


portion of this Ordinance. 

5. CODIFICATION 

The City Secretary is hereby directed to record and publish the attached rules, regulations and 
policies in the City's Code of Ordinances as authorized by Section 52.001 of the Texas Local 
Government Code. 

6. EFFECTIVE DATE 

This Ordinance shall be effective immediately upon passage. 

7. PROPER NOTICE & MEETING 

It is hereby officially found and determined that the meeting at which this Ordinance was 
passed was open to the public, and that public notice of the time, place and purpose of said 
meeting was given as required by the Open Meetings Act, Texas Government Code, Chapter 
551. Notice was also provided as required by Chapter 52 of the Texas Local Government 
Code. 

NOW THEREFORE, BE IT ORDAINED BY THE City Council of the City of Dripping 
Springs, Texas: 

PASSED & APPROVED this, the:)./Sf- day oifY\~017, by a vote of S- (ayes) 
to O (nays) to (abstentions) 

ATTEST: 

r Angelica Reyes, City Secretary 
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Attachment "A" 

See. 2.03.066 Establishment of 'f'eeerds management eemmittee; duties 

A reeerds eumageme0t eemmittee e00sisti0g ef the ma-yer a-Rd e0e0eilmembers, eity 
administrater, eity attemey, and the department heads (as needed) is hereby established. The 
eommittee shall: 

(1) Assist the reeords managemeat offieer in the de11elopment ofpolieies and procedures 
go'.[emiag the reoerds ma0ageme0t pregi:am. 

(2) Revievl the perferma-0ce efthe pregi=am 00 a regular basis aad prepese cha-0ges a-0d 
impro11ements if needed. 

(3) Re,;iew 8fld approve reeords eontrol sehed\¼les slIDmitted by the reeords management 
effioer. 

(4) Ghte final appre'4tal to the destruction ofreeerds ie aeoerdanee with approved reeords 
ee0trel sehedules. 

(5) Aeti,;ely support a-0d promote the records ma-0ageme0t program threugheet the oity. 

Sec. 2.03.067 Records management plan to be developed; approval of plan; authority 
of plan 
(a) The records management officer l¼Rd records managemeat eommitee shall develop a 
records management plan for the city for submission to the city council. The plan must contain 
policies and procedures designed to reduce the costs and improve the efficiency of 
recordkeeping, to adequately protect the essential records of the city, and to properly preserve 
those records of the city that are of historical value. The plan must be designed to enable the 
records management officer to carry out his or her duties prescribed by state law and this 
ordinance effectively. 

(b) Once approved by the city council the records management plan shall be binding on all 
offices, departments, divisions, programs, commissions, bureaus, boards, committees, or 
similar entities of the city and records shall be created, maintained, stored, microfilmed, or 
disposed of in accordance with the plan. 

(c) State law relating to the duties, other responsibilities, or recordkeeping requirements of a 
department head do not exempt the department head or the records in the department head's 
care from the application of this ordinance and the records management plan adopted under it 
and may not be used by the department head as a basis for refusal to participate in the records 
management program of the city. 

Sec. 2.03.068 Duties of records management officer 
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In addition to other duties assigned in this ordinance, the records management officer shall: 

( 1) Administer the records management program and provide assistance to department 
heads in its implementation. 

(2) Plan, formulate, and prescribe records disposition policies, systems, standards, and 
procedures. 

(3) In cooperation with department heads, identify essential records and establish a 
disaster plan for each city office and department to ensure maximum availability of the 
records in order to re-establish operations quickly and with minimum disruption and 
expense. 

( 4) Develop procedures to ensure the permanent preservation of the historically 
valuable records of the city. 

( 5) Establish standards for filing and storage equipment and for record.keeping 
supplies. 

( 6) Study the feasibility of and, if appropriate, establish a uniform filing system and a 
forms design and control system for the city. 

(7) Proviae reeords maaagemeftt ad-viee aaa assistanee to all eity departmeHtS by 
preparatioa of a maaual or manuals of proeeclw=e ana poliey aaa b:,' oa site 
eonsHltation. 

t81ffiMonitor records retention schedules and administrative rules issued by the Texas 
State Library and Archives Commission to determine if the records management 
program and the city's records control schedules are in compliance with state 
regulation. 

f9t (8) Disseminate to the City Council and department heads information concerning 
state laws and administrative rules relating to local government records. 

(10) lHskuet reeords liaison offieers and other personnel in pelieies and proeedmes of 
the reeoffls managemeat plan and their duties in the reeords management program. 

( 11 ) Direet reeord liaison effieers or ether persoeael ie the eeeEluet of reeerds 
iHVeftteries ia prepafEl-tiea fer the Elevelepmeat of reeerds eontrel seheelules as required 
by state lw.v OHS a:tis eivisioa. 

~9) Ensure that the maintenance, preservation, microfilming, destruction, or other 
disposition of the records of the city is carried out in accordance with the policies and 
procedures of the records management program and the requirements of state law; 
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~ 10) Maintain records on the volume of records destroyed under approved records 
control schedules or through records destruction authorization requests, the volume of 
records microfilmed or stored electronically, and the estimated cost and space savings 
as the result of such disposal or disposition; 

fl-4j( 11) Report annually to the city council on the implementation of the records 
management plan in each department of the city, including summaries of the statistical 
and fiscal data compiled under Subsection (IO); and 

~12) Bring to the attention of the city council non-compliance by department 
heads or other municipal personnel with the policies and procedures of the records 
management program or the Local Government Records Act. 

Sec. 2.03.069 Duties and responsibilities of department heads 

In addition to other duties assigned in this division, department heads shall: 

( 1) Cooperate with the records management officer in carrying out the policies and 
procedures established in the city for the efficient and economical management of 
records and in carrying out the requirements of this division. 

(2) Adequately document the transaction of government business and the services, 
programs, and duties for which the department head and his or her staff are 
responsible. 

(3) Maintain the records in his or her care and carry out their preservation, 
microfilming, destruction, or other disposition only in accordance with the policies and 
procedures of the records management program of the city and the requirements of this 
division. 

Sec. 2.03.070 Designation of record liaison officers 

Each department head shall designate a member of his or her staff to serve as records liaison 
officer for the implementation of the records management program in the department. If the 
records management officer determines that, in the best interests of the records management 
program, more than one records liaison officer should be designated for a department, the 
department head shall designate the number of records liaison officers specified by the records 
management officer. Persons designated as records liaison officers shall be thoroughly 
familiar with all the records created and maintained by the department and shall have full 
access to all records of the city maintained by the department. In the event of the resignation, 
retirement, dismissal, or removal by action of the department head of a person designated as a 
records liaison officer, the department head shall promptly designate another person to fill the 
vacancy. A department head may serve as records liaison officer for his or her department. 
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Sec. 2.03.071 Duties and responsibilities of records liaison officers 

In addition to other duties assigned in this division, records liaison officers shall: 

(1) Conduct or supervise the conduct of inventories of the records of the department in 
preparation for the development of records control schedules. 

(2) In cooperation with the records management officer, coordinate and implement the policies 
and procedures of the records management program in their departments. 

(3) Disseminate information to department staff concerning the records management program. 

Sec. 2.03.072 Records control schedules to be developed; approval; filing with state 

(a) The records management officer, in cooperation with department heads and records 
liaison officers, shall prepare records control schedules on a department-by-department basis, 
listing all records created or received by the department and the retention period for each 
record. Records control schedules shal1 also contain such other information regarding the 
disposition of city records as the records management plan may require. 

(b) Each records control schedule shall be monitored and amended as needed by the records 
management officer on a regular basis to ensure that it is in compliance with records retention 
schedules issued by the state and that it continues to reflect the recordkeeping procedures and 
needs of the department and records management program of the city. 

(c) Before its adoption, a records control schedule or amended schedule for a department 
must be approved by the department head and the members of the records management 
committee. 

(d) Before its adoption a records control schedule must be submitted to and accepted for 
filing by the director and librarian as provided by state law. If a schedule is not accepted for 
filing, the schedule shall be amended to make it acceptable for filing. The records 
management officer shall submit the records control schedules to the director and librarian. 

Sec. 2.03.073 Implementation of records control schedules; destruction of records 
under schedule 

(a) A records control schedule for a def)artment that has eeen af)f)roved and adof)ted 
1:lllder seetioa 2.03.067 shall be im19lemeated by de13artment heads aad records 
liaison officers aeeoreing to tke polieies aae proeeel:lfes ef the reeords 
ma-nagement pllHl. Appropriate records control schedules issued by the Texas 
State Library and Archives Commission shall be adopted by the records 
management officer for use in the city, as provided by law. Any destruction of 
records of the city will be in accordance with these schedules and the Local 
Government Records Act. 
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(b) Retention periods to be included in records schedules shall be established by the city 
secretary and department heads. subject to the review of the city attorney and the 
approval of the city council. The following retention schedules promulgated by the 
state library and archives commission are hereby in all things approved and adopted: 

(a) Local Schedule GR, Retention Schedule for Records Common to all 
Local Governments {effective April 17, 2016); 

(b) Local Schedule PW, Retention Schedule for Records of Public Works 
and Services {effective April 3, 2011); 

(c) Local Schedule EL, Retention Schedule for Elections and Voter 
Registration (effective September 3, 2014); 

(d) Local Schedule LC, Retention Schedule for Records of Justice and 
Municipal Courts {effective August 14, 2011); 

(e) Local Schedule UT, Retention Schedule for Records of Public Utility 
Services {effective April 3, 2011); 

(t) Local Schedule TX, Retention Schedule for Records of Prooertv 
Taxation {effective April 3, 2011). 

(c) When a records retention and disposition schedule is adopted, it shall 
thenceforth constitute full authority to destroy, transfer. or take other actions, and the 
city council hereby directs that such actions be taken by the city secretruy or under the 
city secretary's supervision. The city secretary shall notify the state librarian of the 
intended destruction, as may be required by law, but no further notice to the city 
council or other city office shall be required. However, no physical record or records 
with the retention schedule of "permanent" shall be destroyed without separate 
approval of the city secretary and city administrator. 

0:)) A reeerd whese reteetiee peried has eKpired 00 a reeerds eeetrel sehedule shall be 
destfeyed 1:m:less 0f)en reeerds reqHest is f)eadiag en the reeerd, the subj eet matter ef the 
reeord is f)ertiaeat ta a f)endiag law seit, er the def)artment head reqeests ie writing to the 
reeerds maeagement committee that the reeerd be retained fer an additienal f)eried. 

(o) Prier ta the destruetien ef a reeord under ae appro,,i:ed reeoras eontrol seh@dule, 
autheri2:ati00 fer the destruetien must be obtained b~, the reeerds maBagement effieer fi:om the 
reeeras maeagemeet cemmittee. 

Sec. 2.03.074 Destruction of unscheduled records 

A record that has not yet been listed on an approved records control schedule may be 
destroyed if its destruction has been approved in the same manner as a record destroyed under 
an approved schedule and the records management officer has submitted to and received from 
the director and librarian an approved destruction authorization request. 

See. 2.93.97S R:eeeFds eeeter 
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A record center, should one be established by the city, developed pursuant to the plan required 
by section 2.03.067, shall be under the direct control and supervision of the records 
management officer. Policies and procedures regulating the operations and use of the records 
shall be contained in the records management plan developed under section 2.03.067. 

Sec. 2.03.076 Micrographics 

Unless a micrographics program in a department is specifically exempted by order of the city, 
all microfilming of records will be centralized and under the direct supervision of the records 
management officer. The records management plan will establish policies and procedures for 
the microfilming of city records, including policies to ensure that all microfilming is done in 
accordance with standards and procedures for the microfilming of local government records 
established in rules of the state library and archives commission. The plan will also establish 
criteria for determining the eligibility of records for microfilming, and protocols for ensuring 
that a microfilming program that is exempted from the centralized operations is, nevertheless, 
subject to periodic review by the records management officer as to cost-effectiveness, 
administrative efficiency, and compliance with commission rules. 

Sec. 2.03.077 Development and implementation schedule 

The development and implementation schedule of this records management program shall be 
consistent ·with those prescribed in House Bill 1285, The Texas Local Government Records 
Act, as follows: 

Date 

June 1, 1990 

January 1, 1991 

January 2, 1995 

ACTION 

Appointment of records management officer 

Adoption of program and copy filed v.rith director and librarian of the 
state library and archives commissions 

Records control schedules implemented and filed with above agency 

PASSED & APPROVED this, the.1~.1~day of 1\f\ A(cb,_ 2017, by a vote of 5 (ayes) to 
_:D,_(nays) to..JL_(abstentions) of the City Council of Dripping Springs, Texas. 
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