leased buildings, AC = 

Termination or cancellation of lease.  

SEE ALSO item numbers 5.2.002 and 

5.2.028. 

 

ARCHIVES NOTE: Archival review 

designation is for state-owned buildings 

only. 

 

  

5.2.024 FCL140 Material Specifications AC + 2   AC + 2  AC = Material is no longer in the agency.   

5.2.004 FCL210 Building Space Requests 1   1     

5.2.027 FCL220 Space Utilization Reports AV   AV     
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Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
I – Transfer to University Archives  
O – Review by University Archivist  

SLR 105 
Rev. 06/05 

5.3.003 SVC270 Freight Claims AC + 2   AC + 2  AC = Resolution of claim.   

5.5.007 SVC350 

Disputed Call Documentation 

Documentation relating to disputed long 

distance calls, including documents 

evidencing repayment by employees for 

personal long distance use. 

FE + 3   FE + 3   

  

 SVC410 Off-Campus Shuttle Bus Schedules  AC+3  AC+3 O 
AC=After completion of the semester 

schedule.  
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4.5.003 SFA120 
Financial Aid Program-Annual Financial 

Reports  
AC+3  AC+3  AC= End of award year.  

34CFR668.24 

for Title V and 

HEA, 34 CFR 

674.19(e)(3)(i) 

for Federal 

Perkins Loan, 

34 CFR 

675.19(b)(1) 

for Federal 

Work-Study 

(FWS), 34 

CFR 690.82(a) 

for Federal 

Pell Grant, and 

34 CFR 

676.19(b) for 

Federal 

Supplemental 

Educational 

Opportunity 

Grant 

(FSEOG).   
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1.1 UAD500 

Cooperative Program Records—Program 

Records 

7KLV�VHULHV�GRFXPHQWV�WKH�LQVWLWXWLRQ¶V�

participation in cooperative and shared  

educational or research programs. Such 

programs may share research facilities 

and resources or instructional programs 

such as programs permitting student 

matriculation at member institutions. This 

series may include but is not limited to: 

applications and eligibility certificates; 

working papers; fiscal records; and 

related documentation and 

series m9p8sp(d)-5( )]n44.39 216.4 1
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 LEG100 

Real Property Records  

Includes purchase contracts, gift 

agreements, deeds, wills, codicils, estate 

inventories, probate records, minute 
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5.1 LEG200 

Trademarks Licensing Records 

This series documents the legal authority for 

outside entities to use the logos and other 

symbols constituting the registered trademarks 

of the institution. The records consist of folders 

for each vendor or individual seeking legal use 

of  institutional trademarks for any reason.  

AC+7  AC+7  
AC=Expiration of license period.  
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5.1.017 LEG420 Contract Log  FE+3  FE+3     

5.1 LEG450 Memoranda of Understanding and Waivers  AC+4  AC+4  
AC=Expiration of agreement.  

 

  

5.1 LEG500 
Waivers: Hold Harmless, Liability, and 

Release Records  
AC+4  AC+4  

AC=Conclusion of event  

 

  

1.1.014 LEG600 Legal Opinions and Advice  AV  AV O 

Some records have historical value and 

require preservation; contact the 

University Archives when the active 

retention period has expired.  

  

1.1.048 LEG610 Litigation Files  AC+1  AC+1 O 

AC=As applicable, decision of an agency 

not to file a lawsuit or decision that a 

lawsuit will not be filed against it on a 

matter, dismissal of a lawsuit for want of 

prosecution or on motion of the plaintiff, 

or final decision of a court (or of a court 

on appeal, if applicable) in a lawsuit.  

 

Some records have historical value and 

require preservation; contact the 

University Archives when the active 

retention period has expired.  

  

 



 STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

1. Page  130    of   135 

2. Agency 
    Code      734 

3. Agency  
Name Lamar University  

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 

 
106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
I – Transfer to University Archives  
O – Review by University Archivist  

SLR 105 
Rev. 06/05 

 

1.1.069 LIB110 Patron Attendance and Use Logs  1  1     

1.2.013 LIB120 Records Control Materials/Location Guides  AC  AC  
AC=When control aid is updated, 

revised, or no longer needed.  

  

6.2 LIB200 
Library Catalog 
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 LIB310 

Acquisitions Records  

Typical records include standing order 

cards or lists indicating the name and 

address of the requestor; book titles; 

transaction date; invoice number; and 

related documentation and 

correspondence.   

    AC           AC  

AC= catalog updated    

 

CAUTION: Refer to RRS 4.7.004 

(Capital Asset Records) for records 

documenting purchase of library 

materials.  

  

1.1.057 LIB330 

Circulation Records-Borrowing &Use  

This series documents the borrowing of 

circulating library materials by qualified 

patrons. This series may include but is not 

limited to: the name and identification of 

the borrower; the titles of the materials 

borrowed; the due date; overdue and fine 
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