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ORDINANCE 84

AN ORffruAfiCF ADCIPTIftgG R€ECRDS R€TENTi{}flC

WHEREAS, Title 6, Subtitle C, LocalGovernment Code (Local Government
Reeords Aet) provides that a muni*ipality must establish by ordinanee &n a*tbve
and continuing records management prograrn te be adrninistered by a Reeerrd*
Management Officer; and

WHCREAS, the CITY Of UHLASID, TLXAS desires to adopt an ordinance for
tl:at purp*se end te prescribe polieies and prccedlrres consistent with the Lecal
Governrnent Reeords Act and in the inierests of cost-effective and effieient
recordkeeplng; NGW TFTEREFCRE:

BE :T OR*AEFTED BY ?HF
##ARS *ts AL#g$T"#?g# Sr ] HH *ITY UF UHLAfOdI}, T€XAS

$FSTIGN 1" SEFlilllTlOf{ SF Hl"Jf{lClP.&L RFCSRDS.,qll dscuments, papers,
l*tters, boclcs, ffi&ps, pFrot*glaphs, s*und cr vide* re**rdings, r,lrbsrcfi[m,
rrtagneti* tap*, eleetrelnie rnsefia, or other r*ferrmation ree*nding rnedia,
regardlese of physicai forrn *r eharacf,eristie a*d negandfess *f whether pubFi*
#.i;{Js$s t*: them is epen *r restriet*d r:nder the laws ef the state, *r*at*d ar
r*ceiverJ by the e lTY eF IJH!-ANII, TEXA,.$ *r any elf its r:ffic.ers *r *nnplsyees
pursuant ts law or in the transactian of public business are hereby declared to be
the r*e*rds ef th* $l f Y tlF LIF{LAru*, 'f LKAS and shali be *reated, mei*tabneqJ,
and disposed of pn accerrdance witlr th* pr*vrsierns *f this *rcfrnarT*e or
procedures aLrthoriaed by it end En nc other rfianftatr.

sb{J { !*f{ g. ADL3I I'tgNAt 13gFltri'rt{"}Ns.

{1} "Department hsad" m€ans the offiser who by *rdinance or administrative
poliey Es in charge cf an effice af the CETY OF i,.,H[--4ND, T[XA,$ that sneatee cr
reeefves rec*rds"

i?"] "kssent!*i reeorel" rfi€ans any r*e*rd of th* *l I Y {Jt- UHtA}i{J, lb.XAS
il*ees$ary ts the re*umpti<ln *r ea*tln*ation af its *perations in sn e{nergeney or
disaster, to tlre re-creation ef its legal and fir:ancial statue, or to the prateetion
and fultillment cf cbfigati*ns to tFle g:eeple *t the stete.

(3) "Pennancnt rec*rd*'rftGans any neeord ef the CETY eF Uh{tA$S, TEXA$ f*r
which the retention peried *n a reeonls e$ntrqlschednie is giv*n as permanent"

{4} "Reccrds c.ontr*l scfrsdule" means a dseunlent prepared by cr under the
authority *f the R*cards Managernent ffieer tisting the necords maE*ta[ned by



the elTY OF UHIAND, TEXAS, their retentian periods, and cther reeords
disposition information that the reccrds rnanagement prograrn may require.

{5) "Records management" means the applicaticn of managernent t*chniques to
the ereation, Lise, maintenanee, retenticn, pre.seryation, and dispo*alof reeords
for the purposes of redr.rcing the costs and improving the efficiency of
reeordkeeping. The term ineludes the d*veloprnent cf reeords e*ntr*[seheduEe*,
the man+gement of fFling and infeirnatiq:n retrievsl syst*rns, the prroteetiein erf
essential and pernranent records, thc economica$ and space*effective stcr*ge af
iaieetive reesrds, ecntrol ev*r the ereation and distribution of fornl$, reports, and
st:na-qpondqnr-e, and the ffianagement of rniercgraphi*s anel elsetr*nie anel *ther
records storage systems.

(6) "Records management officer" means the person designated
this ordinanee.

in Section 5 of

(7) "Records management plan" means the plan developed under Section 6 of
this ordinance"

(S) "Retention period" rneffns th* nrinFm*m tlme that mu*t p*** a*t*r the *ne*tion,
reeording, or reeeipt cf a reeorel, or the fulfi[lnnext *f e.*rtarn aetEe;ns a"$sc>eiat*d
with a recond, befsnc it is eligible fsr destructEan.

SECTION 3. MUNICIPAL RECORDS DECLARED PUBLIC PROPERTY. AII
municipal records as defined in Section 1 of this ordinance are hereby declared
t* be the pr*perf-y r:f the $ll Y {Jt" Ut{LAfldl"}, ! HXAti. Nn municipal ':fficial or
*mpl+yee has, by virtr-re of his r:r her pasitiern, any B€r$onal *r property right to
such recsrds even theugh he or she may have developed or compiled them. The
unautthsrized e*estrueti*R, reffilsvpifr*m frles, e*r *,se eif sr**h re*slrEls i* prerhihit*e*"

SEGTTGE{ dg. FGLICY. tt is hen*by deetared t* be thc pofFcy of the CFTY OF
nJi"ll/\flli.i, lLXAti te prcvld* ?or effiei*nt, ceencrRleal, ancJ *tYeetive e*ntrcls qv*r
the *reati*n, rliatrib*ticn, erganizati*n, maintefiafi{e, LJs+, **d dlspcaiti*ln a-f all
rnuni*lpat r**ords t?'ir*ugh a *cr*pr*hensive systenr af intaErated procedures for
titelr managcment fr*m clre*ti*sr ter ct[timate disg:*siti*n, e*n.qistei"lt with the
re<Iriic-ements of tl'ie Texa-q L*caE Governm*nt Records Act ancf mcceptgef rercrrdg
m4nadamanl nranli+ar r rqr rqltqr r rg.r r\ Pr gvtrw.

ili {, t Kx{ :j_ r;ia;i*i#*{'3i}*d Liil *{ilc5J84#$ MAfdA#HtH#il3'$FFiSuR. the
CITY $ECRETARY, and tlrs sueeessive h*lders *f s*id of,fiss, *shall serv* a*
Re**rds ltianagement Offieer tsr the CITY OF UHLAND, TEXA$. As provided by
state Faw, each succsssive hclder sf fhe uffie"e* *haFEfibe fii* cr her n*rn* with tFls
direetor a*d librarian of the Texa* $tate t ilrrary wrthrn thrrty cfay*e of fhe friEtiaF

designatlon or ef teking up the cfFice, as appficabEe.



SEETION 6. REEORDS RfiAF{AGEISIENT PLAtr* TO BE DEVELOFEil};
APPROVAL OF PI-AN; AI,.iTHORITY OF FLAN.

{a} 
-l-he Reeerds fulanagement Officer shall develap a records management plan

for the Clry OF UHLAND, THXAS fsr submi*sion ts the BOARD OF
ALDERMEN. The plan must contain policies and procedures designed to reduce
the eosts and impreve th* effi*ien*y *t ree*rdke-eping, t* adequat*fy prctect the
eseential rec..*rd* clf the mt;nieiprality, ane! te pr*perly plre.serue thetg.* ree.*rqfs e#
the rnunieipality that are CIf histerica[value. The pla* must be de*igned to e*abte
the Reetrda fulanageil:le{-r{ Offi**r tt: carry aut hi.: or her dr:ti*-s prese*bed by
atate law and this srdinance effectively.

{b} *nee ag:pr"uved by the ffi{}ARn e}F ALDLt{MtF\t the rsc*rds niarl&S*rnsn[
Blari sha-!! be bir:dirig *n al!*ff,ec-e*, d*partments, dfvisi*srs, FF*€tr*rrus,
eeffimEsslafts, bureatss, bercrds, eornrntttees, *rs[rftiEar e*tF€res of the CITY #F'
ilHi-ANS, Ttr-HA$ a*d ree*rdg shall be *reated, maintained, st*red, r::i*r*filrneel,
or dispe*cd ef in aesordanee with the plan.

{c} State l*w rel*ting t* the duties, ather re*p*r"isibbFrtie*, *n recerrefke*pi;"ig6
reqi.riremer:ts erf * elep:erfm*nt head d* not exernprt th* d*partrs-:e*t head *r the
records in the departr*ent head's cerc fncrn the, app!***ticrr *f thrFs *rdimasl*e and
th* l*ecrd$ {,=rsfiffSsrn*nt ptan aek:pted under it and rnay fist b* uscei by the
department heael a* a ba-*i* fcr re€lsalto participate in th* ree*rels ??'!ai?agement
prograrn *f the *lTY SF UHLAND, TEXAS.

$FSTFSN F" *STIFS *F RFC*R#S ffieF!&G#ruEHFFF *F'Ff*FR" fn sdefptr**-r tcr
cther duties assigncd in t!'iis *rdi*ance, the Rs**r*s F#an*gemerit Sffre*r *hmFF:

{1} *dr*"li*i*ter th* ree*rds ri'!ansgen-1**t pr*grern and pr*vid* assi.stan** ta
d*Barirnent heads in its irr:plernentation;

(?) ptan" f+rr*r*Fate, ar:d pre**r[b* nee*rds dr.*p**eltr*n 6r*[i*i**, sy$tsnn$,
standaEds, &nd prccedunes;

{-3) in *c*per"a{i*n with depa*r**nt hcads ldentity essential r*.**rds and establish
a dissster plnn fer *ach municipal cffis* and deg:artrnent t* en*ure n'*axirnura
availability *f the reccrds in srder to rs-estsblish operations quickly and with
rnininrunr disruption and *xp*nse;

(4) develop proced*res t* eftsurc thc penrranent preservetr*rr *f the hi*t*rFcaFFy
valuable reeords *f the eity;

{5} establish standards f*r filing and storage eguipment and for recordkeeping
supplies;



(6) study the feasibility of and, if appropriate, establish a uniforrn filing systenn
and a forrns design and cor-rtnol system for the CITY OF UHLAND, TEXAS;

{7} nronitar reccrds retention sehedutes and administrative ruies issued by tiie
Texas $tate Library and Ar*hives ecrnnrlsslon tc deterrnine if the records
management program and the municipality's records control schedules are in
cempiianee wiih etate regi*lati*n*;

{8} disseminate tc the BOARD OF F,LSERMEN and depertntent treads
informaticn eonc.erni*g -:-tat* laws anel adryrir-'ri*trative ru!*e relatlng t* lceal
government records;

{*i ensure that th* nraint*nanee, pressilv*ti*n, mi*r*frfr'*ing, d**tri.l*tE*m, $r q:iF-r*i

'r;-^*siti*Ft *f the rec-+rds of the CiTY {}F UHEAN*, T'FXA$ are *arneef **t rn\J ! trSF+ I

accordance with the p*Ficics and pr*cedlrres of the ree*rds n:enagenremt
i:rogrfir{r and thc requirements ef siaie iaw;

{'1S) maintain recards on llle velume of recards destrcyed urder apprcved
re*or*l* e*ntr*E s*fredi*!es or through re**rd* d**qfr*e"tr*rr a*the:r'irat[e:rn re;-gnests,
the v*Fun,e *f re**rels mEcr*fiErrled or st*reef e{eetronlcaFFy, enef fhe estsntaf*ef **st
and spaee savings es the result *f st]cF] disB***! *r disp**it[*n;

(11) report annually to the BOARD OF ALDERMEN on the implementation of the

- records management plan in each department of the Clry OF UHLAND, TEXAS,
including summaries of the statistical and fiscal data compiled under Subsection
{10}; and

{12} bring to the att*ntien af the S{}Ait$ UF AL*bRMHfi{ nsn-eoinplianee by
'^^:rtrne*t heads cr cther n'rirnieipal personr:elwith the p*licies and prcceduresdrep$
of the reeords rfianageffient program or the Local Gcvernrnent Records Act.

.=^TF*N &" PEJTIE$ AF** RHSF*I$$F*FtFTFSS GF SFpARTe#Hru? F[FA*S- Fn+Etr
additien to other duties assigned in this crdinenec, departn*ent heads sfia[[:

{1} e*r:perai* with the i{eecnJs Managernent U#ieer in carrying sut {he p*ti*ies
amrJ pr*e*r.iure* *etablishetJ in th* CNTY OF t-l*t AlJn, TFXA$ fcr the effi*ient
end er;*s:*n:ieal ry"i&nag*m*nt af racords snd in carying out the requilements of
thls ard;nanee;

(?) adequately d*eucneglt the trasreeetlon *f S*vsr*$]ent br.lsEness and tFrs
^^_.:er*ces, pt*gratn.€, *nd duti*s f*r uEhlch the d*partrne*t head a*d *':ic or h*r staff
are responsible; and

{3i rnarntaFn the re*crcls i* his *r her eare snd ffirFH *ut th*lr pr***rvatiern,
micrcfilrning, destructlcn, or other disp*siti*ru *n[y irr accordanc* ir+fth tFrc p*Ei*ias



and procedures of the records management program of the CITY OF UHLAND,
TEXAS and the requirernents of this ordinance.

SEETION 9. REEORDS ECINTROt SCHEDUTES TO BE D*VELOPED;
APPROVAI-; FILING WITI-I STATE.

(a) The Records Managemcnt Offieer, in cooperation with department lreads,
shall prepare records csntrsl schedules on a department by department basis
listing all records series created or received by the departrnent and the retention
p*riod far ea*h series. Reeords e*ntrcl seh*dules shall alsa eontain sueh *ther
infornnation regarding the disposition of rnunieipai records as the re*orcls
rnanagement plan may require.

(bi Hach reeords ei:ntr*l sehedirle shatt b* ffic!ruitore-d and amene!*-d a* r:**der*
by the Reeords Manageme*t Offi*er €!ft a r*guFar basfs te> e*siJre that it ic in
compliance with records retention sehedLrles issucd by tFre stete ar*d that i^r

**:ntinues to r*f!**t the r***rdk**ping pr*eedur** an<! n*eds *f the d*partpnent
and the reccrds nr-anagement prcgram of the e rry or UHLAND, TEXAS.

(e) Eefore its adoptleft e rec*rds eontr*[schedule +r amended eehedcrEe f*r a
deparEr*er:t rite*st be apprev*d by th* d*partn-resrt h**d arrd t!-;* *gtARD Ot:
A i frrna i-r iF\Lt rtr F\,rsf trt$.

iri) i*;:!;i'+ ii"l "rii;-;piir:i* s r-'{ri#r* i;';l;ilr:i gi;i;eefu-;!e i:ru.tt b* sul:*.littecj iq *nel
*e**pterI f*r filing by the ellrect*r ar:d li*rari*il ** pr*vlel*d by .:tat* law. lf a
rr;i:r:rjulc js rrcl ecrcpi.ed fer fillng, ih.; schcdulc sha!! be arne;":ded to make it
a*e*piabie f*r fiting" T!-re Re**nds F*{anage;i'rerrt *fficer eFbalf s*bmit th* r*ccrr,ds
ecrrtrui seiiedt*les €er tFie €iEFsci*r e*ei Erbr*rlarr"

* [t r:* ld 1 s, ] id:=Lil&q€Fi?Fa?i*?d GF Rs€#ffiss *sf{TRsL $€t €ts!*tl.Es ;' ' " ' :.1 1i r-1-.!i.! : ]i Y.re--?a/arttn* I tAahrft fl,ac rrRi !; F:.:-ri r rai.r':d d:tii* i"r; a{*ld{Jf{iJE UftlJflf.( sUnEiiULE.

{a) A records control schedule for a department that has been approved and
adopted under Section 9 shall be implemented by department heads according
io th# puile,es and p'"oi,..*riiire$ r,i fhs r*r.cirr!s ntar,&geiilri;ti F,i&ii

(b) A record whCIse retention perisd has exBired on a reecnd* m;:tr*!scttedu$e
-*i:ail he 4*slrr:y-eei r-tiil*ss air <;ii€il r*e+r,Js r*ql_;e.rt is peniling r.:i.r the ieecrd, the
subject matt*r of the r*ccrd i* pertinent ts a p*i:ding law suit, *r th* d*pa*ment
h*ad requ*sts in writing to the Records fulanagen:ent effie*r that ihe record be
re ta i r*e#, f *r r a rr ;*ds* ctFa $"?e I g:* t'*r:$.

{e} Prior to the d*ctnusti** sf a ree*rd usrder en eppre}wed re*e}rcts ccr:rtr*E
sel'iedule, auth*rizatior: fer ths destrudicn *:uet be *btain*d by the Ree*rds
lv4anageme# effi#erfrorn the B*ARD *F ALD€RMFN 

"


