





Attachment “A”

Sec. 2.03.067 Records management plan to be developed; approval of plan; authority
of plan

@ The records management officer and—records—management—commitee—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.

() 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.

© 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 recordkeeping
supplies.

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

€8)(7) Monitor 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.

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

&2)(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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¢3)(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;

4(11) Report annually to the city council on the implementation of the records
management plan in cach department of the city, including summaries of the statistical
and fiscal data compiled under Subsection (10); and

&5)(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:

(I) 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 ofthis
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

® 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 shall also contain such other information regarding the
disposition of city records as the records management plan may require.

() 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.

© 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.

@ 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

@

. 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 andadopted:

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

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

© 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):

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

® Local Schedule TX, Retention Schedule for Records of Property
Taxation (effective April 3,2011).

© 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 secretary or under the
city secretary’s supervision. The city secret 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.
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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.

See2:03.075—Recordscenter
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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

PASSED & APPROVED this, the &\;tday of T\Pcch. 2017, by a vote of 5 _(ayes) to

D _(nays) to_0__(abstentions) of the City Council of Dripping Springs, Texas.

CITY OF DRIPPING SPRINGS:

M,

\Mayor Todd Purcell/
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ATTEST:

e /rf/hﬁ&( 2 /%fé,/,w/z—-

Angelica yyes, City Secretary
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