ﬂ;gibﬁﬁiﬁﬁﬂtgﬁ#}%lﬁigff'

:{1ézﬂ, Lcca‘ Uévérnhén+ LGdE (Lﬁcal Government -

”t Ufflcer, and

‘Bean degjfﬁm tm adopt g ordlnance for that

e . policies and procedures consistent with the
CAct o and in the interests of cost-effective and
”NDW THER&WDRE

BE IT ORL%INEQ BY THE

0 'OFqMUNICIPA;'RECORDS “A1T- dOcuments; papers,
‘photographs, Sound-or video recordings,

spe electronic media, or other information

rcllegg of p;/glaal form or characteristic and

r_pwbilc accessto' them is open ' or restricted under

© oyedted or received by the CITY OF TOM BEAN or

: @mployee pursuant to law or in the transaotlon
hereby declared to be the records of the fITY OF-

created; maintained, and disposed of in

vigiong u? this ordinance or procedures

1 nw cther ‘mAEnner. :

tlal record”'me ang. any record of the CITY OF TOM BEAN
hie: resumptlon or continuation of its operations in an-
'Saster, 10 the I'—creatlon of ltm legal and flﬁﬂﬂtlml

e Tﬂ"Permanent recmrd" mesns any record of the CITY OF TOM BEAN
?{for whlch the retentlon perlod on & records control schedule is given
”as permanent S . i . .

S fCBJ'“Records contrml scheﬂule”_m&ana 8- document prepared by or
.”under the authorm?y uf the Records’ ‘Management Officer listing the
Crecorcds maintained by the- CITY OF TOM BEAN, their rétention veritds,
and Jth%r records dlspocltlon nformation that the records management
_Program may‘rEQuire £ S

. (4) "Rec@rds managemwnt” means the appllcatlon of maﬂagement
: 3. ;“uaa malntenanceg_retentlon, presprvatlen¥
' [ the purpmaea Df reduc1ng the costs and:

»hhmdules,_the management of flllﬂg and }
he protectaon of essential and. :

the evon@mlcal and . space-effective storage of

'n+r01_avar the. creatzan and dlatrlbutlun of" fcrms,;,ff'




”- ?ﬁct1um ;_Df thls Grdlnance

L destruct1on

f;comm1551on5;,bur@aua, boards,fcommltteeﬂ, or.osimilar: entltlea of. the

areports,-and Correspondence, and the man&gement Df micrographlc
'“electronlc and other records storage systems S L

L (ﬁl-”Reccrda management cfflcer meana the persmm d951gnated in
qectlon 5 of thlafordlnanca ' : : : S

(6} "Records mamagement plan” means the plan developed under

(7) “Retentlon perlod” means the mlnlmum tlme that must pass afterﬁ
the creatlan. recardlng,.or receipt of ;& record, or the fulfillment of .
certain: a@*zons assmcxated w;th a rec@rd before it is ellwleg fﬂrf":f*

SECTION 3 MUNICEPAL RECORDS DECLARED PUBLIC PROPERTY All munlclpal S
.. records as deflned in Sec. 1 of this. ordinance aré hereby declared. to L
- be the property of the CITY GF TOM BEAN. No-municipal official or:

- employee has, by v1 tUe of hig or her p051t10n. any personal or. fgﬁ IETERE
property rlght to -5 ch records even. though: he or she may. have developed

S ar Gamplled them: Tha unanthorized dE”tTUCtan, remaval frmm fllEB,

use Of sumh records 1& prDhlbltEd R S -

”QSECTIDN 4 POLICY It 18 hereby declared 1o be the pollcy of the CITY o
CQF - TOM . BEAN to: pr0v1de for efficient, ~economical, and effectlve Be
y;controlm ‘over. the’ creatlon, ‘distribution; organization, - malnt@nanc@,
Cousze, and: dlSpDaltlDﬂ of all: mun1c1pal ‘regords through' a Gomprehenmlve
‘Bystem of integrated. proeedures for their management from:creation: to
ultimate: dlSpOﬁltlon,-Con51stent with the reduirements. of the. Texas
Locai bovernment Recnrda %ct and accmptec records. managemsmt pra:tlwe

'SECTION 5 DESIGNATION OF RECORDS MANAGEMENT OFFICER. The Clty
SpcretarvareaSurer,jﬂnd the ‘sucoeszive holders of sald fol:e,ﬂahnll
serve. 83 R&mmrda.Management folGET for the CITY OF TOM BEAM, . :
provided by state law, each’ SUCCESSlVE holder of the office’ shall flle
his or her name wmth the - director ‘and librarian of the Tayag State i”f'
lerary w1th1n tilrty days Df the 1n1t1al degignation or cf- taklng up
the OfflCE, Bs appllcable ' : S :

SECTION 6 RECORDS MANAGEMENT PLAN TO BE- DEVELOPED APPROVAL OF PLAN;n
AUTHORITY OF PLAN: (&) The Records Maﬁagem@nt Officer shall develop'm PEEEES
records manag@m@nt plan for the CITY OF TOM BEAN for submission to the .
CITY COUNCIL. The plan must contain policies and procedures designed to .
reduce. the cogts and improve the efficiency of recordkeeping,. to
adedusately protect’ the essential Tecords of the municipality, and to
properly preserve those records of ‘the manicipality that are of®

historical value: The plan must be designed. to enable the Records-p-
Management: Officer: to carry out his or her duties prescribed by state

law mmd thls Dfd1ﬂ3ﬂPE effectlvelv : : .

Cb) Once approved by the CITY COUNCIL the records maﬂagement plan  f”E
o shall be Hlﬂdlng on.all folces, departnenta, divisions, programs, .

 CITY OF TOM BEAN and records shall be created, maintained, stored, .
'mlcrafilmed. Gr dwsposed of in. accordance w;th the plan Sl

State law relatlnw tm the dutles, DLhET respan51b111tle$,,




oPaGE 3

g:recerdk@eplng requ1rements of a departmeni ‘head do not @xempt the _
department’ head or the recordz in the department head’z care from the
appllcatlan of this. wrdlnance and the records management plan adopted .

under it ‘and may not be’ used: by the department head as & basis for

Loorefusal. to participatse. 1n ‘the. records management program of the CITY OF
_TOM BEAN. .. _ .

“-SECTION 7. DBTIES OF- RECORDS MANAGEMENT OFFICER, In additicn to other
duties: ESalgﬂEd Ain. thlm Drdlnance, thie Records Management Qfficer
shall _

Ell admlﬂlster the recmrﬂa management program and provids
--3351stance to department heads itroits 1mplementat10n,

; C“ﬁ plan, fgrmulafe, and Dres :rlbe rercrda disposition policies,
systems, staﬂdards,_and procedures,

(33 in aooperatlan wmik department heads 1dent1fy ggsential
records and establish & dissster plan for each municipal office and
_ department toensure maximumn availability of the records in order to
reT establlsh operatlons qulfkly and wzth minitmum disruption aﬂd
"fexpense, _ SRR e _

: (4) develop procedures to ensure the permanent preservatlon of the

'”.-fgihistorlcally vaiuable records of the c1ty,

C53 establlsh Standarda for filing and storagﬂ equmpmenﬁ and for

J;ffrecordkeeplng 5upplles,

(61 study the feaalbllltv of and 1f appruprlate, establlsh =3

 ij un1form filing system and a fmrms desagn and control system for the
- CITY OF TQM BE&N -

(7) monltmr recordq r@iemtlon schedules and administrative rules
1ssued by - the: Texas state Library anc Archives Commission 1o determine
if the rescords managemer“‘prcgram arcl the municipality's records
control schedules are 1n cmmpllanca Wlth state regulationsg;

£83 dlssemlnate tD *“e CITY CQUNLIL and department hesds
information concerning state 1aws and administrative rules relating to
local government recmrds, o :

(9) ensure that the mzlﬂtEﬂ&ﬁC@, preservation, microfilming,
destruction, or other disposition of the records of the CITY OF TOM
BEAN are carried out in accordance with the policies and procedures of
the records managementfprogvam-and:th@ recuirements of state law; .

- ClOW malntaln records o the VDILme of records destroyed under

::f_approved records control SChidUl@S ‘or through records destruction
rauthorization raqaeata; the volumeé of records microfilmed or stored

“electronically, and the estimated cost and mpame savings asg the result

'if;fo such disposal or dlsPDSlt!’ﬂ’

o (111 rewor+ annuallv to 1he CITY “OUNCEL on the 1mplementatlon of
-the records’ management plan-in edch: department of the CITY OF TOM BEAN,
including summaries. of: the_stazistlcal and fiscal data compiled under
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Subsectlon (103 and

(12) brlng Tt the attentlon of the CITY COUNCIL nor- Compllance by gﬁ
department heads or other municipal personnel with the policies and:
procedures Df the records: management program or the Looal Fmvernment
Records Act,

SECTION 8. DUTIES AND RESPONSIRILITIES OF DEPARTMENT HEADS. In addition

to DthErfduties~aSsignéé?iﬁ'this Drdinanca, department hgads shall:

Ci] cooperate w1th the REﬁmrdS Management Officer in carrying Dut

th@.p0110198 afd procedures establishéd in the CITY OF TOM BEAN for the"iiwf

efficient and economlcal managem&nt of records and in carrying out the
requzrements of thls ordlnance, :

2y adequately document the transacilan of government business and
the serv1ces, programs, and duties for which the department head and
hls or her staff are respcns;ble,-anﬂ :

573 malﬁtaln the racardq in hln ‘or her.care and carry out thnlr
preservatlaﬂ, mlcrﬁfllmlng, destruction, or other digposition only: in
accordance with 'the policies and procedures of the records management..

program of the CITY OF TOM BEAN and the requlrements of this Drdlnance

SECTION ©. RECORDS CONTROL SCHEDULES TO BE DEVELOPED; APPROVAL; FILINc_jgj;f

WITH STATE. (a) The: Records Management Officer, in Cooperatlon w1th
‘depariment: heads,-shall prepare records control schedules on'a’

department by department basis tigting all records series: craated or.  ]am_ff*”

recelived by the deyartment and the retention period for each series.

Records control -schedules shall also contain such other informaticsn 5"7?x7’:

regarding the: dlSpOSltlon of CITY records as the records managemenﬁ
plan may réeguire. : : . -

(b)Y Each reCOrds'dOnifdlfSchedule-shall be monitored and amendéd‘
as- needed by the Records: Management Ufficer 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 the records management
prawram of the LITY GF TOM BEAN

(cﬁ Befare 1t3 admptlon & racsrds gmntral schedulﬁ or. amendeﬁ
schedule for = department must b@ apprmved by the department head and
The CITY COUNCIL - . .

. (di Betare its adaptlaﬂ B FELDFdS mmntrol aWheduip 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. makeé it acceptable for filing. The Racords_fff

Management Officer shall submlt the records control schedules to the
dlrertor and llbrarlan B SRR

SECTION 10,_IMPLEMEMTATIQN OF RECORDS CONTROL SCHEDULES; DESTRUCTIQN OFfilff

RECORDE UNDER SCHEDULE. (&) A records control schedule for a deparment W
that has beern: approved and adapted under: Section 9 shall be implemented’

by departmeiit. heads: accord1ng to the p011c1es and procedures of the ; [ ;;; 

_records managem@nt plan,; T




PAGE 'S

_ {(b) A record whose retention period hag explired on a records
control schedule shall bhe destroyed unless an open records request iz
pending on the record, the sublect matter of the record ig pertinent to
a pending law sult, or the department head requests in writing to the
Records Management Officer that the record be retained for an
additional period,

{) Prior to the destruction of a record under an approved records
control schedule, authorizaiion for the destruction must be obtained by
the Records Management Officer from the CITY.

SECTION 11, DESTRUCTION OF. UNSCHEDULED RECORDS., A record that has
not yet been listed on an approved records control schedule may be
destroyed 1f its destructicon has been approved in the sSame manner mz @
record destroyed under an spproved schedule and the Records Management

Of ficer has submitied to and recelved back from the director and
Iibrarian an approved destruction authorization recuest.

Duly PASSED AND APPROVED by the City Council of the City of Tom Bean,
Texas, on this the 3"  day of Sestember A.D., 1991,

ﬁTXE§L@Zﬂ1)/23¢/®WM&f7

Y MAYOR

ATTEST:

DN W |

"CITY SECRETARY




