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Discussion of the Johson County Records Managment Program and
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what action is recommended and why it is necessary):

The presented updates and forms will improve the management of County

records by creating a more efficient and effective records management program
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Act (Title 6, Subtitle C, Local Gov. Code).
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  Designation of Records Management 

Liaison and Declaration of Compliance 

By Johnson County Department Head 

Part 1: Contact Information 

County Office: ____________________________________________________________________________________________________________________   

Department Head: _______________________________________________________________________________________________________________   

Email: _____________________________________________________________________________ Phone: _______________________________________   

 
Part 2: Records Management Policy 

The Texas Local Government Records Act (Title 6, Subtitle C, Local Gov. Code) requires that each elective county office 
establish a records management program. Any non-elective office falls under the jurisdiction of the County and will 
work in conjunction with the County Clerk, who serves as the Records Management Officer for Johnson County, to 
ensure the records of Johnson County will be created, maintained, and disposed of in accordance with Order #94-003 
“Johnson County Records Management Program.”  

I, the undersigned Department Head, 
 will act as Records Management Liaison for the department:      .  
         Name of Department 

Or, instead; 
 designate ________________________________________   to act as the Records Management Liaison for the records  
          Name and Title of Designated Records Management Liaison 

of the department,      . The RML will comply with all policies and requirements of the 
                    Name of Department 

Texas Local Government Code, policies of this department, and Johnson County.   
 

 RML Name and Title:  ___________________________     
 

RML Email: ____ __________________________________ _________ _______ RML Phone: ________________________________ 
 

 Department Head Signature: ___________________________________ Date: ____________   

 
Part 3: Declaration of Compliance 

As Records Management Liaison for the department named, I declare records control schedules have been prepared for all 
records as required by Local Gov. Code §203.041(a) for use in our records management program. I certify that the schedules: 
 Comply with the minimum requirements established on records retention schedules issued by the Texas State Library and 

Archives Commission (as checked below), including retention periods; and 
 No retention period on the records control schedules is less than a retention period prescribed by a state or federal law, 

regulation, or rule of court. 
 

As Records Management Liaison, I understand that I shall, in cooperation with the County RMO: 
 Ensure that the maintenance, preservation, microfilming, destruction, or other disposition of records is carried out in 

accordance with the policies and procedures of the County’s Records Management Program and the requirements of Local 
Gov. Code, §203.023 by:  

o Creating and maintaining a comprehensive inventory of the department’s records; 
o Ensuring the department’s compliance with Electronic Standards and Procedures, 13 TAC 7, pursuant to Local 

Gov. Code, §205.002; 
o Ensuring the department’s compliance with Microfilming Standards and Procedures, 13 TAC 7, pursuant to 

Local Gov. Code, §204.002; and 
o Completing and filing Disposition Logs for any record destroyed or otherwise disposed of with the 

County RMO prior to the disposition of the records. 

April Long, County Clerk 
Records Management Officer 
Johnson County, Texas 
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 Assist in establishing and developing policies and procedures for the department to ensure compliance with the County’s 
Records Management Program. 
 

I declare that this department will comply with the retention schedule:  

Schedule GR (Records Common to All Governments) 

I declare compliance with the following additional retention schedules issued by the commission:  
(check all that apply) 

Schedule CC (Records of County Clerks) Schedule PS (Records of Public Safety Agencies) 

Schedule DC (Records of District Clerks) Schedule PW (Records of Public Works and Services) 

Schedule EL (Records of Elections and Voter Registration) Schedule SD (Records of Public-School Districts) 

Schedule HR (Records of Public Health Agencies) Schedule TX (Records of Property Taxation) 

Schedule JC (Records of Public Junior Colleges) Schedule UT (Records of Utility Services)  

Schedule LC (Records of Justice and Municipal Courts) 

 

 
 

 RML Signature: ___________________________________   Date: ____________ 
 

 

This is an internal (County) form ONLY. 

Once completed and signed by the Department Head and designated Records Management Liaison, send the original to the County 
Clerk’s Office. The County Clerk, as the Records Management Officer for Johnson County, will acknowledge the designation and 

return a copy to the designated Records Management Liaison for your records. 

Complete a new designation within 30 days of an RML change. 
 
 
 
 

 County RMO Signature: ___________________________________  Date: ____________ 
 

 



JOHNSON COUNTY DEPARTMENT: ____________________________________________

RECORDS MANAGEMENT LIAISON: ____________________________________________

RML Signature: ________________________________________________   Date: ______________

County RMO Signature:  _________________________________________Date: ______________

DISPOSITION DATE: ________________________

RECORD SERIES
Descriptive Listing QUANTITY

ALTERNATE

FORMAT
(Digitial, 

Microfilm/fiche, etc.)

START END YES NO

Total: 0

INCLUSIVE

DATES

IS THE 

RECORD 

KEPT IN 

ALTERNATE 

FORMAT

DISPOSITION LOG

I hereby certify that the disposed of records are correctly listed below and that the destruction of 

the records is in accordance with the policies and procedures of the County’s Records 

Management Program, the requirements of Tex. Local Gov. Code Ann. §§ 202, 203, 204 and 205, 

and the Texas State Library & Archives Commission rules.  The disposal was carried out in 

accordance with Tex. Local Gov. Code § 202.003.

**Department RML MUST have the County RMO's signature prior to the disposition of the records.
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 Designation of Records 

Management Liaison 

By an Elected Official 

Part 1: Elected Official Contact Information 

Elective Office: ___________________________________________________________________________________________________________________   

Name of Officeholder: ___________________________________________________________________________________________________________   

Email: _____________________________________________________________________________ Phone: _______________________________________   

 
Part 2: Designation of Records Management Liaison 

As the elected county officeholder, I have chosen to serve as the Records Management Officer (RMO) for the office as provided 
by Local Gov. Code §203.001. I have submitted Form SLR 512 to the Texas State Library and Archives Commission and have 
provided a copy of the submitted SLR 512 to the County Clerk, who serves as the Records Management Officer for Johnson 
County. 
 
The designation of a Records Management Liaison is for internal (County) use only and does not affect the RMO designation on 
file with the Texas State Library and Archives Commission.  
 

I, the undersigned elected official, designate ________________________________________ to act as 
      Name and Title of Designated Records Management Liaison 

the Records Management Liaison (RML) for the records of the       .  
                    Name of Elective Office 

The RML will comply with all policies and requirements of the Texas Local Government Code, specifically, 

but not limited to, Tex. Local Gov. Code Ann. §§ 203.002, 203.023, 205.002, and 204.002, and the policies 

of this office and Johnson County.   

   
 RML Name and Title:  _______________________________  ______  __________ 

 
  RML Email: _________________________________________________ _____    RML Phone: ________________________________ 

 
 
 
 

 Elected Official Signature: ________________________________________  Date: ____________ 
 
 
 RML Signature: ______________________ __    _____  Date:  ____________ 

 
 

 
 

This is an internal (County) form ONLY. 

Complete a new designation within 30 days of an RML change. 

 

Send a copy of this completed designation to: April Long, County Clerk 
            Records Management Officer 

 














