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PUBLIC SERVICE BOARD MEETING
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REGULAR MEETING

Wednesday, August 14, 2019

SUBJECT
Adoption of the El Paso Water Records Management Policy and designation of Records Management Officer.

BACKGROUND

Title 6, Subtitle C, Local Government Code (Local Government Records Act), provides that each local government must
establish an active and continuing records management program. The El Paso Water Public Service Board desires to adopt a
formal plan for that purpose and to prescribe policies and procedures consistent with the Local Government Records Act and
in the interest of cost-effective and efficient recordkeeping

STRATEGIC OBJECTIVES SUPPORTED

Improve Use of Technology

EVALUATION PROCESS

In December 2001, the Utility implemented the Records Management System and opened the Records Processing Center. It is
a requirement to file a Records Management Policy with the Texas State Library and Archives Commission (TSL&AC) and this
document needs to be signed and dated by the presiding officer pursuant to the approval of the Board. A Declaration of
Compliance with Records Scheduling Requirement of the Local Government Records Act (SLR508) was filed in September
1997. The requested action will revise the official Records Management Policy and designated Records Management Officer
on file with TSL&AC.

FINANCIAL IMPLICATIONS

PROPOSED ACTION REQUESTED

Consider approval and adoption of the El Paso Water Records Management Policy and designation of Records Management
Officer.

SUPPORTING DOCUMENTATION PROVIDED

e Designation of Local Government Records Management Officer form

e Declaration of Compliance

e Bl Paso Water Records Management Policy

Adoption of the El Paso Water Records Management Policy and designation of Records Management Officer.
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Declaration of Compliance

with the Records Scheduling Requirement of the Local Government Records Act
Submitted pursuant to Local Government Code §203.041(a)(2)

Section 1 SUBMISSION OF DATA
Government: El Paso Water Public Service Board

w 2 Address: 1154 Hawkins Blvd
STATE ano LOCAL
RECORDS city: El Paso, TX ZIP code: 19925

h 3. Telephone: 9156212018 4. Email (optional): JZamora@epwu.org

Section 2 LOCAL GOVERNMENT CERTIFICATION

As records management officer for the local government or elective county office named, | hereby declare, that in lieu of filing records
control schedules, we have adopted records control schedules that comply with minimum requirements established on records
retention schedules issued by the Texas State Library and Archives Commission (as checked below) for use in our records
management program. In doing so, | also certify that the administrative rules for electronic records, adopted by the commission under
Local Government Code §205.003(a) will be followed for records subject to the rules. | understand that:

« the validity of this declaration is contingent on its acceptance for filing by the commission;

« if we have previously filed documentation with the commission in which we declared our intent to retain all records
permanently, we must attach amended documentation to this declaration before it can be accepted for filing;

+ the records retention schedules adopted by this declaration may be amended by filing for approval a supplemental Records
Control Schedule Amendment (SLR 520) on which are listed proposed retention periods for records that do not appear on
schedules issued by the commission (as checked below);

« if a supplemental Records Control Schedule Amendment is not filed, we must file a Request for Authcrization to Destroy
Unscheduled Records (SLR 501) in order to destroy records that do not appear on schedules issued by the commission (as
checked below); and

e« the commission will provide us with access to subsequent editions of any schedules issued by the commission.

1. | hereby declare that our records control schedules will comply with the following schedules issued by the commission:
[C] Schedule CC (Records of County Clerks) [[] Schedule LC (Records of Justice and Municipal Courts)
[] Schedule DC (Records of District Clerks) [] schedule PS (Records of Public Safety Agencies)

[[] Schedule EL (Records of Elections and Voter Registration) Schedule PW (Records of Public Works and Services)
Schedule GR (Records Common to All Governments) [] 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)

2. Ifany records control schedules or amendments have been filed with the commission, | also hereby declare that those
schedules or amendments:

@ are superseded by this declaration.

O are not superseded by this declaration. | understand that, in the event of a conflict between the previously filed records control
schedules or amendments and the schedules adopted by this declaration, the longer retention period shall apply.

Name and Title: Julie J. Zamora, Utility Records Management Supervisor

Signature: rx}l\vlvm\_()jl %()WM Date:o‘:( IE_'DOIZOIQ

Section 3 TEXAS STATE LIBRARY ACCEPTANCE (to be completed by Texas State Library)

This Declaration of Compliance has been accepted for filing pursuant to Local Government Code §203.043(a). A record appearing on a
schedule issued by the commission (as checked above) may be disposed of at the expiration of its retention period without additional
notice to the Director and Librarian, subject to the provisions of Local Government Code §203.041(d).

Name and Title;

Signature; Date:

Texas State Library and Archives Commission Box 12927 512-463-7610
State and Local Records Management Division Austin, Texas 78711-2927 512-936-2306 FAX SLR 508 (5/12)



Designation of Local Government
Records Management Officer

Purpose: The purpose of this form is to notify the Texas State Library and Archives Commission of a

SLRIVI change in Records Management Officer (RMO).

STATE ano LOCAL . = ’

RECORDS Instructions: Elected officials complete Section One only; all other local governments complete
MANAGEMENT Section Two only.

Section 1 Elected County Officials ONLY
County:
Title of Office:

Name of Officeholder:

Address:

City: ZIP code:

Telephone:

N o oA e

. Email address (optional):

|:| Please subscribe this email address to The Texas Record blog for news and training information.

Signature Date:

Section 2 All Other Local Government Offices

Before filling out this form, consult the Records Management policy/order/ordinance (“policy”) approved by your

governing body. If the position of the RMO has changed, or if the policy names an individual who is no longer

serving as RMO, a new policy must be filed along with this form.
Government: E! Paso Water Public Service Board

Position Designated in Policy: UYlility Records Management Supervisor

Individual's Name: Julie J. Zamora
Address: 1194 Hawkins Blvd

City: E1Paso ZIP code: T€xas
Te|eph0ne-_ 9156212018

Email address (optional): jzamora@epwu.org

1

2

3

4

5

6

%
Please subscribe this email address to The Texas Record blog for news and training information.

Signaturﬁ% A I Qr\/!. ’?/{J_WWL Date: OF ) 20 ) 20 |9

Please return original, signed form within 30 days of RMO change to:

State and Local Records Management Division
Texas State Library and Archives Commission
P.O. Box 12927
Austin, TX 78711-2927

Texas State Library and Archives Commission Box 12927 512-463-7610
State and Local Records Management Division Austin, Texas 78711-2927 512-936-23086 FAX SLR 504 (8/12)



El Paso Water Utilities - Public Service Board

Records Management Policy

ORDER

WHEREAS, Title 6, Subtitle C, Local Government Code (Local Government Records Act), provides that each local
government must establish an active and continuing records management program; and

WHEREAS, the El Paso Water Utilities - Public Service Board (EPWater) desires to adopt a plan for that purpose
and to prescribe policies and procedures consistent with the Local Government Records Act and in the interests of
cost-effective and efficient recordkeeping; NOW THEREFORE:

SECTION 1. DEFINITION OF RECORDS OF THE EL PASO WATER - PUBLIC SERVICE BOARD.

All documents, papers, letters, books, maps, photographs, sound or video recordings, microfilm, magnetic tape,
electronic media, or other information recording media, regardless of physical form or characteristic and regardless
of whether public access to it is open or restricted under the laws of the state, created or received by EPWater or
any of its officers or employees pursuant to law or in the transaction of public business are hereby declared to be
the records of EPWater and shall be created, maintained, and disposed of in accordance with the provisions of this
ordinance or procedures authorized by it and in no other manner.

SECTION 2. RECORDS DECLARED PUBLIC PROPERTY.

All records as defined in Section 1 of this plan are hereby declared to be the property of EPWater. No official or
employee of EPWater has, by virtue of his or her position, any personal or property right to such records even
though he or she may have developed or compiled them. The unauthorized destruction, removal from files, or use
of such records is prohibited.

SECTION 3. POLICY.
It is hereby declared to be the policy of EPWater to provide for efficient, economical, and effective controls over the
creation, distribution, organization, maintenance, use, and disposition of all records of this office 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 Local Government Records Act and accepted records
management practice.

SECTION 4. RECORDS MANAGEMENT OFFICER.

The Utility Records Management Supervisor will serve as Records Management Officer for EPWater as provided
by law and will ensure that the maintenance, destruction, electronic storage, or other disposition of the records of
this office are carried out in accordance with the requirements of the Local Government Records Act.

SECTION 5. RECORDS CONTROL SCHEDULES.

Appropriate records control schedules issued by the Texas State Library and Archives Commission shall be adopted
by the Records Management Officer for use by EPWater, as provided by law. Any destruction of records of EPWater
will be in accordance with these schedules and the Local Government Records Act.

X

DATE

[PRINTED NAME], CHAIR
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