
ORDINANCE NO. 2 7 1 4  . .. . ~. -... ,>., ... ,. . . ..., .~..,- 

WHEREAS,'litlc 6, Subtitle C, Local Government Code (Local Govenunent Records Act) require& that 
cach local government establish by ordinance an active and wntiouing rewrds managemen( program to bc 
administcra by a Records ?vfanagkment Olficer; and 

WHEREAS. the City of Mesquite desires to pass an ordinanec for that purpow: and to prescribe policies 
and ormdurcs consistent with the Lod Government Records Act and in the interest of cost-effeaivc and 

NOW, TIEREFORE, BE IT ORDAINED BY THE CITY COUNClL OF THE CITY OF 
MESQUITE, TEXAS: 

S C X O N  1. That the City Covnul of the City of Mquite ,  Texas, doca hcreby cMablirh and adopt 
a program for the orderly and efficient rctcntioo, retrieval and dubucl~oo of the rear& of the City of Mcqute. 
Texas. 

SECTION 2, DEFINITION OF CITY RECORDS. Any document, paper, lener, book, map, 
photograph, sound or video recording, mimofh, magnetic tape, electronic medium, or other information 
recording medium, regardless of physical fonn or characteristic and regardlw of whether public a m  to it is 
open or  resviaed under the laws of tke state, created or received by the City of Mesquite or any of its officcrs 
or  employees pursuant to law, including an ordinance, or in the trausaction of public bushes  is hereby decked 
to be a record of the City of Mesquite aud shall be created, maintained, and disposed 01 in accordance with 
the provisions of this o r d i i c e  or proeedurcs authorized by it and in no other manner. The tcrm does not 
include: 

(a) wdra identicat copies of documents created only for convenience of reference or research 
by officers lor employees of the dry, 

(b) notes, journals, diaries, and similar documents created by an officer or employee of the 
city for the officer's or employee's personal convenience; 

(c) blank forms; > 

(d) stocks of publication; 

(c) library and museum materials acquired solely for ihc purposes of referenee or display, 

(0 copies of documenk or any media hunishcd to members of the public to which they 
arc entitled under Chaptcr 424, Acts of the 63rd Legislature, Regular Swion, 197.3 (Articlo 6252-17a, Vernon's m 

..~.~ . 4 
Tcxas Civil Statutes), or other state law. 

ADDITIONAL DEFINITIONS. 

(a) 'Dcpartmcnt head" means thc officer who by ordinance, order, or administrative policy 
is in charge of an office of the City of Mesquite that acates or rcaives records. 
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(h) "Director and librarian" meam the executive and administrative ofliccr of the Texas 
State Libraty and Archives Commissioa I 

(c) 'Uccuonic storage' means the maintenance of local government record dam in  the form 
of dimtd ebdronic s b a k  on a computer hard diqk,  magnetic tape, optical disk, or similar ma&c - readable 

(d) "EsscnLial record' meam any rccord ofthe City of Mesquite nccossary to the resumptioo 
or continuation of opcrationc of the City of Mesquite in an emergency or disaster, to Lho re-creation of the legal 
and Gnanual status of the City of Mcsquirc, or to Lhc prorcction and fultillmcnr of obligations to tbe pcoplc of 
the state. 

(e) ' M i c r o W  means roU miaofito, miaofiche, and all other f o m t s  prcduced by any 
method of microphotography or  other means of miniaturization on film. 

(f) ' M i u o f i l m i  means the methods, procedures, and procss% u d  to producc roll 
microfilm, microfiche, or other microphotogtaphie formats. 

(g) 'Permanent record' means any record of the City of Mesquite for which the retention 
period on a records control schedule is given s pcrmaucnl. 

(h) "Records control schedule' means a document prepared by or under thc authority of 
the Records Management Officer listing the records maintained by thc City of Mesquite, their retention periods, 
and other records disposition information that the records management program may require. 

(i) "Records management'meam the application of management techniques to thecreation, 
use, maintenance, retention, presewation, and disposal of records for the purposes of redudng tbe costs and 
improving the efficiency of recordkcepiog, The tcnn indudes the development of records control schedules, 
the management of filing and information rcttieval systems, the proledion of csscntial and permanent records, 
the economid and space.effedvestorage of iaadve records, control over the creation and distribution of forms, 
reports, and correspondence, and the management of micrographics and electronic a n d  other records storage 
systems. 

Cj) "Recards l i n  offiieors" mean the persons desigoated under Section 11 of this 
ordinance. 

(k) "Records management committee' means h e  committee established in Section 7 of this 
ordinance. 

(I) "Records management oficer" means the person designated in Section 6 of this 
ordinance. 

(m) "Records mamgcmcnt plan" m c m  h e  plan developed under Section8 of this ordinance. 

(n) 'Retontion period" m e w  the minimum time that must pass after the creation, recording, 
or rccelpt of a record, or the W h e n 1  oT certain aclions associated with a rccord, before it is eligible for 
destruction. 

(0) "Source document" means the local government record from which local government 
record data is obtamed for electronic storage. The t o m  docs not iedudc back up copies of the data in any 
mcdia generated from cletvonic storagc. 

QPI 4. RECORDS DECWRED CITY PROPERTY. All city rccords as &tined in S d o n  
2 of this%%% arc hereby dcdared to be the property of the City of Mesquite. No city olfidal or eniploycc 
has, by virtue of his or her position, auy personal or property +t to such rccordc even though he o r  she may 



have developed or compiled them. The unauthorized destruclion, removal from fily or  use of such records is 
prohibited. 

ECnON 5, POLICY. It is hereby dedared to be Lhe policy of the of Mcsquite to provide for 
efficient,~nomical,  and e t l d v e  controls over the ucation, distribution, organization, maiotenance, US, and 
disposition of all city records through a comprehensive system of integrated procedures for the management of 
records from their creation to their ultimate disposition, consistent with the requirements of the Texas Losal 
Government Records Act and accepted r w r d s  management practice. 

ECIlON 6. DESIGNATION OF RECORDS MANAGEMENT OFFICER The City Secretary, and 
the su&ve holders of said office, shall serve as Records Managemcat OIfrar for the City of Mesquite. As 
provided by state law, each successive holder of the offifice shall file his or her name with the director and 
librarian of the Texas State Library within rhirry days of the initial designation or of taking up the office, as 
applicable. 

E 7 ESTABLISHMENT OF RECORDS MANAGEMXNT COMMITEE; DUTIES. A 
Records-t Committee consisting of the Records Management Ollicer, an Assistant City Manager, 
an attorney from the City Attorney's Ofiiw and the Director of F l e e  is hereby established. The committee 
shall: 

(a) =sis( the Records Management Officer in the development of policies and procedures 
govetuing the records management program; 

@) review the performance of the program on a regular basis and propose changes and 
improvements if needed; 

(c) revicw and approve records control schedules submitted by the Records Management 
Officer; 

(d) give final approval to the destruction of records in accordance with approved records 
control schedules, and 

(e) actively support and promote the records management program throughout the City 
of Mesquite. 

SECTION 8, RECORDS MANAGEMENT PLAN TO BE DEVELOPED; APPROVAL. OF PLAN; 
AUTHORITY OF PLAN. 

(a) Tho Records Management Olfiscr and lhe Records Management Committee shall 
develop a records management plan ior the City of Mesquite for submission to thc City Council. The plan must 
contain policies and procedures designed to reduce the costs and improve the efficiency of recordkeeping, to 
adequately protect the essential records of  the City, and to properly preservc those records of the City that are 
of historical value. The pko must be dcsigncd to enable the Records Management Officer to cany out his or  
her duties preswibed by stale law and this ordinance effee(ively. 

@) Once approved by the City Council, the records management plan shall be binding on 
all  offifos, departments, divisions, programs, commissions, bureaus, boards, committee+ or  similar entities of the 
City of Mesquite and records shall be created, maintained, stored, microrhed, or disposed of in accordance with 
tire plan. 

(c) State law relating to the duties other rcsponsibiiticg or recordkeeping requirements 
of a department head do not exempt the deparment head or the records in the dcparmcnt head's m e  lrom 
the application of this ordinance and the records management plan adopted under it and may not be used by the 
department head as a basis for refusal to participate in the records management program of the City of 
Mesquite. 
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SECTION 9. DUTTES OF RECORDS MANAGEMENT ORFICER In addition t 
assigned in this ordinance, the Records Management Officer shall: 

(a) administer the records management program and provide asdstanfc to department 
heads in its implementation; 

(b) pbn, formulate, and p r k b e  records disposition policieg systems, standards, and 
procedures; 

(c) in mperat ion with department heads identify wential records and establish a disaster 
plan for each aty office and deparrment to insure maximum avaiiahilily of the records in order to re-establish 
operations quickly aad with minimum disruption and expense; 

(d) develop procedures to insure the permanent preservation of the historically vaiuable 
records of the dry, 

(e) provide advice. and assistance to  all city departments in all areas of records management, 
including active records maintenance, traasfcr and disposition; f+ systems and equipment; 

(f) monitor records retention schedules and administrative rules Lsued by the TCU&S State 
Library and Archives Commission to determine if the records management program and the city's remrds 
control schedules are in compliance with statc regulations; 

(g) disseminate to the City Council and department heads information concerning statc laws 
and administrative rules relatbg to city records; 

(h) iasVULt Records Liaison Officers and other personnel in policies and profedurcs of the 
records maeagement plan and their duties in the records management program; 

(i) d i r i ~ c d  Rccords L ' i n  OFlicers or oiher personnel in the condud of rccords invcntoriw 
in preparation for ihc dcvelopmcnt of records control .schedules as required by stale law and tbis ordiiaocc; 

6) k u r c  LLWt ihe maintenance, pre-servntion, microfilming, dcsrructios or other disposition 
of city records is canicd out in accordance with the polides and procedures of the records management nroPram - - - 
and the requirements of state law, 

(k) report annually to the City Council on the stat= and effectiveness of tbe records 
managemcut program; and 

(I) bring to the attention of the City Manager non-compliance by department beads or 
other aly personae1 with the poficics and procedures of the records management program of the Local 
Government Records Act. 

SECTION 110. DUTIES AND RESPONSIBILITIES OF DEPARTMENT HEADS. In addition to 
other dutics assigned in LhL ordinance, department heads shall. 

(a) cooperate with the Records Management OfGar in wrying out the policics and 
procedures es~abWIed by the city for the ellicient and economical management of records and in carrying out 
lhe roquircmcnls of this ordiaance; 

4 (b) adquately dosument the transaction of government business and the sclvices, programs, ":,. 
w and duties for which tbe depxtmcnl head and his or her st& arc responsible; aad 
.+-. 
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(c) mainlain the records in bis or bcr care and carry out their preservation, miaofihhp. 
destrudon, or  other disposition only in accordance with the polides and procedures of the records management 
program of the C i  of Mesquite and the requirements of Lhir ordinance. 

DESIGNATION OF RECORDS LlAlSON OFFICERS. Each depaslmcni bead shall 
dcsigute a member of his or her staff to serve as Rccords Liaison Officcr for the implementation of the records 
maniigement program in the department. If the Records Management Officer determines that in the best 
intercst of the rccords manapement v r w a m  mwc than one Records Liaison Offificer should be desinaated for 
n dcpartmcot, the departmeit head'shdl designate thc numbcr of Records Liaison Officers sped&d by the 
Records Management Officer. Persons designated as Rewrds Liaison Oflicers shall be thoroughly familiv with 
all the records created and maintained by the department and shall have full a- to dl rewrds or Ux City of 
Mesouite maintained bv the de~artment. In thecvent of the resirmation. retirement. dismissal or removal by 
adioh of thc department head of a persou designated as a ~ c c o r &  ~ i & n  Ofieer, ihc dcpar&cnt head shall 
promptly designate another pcrwn to fill the vacancy. A deparrmcnt head may .serve as Rcrnrds Liaison Officcr 
for hi; or hcrdepartment. 

SECTIQN.U. DUTlES AND RESWNSlBLLITY OF RECORDS LWSON OFFICERS. tn addition 
to other duties assigned in this ordinance, Records Liaison Olliccrs shall: 

(a) conduct or supenrise the condud of inventories of the records of the deparunqt in 
preparation for the development of records conuol schedules; 7 -. -7 

@) in mperation with the Records Management Officer, wordinate and implement the 
policies and procedures of the records management program in their departments; and 

(c) dLseminate information to department staiT concerning the records management 
program. 

SECTION 12 RECORDS CONTROL S C H E D W  TO BE DEVELOPED; APPROVAL; FILING 
WITH STATE. 

(a) The Records Managcmcnt ORiccr, in cooperauoo with department hcadq and Record% 
Liaison Officers, shdl preparc records control schedules on a de~anmenl by dc~artment basis listing all rccords 

x.4 created or r e ~ i v e d  bv ihe-deoartment and the retention oeriod fbr each mwrd.-~eeords control sc6edule.s shall 
also contain such o&er iofo;mation regarding the dispdsition of city records as the rewrds management plan 
may require. 

@) Each rccards convol schedule shall bc monitored and amended as needed by the 
Records Management Ofiicer on a regular bask to insure that it is in compliance with records retention 
schodul~s issued by thc state and that it conlinues to reflccc the recordkccping procedures and needs of the 
department and the rccords management program of the City of Mesquite. 

(c) A records control schedule or  amended schedule for  a department must be appmvcd 
by tbc department head and adopted by a majority vote olthe members ofthc Records Management Committcc. 

.. 
(d) Before implementation, a records control schedule or amcndcd schcdule must bc 

submitted to and accepted for filing by the director and librarian as provided by state law. If a schedule is not 
accepted for fin& the schedule shall be amcnded to make it asccptablo for filing. The Rewrds Managemcut 
Oficer shall subrmt the records control schedules to Lhe director and Librarian. 

IMPUEMENTATION OF RECORDS CONTUOL S C H E D W  DESTRUCTION 
OF RECORDS UNDER SCHEDULE. 
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(a) A records control sehedule for a department that has been approved and adopted under 
Secrion W shall be implemented by department heads and Records Lipison Officers according to the p o l i d  and 
procedures of the records management plan. 

@) A record whose retention period has expired on a records control schedule shall be 

I 
destroyed unless an open records request is pending on the record, the snbjea matter of the records h $?rtinent 
to a pending law suit, or the department head requests in writing to the Records Management Commnec that 
the record be retained for an additional pcriod. 

(c) Prior t o  the dcsuuction of a record under an approved records control schedule, 
authorization for the destruction must be obtained by the Records Management OIficer fmm t$e department 
head and through a majority vote of the Rwrds  Management Committee.. 

SFCTION 15. DESTRUCTION OF UNSCHEDULED RECORDS. A record that has not yet been 
Listed on an approved records control schedule may be destroyed ifits 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 an approved destruction authorization request 

~ ~ 

ON 16. RECORDS CENTER A rewrds center, developed pursuant to (he plan required by 
Section 8, shall be under the direct control and supervirion of the Records Management Officer. Poliaes and 
procedures regulating the operations and use of the records center sM1 be contained in the records management 
plan developed under Section 8. 

MICROFILMING OF RECORDS. The records management plan will e s t a b u  
policies and procedures for m i u o f G i  of city records, indudiogpoliaes to insure that all microfilmingis done 
in accordance with standards and procedures for the miwoGlming of local government records established by 
the Texas Statc Library and Archivcs Commission. 

SECTION EELCTROMC STORAGE OF RECORDS. The r w r &  management plan will 

I 
establish policis and procedures regulating the electronic storage of sity recorQ including policies to insure that 
the electronic storage of a t y  records is done in accordance, with standards and procedures eskibllhed by the 

..&%,:$ Texas State Library and Archives Commission. I 
< .gg 

SECTION a That t h e  City Secretary is directed to fde a copy of this ordinance with the director 
i 

r*r*24 and librarian prior to January 1,1991, in accordance with  he provisions of the Texas Local Government Records 
.,". ,? 
&.;&; Act. 
..... ). " 
. ..;.;. .; I 
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SECTION 29. That should any wurd, sentence, clause, paragraph, or provision of this ordinance be 
.".A <.; - held to be invalid or unconstitutional, the remainiw provisions of this ordinance shall remain in full force and -& effect. 

O N  The fact that the present ordirrancrs of the City of Mesquite do not provide for the 
establishment and admiitration of a rewrds management program creates an urgency and an emergency for 
the prcscrvation of the public health, safety and welfare and requires that this ordinance shall tak.e eFfecl 
immediately from and alter its pasage and publidon, ah the law in such cases provides. 

DULY PASSED AND APPROVED by the City Council of the City of Mesquite, Texas, on the 3rd day 
of December, A.D., 1990. 
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City Secretary 

APPROVED: 




