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DefineDefine RecordsRecords ManagementManagement;;DefineDefine RecordsRecords ManagementManagement;;
ReviewReview RelevantRelevant StatutesStatutes;;
Id tifId tif P t ti lP t ti l Pitf llPitf ll ff PP R dR dIdentifyIdentify PotentialPotential PitfallsPitfalls ofof aa PoorPoor RecordsRecords
ManagementManagement SystemSystem;;
DiscussDiscuss CharacteristicsCharacteristics ofof anan EffectiveEffective
RecordsRecords ManagementManagement SystemSystem;;
OfferOffer GuidanceGuidance onon ImprovingImproving youryour ownown
RecordsRecords ManagementManagement ProgramProgram..gg gg



Records ManagementRecords ManagementRecords ManagementRecords Management

TheThe activeactive supervisionsupervision andand controlcontrol
ofof recordsrecords whichwhich includesincludes thetheofof records,records, whichwhich includesincludes thethe
economicaleconomical andand efficientefficient creation,creation,
organization,organization, use,use, maintenancemaintenance
andand dispositiondisposition ofof recordsrecordsandand dispositiondisposition ofof recordsrecords..



Records ManagementRecords ManagementRecords ManagementRecords Management

Economical;Economical;Economical;Economical;
Efficient;Efficient;
CCCare;Care;
Control;Control;;;
Maintenance;Maintenance;
Archival (Storage);Archival (Storage);Archival (Storage);Archival (Storage);
Destruction.Destruction.



Relevant StatutesRelevant Statutes
Code of Judicial Conduct Code of Judicial Conduct 

Canon 3(c)(5)Canon 3(c)(5)

Rules of Judicial AdministrationRules of Judicial Administration
Rule 12Rule 12

Government CodeGovernment CodeGovernment CodeGovernment Code
Chapter 552 and Chapter 441.151Chapter 552 and Chapter 441.151

Local Government CodeLocal Government CodeLocal Government CodeLocal Government Code
Chapter 201.004 and Chapter 201.009Chapter 201.004 and Chapter 201.009



Records Management:Records Management:
A Team  EffortA Team  Effort

CannonCannon 33 (c)(c) ((55)) CodeCode ofof JudicialJudicial ConductConduct
requiresrequires judicialjudicial (=(= Judge)Judge) compliancecompliance withwith RuleRule
1212 PublicPublic AccessAccess toto CourtCourt RecordsRecords;;
ChapterChapter 201201..003003 LocalLocal GovernmentGovernment CodeCode definesdefines
“C di ”“C di ” ff dd hh“Custodian”“Custodian” ofof governmentgovernment recordsrecords asas thethe
appointedappointed oror electedelected publicpublic officerofficer whowho byby
administrativeadministrative policypolicy isis inin chargecharge ofof anan officeofficeadministrativeadministrative policypolicy isis inin chargecharge ofof anan officeoffice
thatthat createscreates oror receivesreceives recordsrecords == thethe clerkclerk..



Ineffective Records Ineffective Records 
M tM tManagement:Management:

How Do You Know?How Do You Know?



Ineffective Records ManagementIneffective Records ManagementIneffective Records ManagementIneffective Records Management

TooToo ManyMany PlacesPlaces toto FileFile ThingsThings;;TooToo ManyMany PlacesPlaces toto FileFile ThingsThings;;
NoNo ManagementManagement oror ResponsibleResponsible PersonPerson;;
“Too“Too ManyMany CooksCooks inin thethe Kitchen”Kitchen”;;TooToo ManyMany CooksCooks inin thethe KitchenKitchen ;;
FileFile DrawersDrawers PackedPacked tootoo TightlyTightly;;
FilFil F ldF ld tt S llS ll tt H ldH ld D tD tFileFile FoldersFolders tootoo SmallSmall toto HoldHold DocumentsDocuments;;
InconsistentInconsistent andand ImproperImproper DestructionDestruction ofof
Re o dRe o dRecordsRecords;;
NotNot EnoughEnough MemoryMemory forfor ElectronicElectronic
Reco dsReco dsRecordsRecords..



Ineffective Records Ineffective Records 
M tM tManagement:Management:

What Are the Consequences?What Are the Consequences?



Consequences Consequences 
f fff ffof Ineffective Records Managementof Ineffective Records Management

Incomplete Files;Incomplete Files;
L t FilL t FilLost Files;Lost Files;
Failure to Comply With RecordsFailure to Comply With RecordsFailure to Comply With Records Failure to Comply With Records 
Requests;Requests;
L t RL t RLost Revenue.Lost Revenue.



Characteristics of a Good Records Characteristics of a Good Records 
SSManagement SystemManagement System

WellWell OrganizedOrganized andand PlannedPlanned;;WellWell OrganizedOrganized andand PlannedPlanned;;
RecordsRecords areare EasilyEasily AccessibleAccessible;;
RecordsRecords areare ProtectedProtected andand SecureSecure;;RecordsRecords areare ProtectedProtected andand SecureSecure;;
CompliantCompliant withwith LocalLocal andand StateState StatutesStatutes;;
S tS t ii D hi llD hi ll A i tA i tSystemSystem isis DemographicallyDemographically AppropriateAppropriate;;
CostCost EffectiveEffective;;
RecordsRecords areare ConsistentlyConsistently andand ProperlyProperly
DestroyedDestroyed..



Steps Toward Improving Steps Toward Improving p p gp p g
a a 

Records Management SystemRecords Management SystemRecords Management SystemRecords Management System



Understand the Life CycleUnderstand the Life CycleUnderstand the Life CycleUnderstand the Life Cycle

Creation;Creation;Creation;Creation;
Distribution;Distribution;
UUUse;Use;
Maintenance;Maintenance;
Storage;Storage;
DispositionDispositionDisposition.Disposition.



Determine Storage NeedsDetermine Storage NeedsDetermine Storage NeedsDetermine Storage Needs

HowHow ManyMany Pending/DisposedPending/Disposed FilesFiles WillWill bebeHowHow ManyMany Pending/DisposedPending/Disposed FilesFiles WillWill bebe
KeptKept inin youryour Office/Building?Office/Building?
AreAre YourYour CurrentCurrent Files/Files/ Folders/Folders/ Shucks/Shucks/AreAre YourYour CurrentCurrent Files/Files/ Folders/Folders/ Shucks/Shucks/
JacketsJackets AdequateAdequate toto HoldHold Documents?Documents?
AA D tD t E ilE il A iblA ibl dd EEAreAre DocumentsDocuments EasilyEasily AccessibleAccessible andand EasyEasy
toto FindFind WithinWithin thethe Files?Files?
IfIf RecordsRecords AreAre Electronic,Electronic, HowHow MuchMuch
ServerServer SpaceSpace DoDo YouYou Need?Need?



Create a Case Filing SystemCreate a Case Filing SystemCreate a Case Filing SystemCreate a Case Filing System

CategorizeCategorize YourYour PendingPending FilesFiles;;CategorizeCategorize YourYour PendingPending FilesFiles;;
CategorizeCategorize YourYour DisposedDisposed FilesFiles;;
S h iS h i YY S ftS ft tt R fl tR fl t ththSynchronizeSynchronize YourYour SoftwareSoftware toto ReflectReflect thethe
LocationLocation ofof YourYour PhysicalPhysical FilesFiles oror ViceVice
VVVersaVersa;;
IfIf ElectronicElectronic RecordsRecords WorkWork withwith ITIT toto
EnsureEnsure YouYou HaveHave AdequateAdequate ElectronicElectronic
Storage/MemoryStorage/Memory..



Develop a ProgramDevelop a ProgramDevelop a ProgramDevelop a Program

Inventory Files;Inventory Files;Inventory Files;Inventory Files;
Create a Master Plan;Create a Master Plan;
A i /T i P lA i /T i P lAssign/Train Personnel;Assign/Train Personnel;
Test;Test;
Create a Records Manual.Create a Records Manual.



Group ProjectGroup ProjectGroup ProjectGroup Project

Categorize FilesCategorize Files



Ineffective Records ManagementIneffective Records ManagementIneffective Records ManagementIneffective Records Management

Too many places to file thingsToo many places to file thingsy p gy p g
Adult Filings Adult Filings –– Active Cases:Active Cases:

New Filing;New Filing;
Extension of Payment;Extension of Payment;Extension of Payment;Extension of Payment;
Pending Bench Trial;Pending Bench Trial;
Pending Jury Trial;Pending Jury Trial;
Driving Safety Course;Driving Safety Course;Driving Safety Course;Driving Safety Course;
Deferred Disposition;Deferred Disposition;
Delinquent Driving Safety Course;Delinquent Driving Safety Course;
D li t D f lD li t D f lDelinquent Deferral;Delinquent Deferral;
Pending Warrant;Pending Warrant;
Active Warrant.Active Warrant.



Ineffective Records ManagementIneffective Records ManagementIneffective Records ManagementIneffective Records Management

Too many places to file thingsToo many places to file thingsToo many places to file thingsToo many places to file things
Juvenile Filings Juvenile Filings –– Active Cases:Active Cases:

New Filing;New Filing;g;g;
Extension of Payment;Extension of Payment;
Pending Bench Trial;Pending Bench Trial;
P di J T i lP di J T i lPending Jury Trial;Pending Jury Trial;
Driving Safety Course;Driving Safety Course;
Deferred Disposition;Deferred Disposition;Deferred Disposition;Deferred Disposition;
Juvenile Contempt of Court Hearing;Juvenile Contempt of Court Hearing;
JNA Warrant.JNA Warrant.



Ineffective Records ManagementIneffective Records ManagementIneffective Records ManagementIneffective Records Management

Too Many Places to File ThingsToo Many Places to File ThingsToo Many Places to File ThingsToo Many Places to File Things
Disposed: Disposed: 

Juvenile;Juvenile;
Adult;Adult;
Dismissed;Dismissed;
Guilty.Guilty.Gu tyGu ty



Disposition of RecordsDisposition of RecordsDisposition of RecordsDisposition of Records



Retention ScheduleRetention ScheduleRetention ScheduleRetention Schedule

Parking Tickets = 6 MonthsParking Tickets = 6 MonthsParking Tickets  6 MonthsParking Tickets  6 Months
Traffic Tickets/Ordinance Violations = 1 yearTraffic Tickets/Ordinance Violations = 1 year
Administrative Hearing Records 1 yearAdministrative Hearing Records 1 yearAdministrative Hearing Records = 1 yearAdministrative Hearing Records = 1 year
Unserved Arrest Warrants = 4 yearsUnserved Arrest Warrants = 4 years
Criminal Dockets/Docket Notes = 5 yearsCriminal Dockets/Docket Notes = 5 years

Texas State Library and Archives CommissionTexas State Library and Archives Commissionyy



Acceptable Methods of DestructionAcceptable Methods of DestructionAcceptable Methods of DestructionAcceptable Methods of Destruction

Burning;Burning;Burning;Burning;
Shredding;Shredding;
P l iP l iPulping;Pulping;
Burial in a Landfill.Burial in a Landfill.

Texas State Library and Archives CommissionTexas State Library and Archives Commission
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11 ResponsibilityResponsibility ofof JudgeJudge andand ClerkClerk;;1.1. ResponsibilityResponsibility ofof JudgeJudge andand ClerkClerk;;
2.2. UnderstandUnderstand CodesCodes andand RulesRules DictatingDictating

YourYour ActionsActions PoliciesPolicies andand ProceduresProcedures;;YourYour Actions,Actions, PoliciesPolicies andand ProceduresProcedures;;
3.3. UnderstandingUnderstanding thethe ConsequencesConsequences ofof

I tt tiI tt tiInattentionInattention;;
4.4. EffectiveEffective RecordsRecords ManagementManagement SystemSystem..



Guides and ReferenceGuides and ReferenceGuides and ReferenceGuides and Reference
http://www.oag.state.tx.us/newspubs/publicatiohttp://www.oag.state.tx.us/newspubs/publicatiottp // oag state t us/ e spubs/pub cat ottp // oag state t us/ e spubs/pub cat o
ns.shtml#openns.shtml#open

Public Information Act Handbook Public Information Act Handbook –– online in online in 
Ad b fAd b fAdobe formatAdobe format

http://www.tsl.state.tx.us/slrm/recordspubs/lc.hthttp://www.tsl.state.tx.us/slrm/recordspubs/lc.ht
mlmlmlml

Texas State Library and Archives CommissionTexas State Library and Archives Commission
512512--421421--72007200512512 421421 72007200

http://tlo2.tlc.state.tx.us/statutes/statutes.htmlhttp://tlo2.tlc.state.tx.us/statutes/statutes.html
Texas Statutes OnlineTexas Statutes OnlineTexas Statutes OnlineTexas Statutes Online


