
WHEREAS the Town of Addison Texas City has previously adopted regulations
regarding management of Town records and the City Council desires to update those regulations
as set forth in this Ordinance in accordance with the Texas Local Government Records Act Title
6 Subtitle C Local Government Code

NOW THEREFORE BE ORDAINED B OF

TOWN OF ADDISON

Section 1 Incorporation of Recitals The above and foregoing recitals and premises
to this Ordinance are true and correct and are incorporated herein and made a part hereof for all
purposes

Section 2 Amendment The Code of Ordinances Code of the Town of Addison

Texas the is hereby amended by amending portions of Division 1 Generally Article
V Records Management of Chapter 2 Administration of the Code as set forth in Exhibit A
attached hereto and incorporated herein for all purposes and all other chapters articles sections
subsections sentences phrases and words of the Code are not amended hereby additions are
underlined deletions are stniek thr gh

Section 3 Savings Repealer This Ordinance shall be cumulative of all other

ordinances of the City and shall not repeal any of the provisions of those ordinances except in
those instances where the provisions of those ordinances are in direct conflict with the provisions
of this Ordinance

Section 4 Severability The provisions of this Ordinance are severable and if any
section or provision of this Ordinance or the application of any section or provision to any
person firm corporation entity situation or circumstance is for any reason adjudged invalid or
held unconstitutional by a court of competent jurisdiction the same shall not affect the validity
of any other section or provision of this Ordinance or the application of any other section or
provision to any other person firm corporation entity situation or circumstance and the City
Council declares that it would have adopted the valid portions of this Ordinance adopted herein
without the invalid or unconstitutional pants and to this end the provisions of this Ordinance
adopted herein shall remain in full force and effect

Section 5 Effective Date This Ordinance shall become effective from and after its
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passage and approval and its publication as may be required by law

PASSED AND APPROVED by the City Council of the Town of Addison Texas this
the 11 day of December 2012

Todd Meier Mayor

F 00V ICA W1

Cn

By
AJohnHilf4ity Attorney
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Exhibit A

to Ordinance No

The Code of Ordinances of the Town of Addison Texas is amended by amending
Division 1 Generally Article V Records Management of Chapter 2 Administration as set
forth below additions are underlined deletions arestfuek l h

1 R

Section 2241 Definitions

The following words terms and phrases when used in this article shall have the

meanings ascribed to them except where the context clearly indicates a different
meaning

Essential record means any record of the town necessary to the resumption or
continuation of its operations in an emergency or disaster to the recreation of its legal
and financial status or to the protection and fulfillment of obligations to the people of the
town

Permanent record means any record of the town for which the retention period on a
records control schedule is given as permanent

To14 records means aAll documents papers letters erfespende books

repeAs maps photographs sound or video recordings filesmicrofilm
iniereplOOgfaprmagneticofpapertape electronic mediuMpuff he ea or other

information recording medium regardless of physical form or characteristic
and regardless of whether public access to it is open or restricted under the laws of the
state whieh have been shall created or received filed or efde by theaytown
officeor any o its officers or employees pursuant to law including an
ordinance or in the transaction of public business lawfiil siieeesser or effi thereof in

duty of ftmetion of publie business

a i no et

The term does not include

a extra identical copies of documents created only for convenience of reference or
research by officers or employees of the local government

b notes journals diaries and similar documents created by an officer or employee
of the local government for the officers or employeespersonal convenience

c blank forms
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d stocks ofpublications

e library and museum materials acquired solely for the purposes ofreference or
dis la

f copies of documents in any media furnished to members of the public to which
they are entitled under Chapter 552 Government Code or other state law or

g any records correspondence notes memoranda or documents other than a final
written agreement described by Section 2009054cGovernment Code associated with
a matter conducted under an alternative dispute resolution procedure in which personnel
of a state department or institution local government special district or oth political
subdivision of the state participated as a partrty facilitated as an impartial third party or
facilitated as the administrator of a dispute resolution system ororganization

Records control schedide means a document prepared by or under the authority of the
records management officer listing the records maintained by the town their retention
periods and other records disposition information that the records manag program
may require

Records management means the application of management techniques to the creation
use maintenance retention preservation and disposal of records for the purposes of
reducing the costs and improving the efficiency of recordkeeping The term includes the
development of records control schedules the management of filing and information
retrieval systems the protection of essential and permanent records the eco and
spaceeffective storage of inactive records control over the creation and distribution of
forms reports and correspondence and the management of micrographics and electronic
and other records storage syst

Recor management officer means the person designated in section 2245 of this article

Records management plan or plan means the plan developed under section 2245 1 of
this article

Retention period means the minimum time that must pass after the creation recording or
receipt of a record or the fulfillment of certain actions associated with a record before it
is eligible for destruction

Section 2242 Town records declared public property

All town records as defined in section 2241 created or received in the transaction of
official business or the creation or maintenance of which were paid for by public funds
are hereby declared to be upblic property and are subject to the provisions of subtitle C
Ti 6 Texas Local Government Code and subchapter J Chapter 441 Texas

Government Codef No town official or employee has by virtue of his
position any personal or property right to such records even though he may have
developed or compiled them The unauthorized destruction removal from files or use of
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such records is prohibited

Section 2243 Policy

It is hereby declared to be the policy of the town to provide for efficient economical and
effective controls over creation distribution organization maintenance use and
disposition of all town records through a comprehensive system of integrated procedures
for the management of records from their creation to their ultimate disposition Town
records shall be be created maintained and disposed of in accordance with the provisions
of this article and the provisions of the Texas Local Government Records Act and other
applicable state law and regulations

Section 2244 Records management department

There is hereby established a records management division The city secretary is

responsible for directing the division and coordinating records management operations
among the town offices and department

Section 2245 Office of records manager established

The cif secretary is designated as the town records management officerma a e ha
be who shall administer the records management division
and shall be responsible for townwide files management and records disposition
program direction guidance and technical assistance The ds mana of shall pe

By the city councils adoption of this article the position of the records management
officer is deemed to have been entered in the minutes of the governing body The name
and office or position of the records management officer shall be filed with the state
including as applicable the director and librarian of the Texas State Library and
Archives Commission in accordance with law In the event a new name and office or
position is designated the same shall be entered on the minutes and reported by the
records management officer to the director and librarian in the same manner as the
original designation

Section 22451 Records management plan authority of plan

The records management officer shall develop and administer a records management plan
for the town which plan shall be consistent with law The plan will seek to reduce the
costs and improve the efficiency of recordkeeping to adequately protect the essential
records of the town 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 The
records management officer shall submit the records management plan to the city
manager for approval Each of the town departments commissions boards committees
or similar entities shall comply with the plan
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Section 2246 Duties of records management officermanager

The records management officerfflanager shall have the following duties and others as
assigned by the city manager and others as mabquired by law

1 Administer the records management program and provide assistance to

department heads in its implementation Dli f ulating and r ibi1b fil

2 In cooperation with department heads identify essential records and establish a
disaster plan for each municipal office and department to ensure maximum availability of
the records in order to reestablish operations quickly and with minimum disruption and
expen

direetof

3 Develop procedures to ensure the permanent preservation of the historically
valuable records of the townReviewing sehed l ally an date O charge as

mod

4
pfogfam effeefiv in an annual repeAcV the vrty liluiruger

5 Disseminate to the city council ngFeeo ds management adviee and
assis t ll town o d departments heads information concerning state laws
and administrative rules relating to local government records by

r

ofpfeeedtff aad poheies and by on site I1Vlr

6 Develepiflg anal and eeerdinatlng files maiitliaffiee and record

me t the etifrepA and long term infennatien needs of the teA

57 Ensure that the maintenance preservation the proper time aefie
sas microfilming destruction or other disposition of town records are carried out in
accordance with the policies and procedures of the records management program and the
requirements of state lawaa which aF ia bfeeefd sehedues

Vrfa 14

0

standards

P D desi inivro1

0 E eoepef with othe ry sible t ir isls a disaster 1 frWit tM

nilvfirams e
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Section 2247 Responsibilities of town department heads

Town offiee and department heads shall

1 cooperate with the records management officer in carrying out the policies and
procedures established in the town for the efficient and economical management of
records and in carrying out the requirements of this article

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
and

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 town and the requirements of this
article

Section 2248 Responsibilities of records officers

The records officer in each office and department is responsible for providing
coordination between the records management officermanager and personnel in his office
to ensure that provisions of this article and policies and procedures adopted pursuant to it
are complied with This responsibility shall include overseeing the application of records
schedules within the office or department

Section 2249 Town offices to use records schedules

a The records management officer in cooperation with eva efft es a

departments heads shall preparealejt records control schedules on a department by
department basis listing all records series created orreceived by the department and the

retention period for each series destrey
aeeofding to sue sehe Records control schedules shall also contain such other

information regarding the disposition of municipal records as the records management
plan may require

thi to 1

peried At theecpifatien of the ten day period if no objeefien has been
Feeefd seheIe shall be adopted and shall have full foree as suffieien4 avuthefizafiefl

and to the eity a4temey

b Each records control schedule shall be monitored and amended as needed by the
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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 the records manaegment
program of the town a retention schedule is adopted it shall eenskiiwt fzii

b t tdestroy tra afl or t l l fte l the eity

ccrrccgvi 0uuu iiv oj i i ii 1

buttf till H y eauneil of other town effiee shall be ieiur

c Before its adoption a records control schedule or amended schedule for a
department must be approved by the department headRevision of retentio

r a s sh

the original etent fir

d Before its adoption a records control schedule must be submitted to and accepted
for filing by the director and librarian of the Texas State Library and Archives
Commission 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 of the
Texas State Library and Archives Commission

e In lieu of filing a records control schedule or amendments to an established
schedule the records management officer may file with the director and librarian a
written certification of compliance that the city has adopted records control schedules that
comply with the minimum requirements established on records retention schedules issued
by the Texas State Library and Archives Commission as amended

Section 22491 Implementation of records control schedules destruction of
records under schedule

a A records control schedule for a department that has been approved and adopted
shall be implemented by department heads in accordance with law

b A record whose retention period has expired on a records control schedule shall
be destroyed unless an open records request is pending on the record the subject matter
of the record is pertinent to a pending lawsuit or the department head requests in writing
to the records management officer that the record be retained for an additional period

c Prior to the destruction of a record under an approved records control schedule
authorization for the destruction must be obtained by the records management officer
from the department head

Section 22492 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 back from the director and librarian of the State Library and Archives
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Commission an approved destruction authorization request

Section 2250 Records center

The records management officer shall design a records center operation which
shall provide low cost storage of records no longer required to be kept in active office
space The records center operation shall utilize one or more buildings to ensure security
of records from deterioration theft or damage during the period of storage and to permit
fast efficient retrieval of information from stored records An information retrieval

service and microfilming program shall be carried out in conjunction with the records
center operation for the benefit of town offices

Section 2251 Noncurrent records not to be maintained in office files

Records no longer required in the conduct of current business by any office of the town
shall be promptly transferred to the records center or the state library or destroyed at the
time such action is designated on an approved schedule Such records shall not be

maintained in current office files or equipment

Section 2252 Microfilming and electronic storage of recordsProgram

a A centralized microfilming program shall be designed and implemented by the
records management officermaageif to serve all town offices and departments Town
records may be microfilmed in accordance with State law and the rules of the Texas State

Library and Archives Commission and under the supervision of the records management
officer No office or department shall operate a separate microfilm program and no town
funds may be expended to film or contract with a service company to film any town
records except through the records management department

b Town records may be stored electronically in addition to or instead of source
documents in paper or other media subject to the requirements of State law and the rules
of the Texas State Library and Archives Commission and under the supervision of the
records management officer The term i electronic storage means the maintenance of
town record data in the form of digital electronic signals on a computer hard disk
magnetic tape optical disk or similar machine readable medium ii town record data
means the information that by law regulation rule of court ordinance or administrative
procedure in the town comprises a local government record and iii source document
means the town record from which town record data is obtained for electronic storageit
does not include backup copies o the date in any media generated from electronic
stOraeTrhrcE6a

pefie would e a the east of presevv the iin miereflV fnii i fliaking
deteniiinatiea the feeefds managei shall also eempafe long tefm lease of low e
faeilifies

f

addition the reee
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