






































STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
.and Archives
Compission 1. Page 11 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . _ 9, Page | Agency Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltemNo.| Type
3.1 408 DE |Residency & Fellowship Program AC+1 AC+1 AC = end of academic 102 {408 DE C
. Application Information. Includes, but is not : year in which
limited to, AAMC Electronic Residency application is made.
Application Service (ERAS) documents " |Records for
including common application form, residencies are
photographs, letters of recommendation, downloaded from
USML.E certified transcript scores, Dean's ERAS and usually kept
letter, graduate transcripts, personal electronically.
statements, ECFMG documents for foreign
medical graduates; sanction checks,
" |acknowledgement forms, ranking
documentation, rank list to the National
Resident Matching Program (NRMP).
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO - Months | — Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM -~ Permanent O — Review by Univ Archivist C - Changed
AV — Administrative Value LA — Life of Asset US ~ Until Superseded D — Deleted

Rev. 06/05




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas :
State Library
and Archives
Commission 1. Page 12 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4. 5. 6. 7. 8. 10. 11. 12.
: Current
Records Agency Retention Period Archival Schedule
Series ltem . _ 9. Page | Agency Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
3.2.003 25 PA |Federal Tax Records. This series provides | AC+4 AC+4 AC = Tax due date, date 108 | 25 PA C
a summary record of data reported on the claim is filed, or date tax
annual wage and tax statements for agency is paid whichever is later.
employees, corrections to these 26 CFR 31 -6001-1(e)(2).
statements, and a record of transmittal to ;%ﬁ Section 8531 Title
: -Internal Revenue
the federal government. Records include Code.
print-outs from the agency by year in social
security number order which include
names, social security numbers, tax subject
earnings, other data required by law,
summary transmittal forms, and FICA
records. Forms may include 1099, W2,
FICA, and other tax records. .
3.3.011 158 HR . |Former Employee Verification Records. AC+75 AC+75 AC = Termination of 113 158 HR C
“IMinimum information needed to verify : employment. SEE
employment, includes name, social security Supplemental Note -
“Inumber, exact dates of employment, last Personnel Records,
known address and most recent public partd, on page 271.
access option form. Electronic version of
record kept in
PeopleSoft Records.
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE — Calendar Year End MO — Months | - Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O — Review by Univ Archivist C - Changed
LA — Life of Asset US — Until Superseded D — Deleted

AV ~ Administrative Value

Rev. 06/05




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 13 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4, 5. 6. 7. 8. 10. 11, 12.
: Current
Records Agency Retention Period Archival Schedule
Series ltem . . 9. Page | Agency Amend.
ftem No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltem No.| Type
3.3.020 109 DE |Work schedules/block AV AV |CAUTION: Texas State 113 109 DE C
schedules/assignments. Work, duty, shift, Retention Schedule
crew, or case schedules, rosters, or requires at least 1 year
assignments. retention. Paper
schedules and
electronic schedules
for residents and
fellows should be
retained in the event of
a Medicare audit for 10
years after FE.
3.3.029 147 HR  |Aptitude and Skills Tests (Validation AC+2 AC+2 AC = As long as the 116 147 HR C
Records). Records of the validation of test is used by an
aptitude and skills tests. ' agency. 29 CFR
1602.31 [State
Agencies]. 28 CFR
1602.49 (State
Universities).
5.1.010 86 DE |Licenses and Permits for Non-vehicles. AC+2 AC+2 AC = after expiration 145 | 86 DE C
Does not include licenses and permits ' date.
issued by an agency as part of its statutory
responsibilities.
5.1.016 603 DE |Telephone Message Notifications. 146 |603 DE D
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO - Months I - Transfer to Univ Archives N — New
Completed, Expired, Settled FE ~ Fiscal Year End PM — Permanent O - Review by Univ Archivist C - Changed
LA — Life of Asset US — Until Superseded D — Deleted

AV — Administrative Value

Rev. 06/05



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
-and Archives
Commission 1.Page 14 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4, 5. 6. 7. 8. ' 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . 9. Page | Agency Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
5.2.011 80 DE |Equipment Warranties. AC+1 AC+1 AC = Expiration of 155 | 80 DE C
warranty.
5.2.024 230 SD |Material Specifications. AC+2 ACH+2 AC = Material is no 158 {230 SD C
longer in the agency.
5.2.025 20 AC  |Equipment Descriptions and Specifications. | AC+2 AC+2 AC = Equipment is no 158 | 20 AC C
- |longer in the agency.
5.4.001 143 EN |Accident Reports and Associated CE+5 CE+5 29 CFR 1904.6 164 143 HR C
. Documentation. Accident or occupational Includes Notification of
disease reports (by supervisors and an On-the-Job Injury
employees) and other associated reports forms. The Texas
required to be submitted to the Texas Department of
Department of Insurance or its Insurance retains
. |predecessors or maintained internally on copies of the reports
- |accident frequency. submitted to it for 50
years.
5.6.007 44 AC |Vehicle Titles and Registrations. LA LA 186 | 44 AC C
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months | — Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O — Review by Univ Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

Rev. 06/05




Texas

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1.Page 15 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem ‘ . 9. Page | Agency Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
631 DE |Resident Physician Evaluations/Procedure {AC+5 AC+5 AC =individual has 221 1631 DE C
: Logs — Summative. Created as ‘final’ completed the program
evaluations, upon completion of a or left the program for
. . other reasons. Records
significant educational component, are confidential unless
often a year of training). Provides an permission is given by
evaluative record of resident physicians. trainee. May be filed
Evaluations are completed by attending with Individual ’
physicians, peer physicians, supervising Personnel File for
physicians, residents, or medical students. Residents/Fellows
Includes evaluative comments regarding (SEE: 3.1 # 527). HOP
clinical knowledge, skills, interpersonal 2.1.10.
relationships, and personal/professional
characteristics.
SLR 122 ‘
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO — Months | — Transfer to Univ Archives N — New
Completed, Expired, Settied FE - Fiscal Year End PM — Permanent O — Review by Univ Archivist C — Changed
AV — Administrative Value LA — Life of Asset US - Until Superseded D — Deleted

Rev. 06/05




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
‘and Archives
:Commission 1.Page 16 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records | Agency Retention Period Archival Schedule
Series item . _ 9. Page | Agency Amend.
Iltem No. No. Record Series Title Agency |Storage! Total Remarks 106 No. No. |iem No.| Type
653 DV, |Scholarships Awarded by Departments / PM PM | |Security is open with 250 653 EA, C
DE Program Records. A record of a restrictions. DE
departmentally administered scholarship
program (not administered by university -
Financial Aid). May include documentation
of the establishment of the fund
(administrative requirements for the
scholarship, donations received, copies of
wills, etc.), correspondence regarding the
scholarship program, list of recipients, etc
674 SS |Student Academic Records. This records |AC+10 AC+10 Many records in this 264 1674 SS C
series includes but may not be limited to series are kept
the following: date of admission; period of permanently elsewhere
attendance; academic work undertaken; as part of the student's
academic work successfully completed; academic transcript.
honors awarded; diploma, degree, or SEE # 665 under
certificate earned; and appropriate Student Records.
evaluation of work completed for students
such as medical, physician's assistants,
and other professional type students.
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO = Months | - Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O - Review by Univ Archivist C - Changed
US — Until Superseded D - Deleted

AV — Administrative Value

Rev. 06/05

LA — Life of Asset




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Cormmission 1.Page 17 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4. 5. 8. 7. 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule _
Series ltem 9 Amend
; ; ' Page | A :
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. NS, uegnf”ﬁg, Type
681 DE [|Resident Physician Evaluations/Procedure PM PM Records are N
Logs — Final.. The final evaluation is confidential unless
prepared by the program director at the permission is given by
. trainee. May be filed
end of the training program, and with Individual
add.resses the reside'nt's performance Personnel File for
during the final period of education and Residents/Fellows
should verify that the resident has (SEE: 3.1 # 527).
demonstrated sufficient professional HOP 2.1.19.
ability to practice competently and
independently in that specialty.
Evaluations are completed by attending
physicians, peer physicians, supervising
physicians, residents, or medical students.
Includes evaluative comments regarding
clinical knowledge, skills, interpersonal
relationships, and personal/professional
characteristics. Procedure logs to assure
accreditation process for future hospital
privileges.
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE -~ Calendar Year End MO - Months | — Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O - Review by Univ Archivist C —~ Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

Rev. 06/05




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 18 of 20
2. Agency 3. Agency
Code 745 Name The University of Texas Health Science Center at San Antonio
4. 5 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series item ' . 9. Page | Agency Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
682 DE |Resident Physician Evaluations/Procedure AC AC AC = end of training. N
Logs — Formative. Created during the Records are
periods of training. Evaluations are confidential unless
completed by attending physicians, peer pe.rmlss%nol}sjg‘;'zl\qqu)y
physicians, supervising physicians, trainee. Sl
residents, or medical students. Includes
evaluative comments regarding clinical
knowledge, skills, interpersonal
relationships, and personal/professional
characteristics.
SLR 122
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months I — Transfer to Univ Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM - Permanent O — Review by Univ Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

Rev. 06/05




Instructions for Completing Form SLR 122

Forms SLR 122 must be used by all state agencies to submit an amendment to an approved (certified/recertified) agency records retention schedule (Texas
Government Code, Chapter 441, §441.185). See Form SLR 105C instructions for submission procedures. If you have questions relating to completion of this
form or SLR 105C, please contact the State and Local Records Management Division at 512-452-9242.

Formatting: When duplicating this form electronically, leave at least % inch in the top and left margins. Use 10 point font and larger for the data entered into
the schedule. ‘

Field 1 Enter the page number and the total number of pages in the retention schedule (i.e., 1 of 15).
Field 2 Enter the 3-digit Agency Code assigned by the Comptroller of Public Accounts.
Field 3 Enter the complete name of your agency. ‘

Note For Fields 4 -12

New Records Series: Enter all information for fields 4 — 10, leave field 11 blank, complete field 12.
Changed Records Series: Enter all information for fields 4 — 12.
Deleted Records Series: Leave fields 4 — 9 blank, complete field 10 if applicable, complete fields 11 - 12.

Field 4 Enter the item number for the records series from the State Records Retention Schedule (RRS). If the records series title is not included in the
RRS, enter the numbers of the appropriate "Category" and "Section" from the RRS where it should be listed. Category and Section Numbers are
at the top of the page in the RRS. If the records series cannot be matched to a category and section, then leave Field 4 blank.

Field 5 Enter the number that has been assigned by your agency to the corresponding records series. Do not assign an agency item number that is
assigned to another records series on the approved (certified/recertified) retention schedule.

Field 6 Enter the official title of the records series (i.e., W-4 Forms, Labor Statistics Report, Surety Bonds).

Field 7 Enter the retention period of the records series is to be retained in active use at the agency, the number of years it is to be retained in an inactive

storage facility, such as the State Records Center, and the total of the two amounts. If a retention period is less than one year, enter the number
of months. Refer to the retention codes at the bottom of the form.
Field 8 Using the archival codes at the bottom of the form, indicate the archival value, if applicable, of the records series:

A - Used with records series that will be transferred to the State Archives and do not require a prior review by the State Archivist.
R - Used with records series that have undetermined archival value, and require a review by the State Archivist prior to being transferred to

the State Archives.
Field 9 Enter any statute references, other legal citations, or agency policy used as a basis for the retention period.

Field 10  If this records series is stored at the State Records Center, enter the RMD 106 Storage Approval Number.
Field 11 I this records series amends an item on the current approved (certified/recertified) agency retention schedule, list the page number of the agency
item number of the records series being amended. If the records series is new, leave blank. If the records series is being deleted, enter the page

number and agency item number of the records series being deleted.

SLR 122

Rev. 06/05



Field 12  Designate how this records series is being amended, a new records series, a changed records series, or a deleted records series. Refer to the
amendment codes at the bottom of the form.

SLR 122

Rev. 06/05



