
ORIGINAL 
City of Niederwald 

Ordinam:eNo. P1lfo of-'R 

WHEREAS, Title 6, Subtitle C, Local Government Code (Local Government Records 
Act) provides that a municipality must e!!tablish by ordinance an active wid continuing 
recordB management program lo be administered by a Records Mw:ragement Ofl:foer; and 

WHEREAS, the City ofNiederwald desires lo adopt an ordinance for that purpose and lo 

prescribe policies and procedures coraistent with lhe Ihcal Government Records Act aru:l 
in the interesl!l of cost"effective and efficientrerord keeping; NOW TIIEREFORE: 

BE IT ORDAINED BY THE 
CITY COUNCIL OF THE Cl1Y OF NJEDERWALD 

SECTION 1. DEFINITION OF MUNICIPAL REWRDS, All documents, p,1per5, 

letters, book!;, meps, photographs, sound or video recordings, microfilm, magnetic tape, 
electronic medUl, or other information recording media, regii:rdlell.'I ofpbysical funn or 
characteristic and regan:lless of whether public access to them ls open or restricted under 
the law:i of the state, created or received by lhe City ofNiederwe.ld or liilY of its officers 
or employee:; pllllluant lo law or in the trRnsact:ion of public bll!illll'..'!s are hen:by declared 
to be the record<i of the City ofNiederwald WW shall be created, maintained, and disposed 
of in accordance with the provisioil.'l of this ordina.nce or procedure!i authoriz.ed by it and 
in no other manner. 

SECTION l. ADDITTONAL DEFINITIONS. 
(I) "Department head" mearui lhe officer who by ordinance or administrative policy 

is in charge of an office of the City ofNiederwald I.hat creEltes or receives records. 

{2) "Essentio.l record' means any record of the Cily ofNiederwo.ld necessary to the 
resumption or cmrtirruation ofits operaliOill! in an emergency or disaster, to the 
recreation of its lego.l Wid .fi.naocial surtus, or to the protection wid fulfillment of 
obligali= to lhe people of the stale. 

(3) "Perma.nent record' meWIS any recw:I of the City ofNiederwo.ld fur which Lb.e 
retention period on a records control schedule is given IL'l permanent. 

( 4) " Records control schedule" means a documem prepared by or under the 11111hority 
of the Records Marnigement Officec listing the records mllintained by the City of 
Niederwald, their retention periods, and other records disposition i.Qfonnation that 
the records management program may require. 

(5) "Records management'' means the applicalion of management techoiques lo the 
creation, U&e maintenance, retention, pre&eI:Vlltion, Wid disposal of records for the 
pllJJlose of reducing the costs Wid improving the efficiency of record keeping. 
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The lerm includes the development ofrecords control schedule11, the IDallllgement 
of filing and information retrieval systems, the protection of essenlial and 
permanent relXlffi.'i, the economical and space-effective storage of inactive records, 
control over the creation and distribution of .furm.<i, reports, and correspondenoe, 
and the manageme.ot ofmicrogmphics and electronic and other records storage 
systems. 

(6) "Records management officer'' mearui the person designated in Section 5 of this 
ordinance. 

(7) "Records mawgement plan" means the plw:t developed under Section 6 ofthls 
ordirumce. 

(8) "Retention period" = the mioimum time lhat must pasB after the creation, 
recording, or receipt of a record, or the fulftlhnent of cert:i.in actiow associated 
with II record, before it is eligible for destruction. 

SECTION 3. MUNICIPAL RECORDS DECLARED PUBLIC PROPER1Y. All 
municipal records llll defined in Sec. l of thls ordinance are hereby declared to be I.be 
property of the City ofNiedeJWald. No municipal official or employee bas, by virtue of 
his or her position, any persone.l or property l'lght to such records even though he or she 
may have developed or compiled them. The IIIIBlllhorized destruction, removal :from file, 
or use of such recoxds is prohibited. 

SECITON 4. POLICT. It is hereby dnclared to be the policy of the City of Niederwald 
to provide for efficie.nt, economical, and effective controls over the creation, distribution, 
organizrulon, maintenance, use and disposition of all municipal records 1hrongh a 
comprehensive system of integrated procedlln:.'l for theit mmiagement from creation to 
ultimate disposition, coDSistent with the requ:irem.eolll of the Texas Looe.l Guvemme.nt 
Records Act and accepled records management practice. 

SECTION 5. DESIGNATION OF RECORDS MANAGEMENT OFFTCER. The 
City Clerk, and the succ.essive holders of said office, shall serve as Records Management 
Officer fur the City ofNiederwaJd. As provided by state law, each successive hold.::r of 
the office shall file his or her IllllUS with the director end librarian. of the T= S1ate 
Llbrary within thirty (30) days of the initie.1 designation or of taking 11p the office, as 
applicable. 

SECITON 6. RECORDS MANAGEMENf PLAN TO BE DEVELOPED; 
APPROVAL OF PLAN; AUTHORITY OF PLAN, (a) The R=ords Management 
O.fficec shall develop a records mElll!lgement plan for the City of Niederwald for 
submiBsion to the City Council. The plan mwrt contain policies and proceduros designed 
to reduce the costs and improve the efficiency of.record keeping, to adequately protect the 
essential recordB of the municipality, and to properly p,reserve those records of lhe 
municipality that are of historical value. The pion must be designed to enable the 
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Records Management Officer to carry out hls or her duties prescribed by IJ\ate law tlJld 
this ordinance effectively. 

(b) Once approved by the City CoUJicil the records management plan lihall be 
binding on all offices, departme.nIB, divWorui, programs, commissions, 
bureatl!I, boards, committees, or similar entities of the City of Niederwald 811d 
records shall be crelltl;d, maintained, stored, mforofilmed, or disposed of in 
accordance with the plan. 

(c) S~te law relating to the duties, other responsibilities, or recoIU keeping 
requirements of :i department head do not exempt the department head or the 
wcords in the department head's care from the application of1his ordinance 
and the records m!Ulllgemeut plan ad op too uoder it and lilllY not be used by the 
department head as a basis for refusal to participate in the records 
manageIIl!lllt provam of the City ofNiede:rwald. 

SECTION 7. DUTIES OF RECORDS MANAGEMENT OfflCER. In wldi.tion to 
ot!wr duties assigned in 1his ordlnmce, the Records Management Officec shall: 

(1) administer I.he records management program and provide assistnnce Lo 
department heads in its implemell.lation; 

(2) plan. formulate, and prescribe reco:n:ls disposition policies, syE!ems, 
sbmdards, and proced=; 

(3) In cooperation with department heads identify e!lsi::ntial records and eslablish 
a dL'laster plan for eacb municipal office and depmtment to ellliure maximum 
availability of the records in onle:r to re-establish operirtions quickly and with 
minimum disruption and (l}[pem;e; 

(4) develop procedures to emrure the pennaru:nt preservation of the historicel!y 
wlWlhle records oflhe city; 

(5) eslablisb. standards for filing arul storage equipment and for record kt:eping 
supplirui; 

(6) study the feasibility of arul, if appropriate, e:;tablisb. a unifunn filing sy11tem 

and II f= de.sign and control system for lhe City ofNiederwald; 

(7) monitor recru:ds retention schedules arul administrative rule.<1 issued by lhe 
Texas Stlte Librory and Al:chiveB Commission to determine if the records 
IDBll!lgell'lalt program and the municipality's records control scbalules are in 
compliance wilh state regulalians; 
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(8) diS5elll.inate to the City Cffililcil and de_part111ent heads infumunion concerning 

slllte laws and admmistm.live rules relating to local government records; 

(9) ensure that the 1J111intenance, _preservation, microfilming, destroction, or olhcr 
dispO!lition of the records of the City of Niederwald ere c;mied out in 
!ICCordance with the policies and procedures of the records lllOIJagement 
progrwn and the requirements of law; 

(10) maintain recon:ls on the volume of records destroyed under approved reoords 
control schedules or 1brough records desttuction authori:ration requests, the 
volume ofreconis microfilmed or stored electronically, and lhe estimated cost 
and space savings as the result of such disposal or disposition; 

(ll) report annually ti:, the City Council on the implernenlalion of the records 
mam1gement plan in each department of the City of Niederwald, including 
swnmaries of the statistical and fiscal data compiled under Subsection (10); 
ood 

(12) bring to the attcnlion of the City Council non-comp!iIDJ.ce by department 
heads or other municipal J)CrnOIIIlei with the policies and procedures of the 
recordB. management program or the Local Government Rl:cords Act. 

SECTION 8. DUTIES AND RESPONSIBllJTIES OF DEPARTMENf HEADS. 
In addition to oth~duties assigned in this ordinance, department heads fillllll: 

(1) cooperate with the Records Management Officer in ca.rrying out the policies 
and procedures established in the City of Niederwald fw tlu:: clficient and 
economical ruanagmtent ofnioords tllld in carrying out the requirenu:nlll of 
this ordinmu:e; 

('Z) adequately document the tnulllaction of government bulliness and the secvices, 
programs, and dutieB for which the department head and his or her staff are 
responsible; and 

(3) maintain the records in hfa or her care tllld carry out their preservation, 
microfilming, destruction, or other disposition only in 8CC{l.rdance with the 
policies and procedures of the records management program of the Cily of 
Niedi:rwald and the requirements of this ordinance. 

SECTION 9. RECORDS CONTROL SCHEDULES TO BE DEVELOPED; 
APPROVAL; FILING WITH STATE. (a) The Rewnis MWlagement Officer, in 
cooperatioo with department heads, sbal.l prepare records control schedules oo a 
department by departm&nt basis limng all records series created or received by the 
department and the retention period fur eec.h series. Records control schedules shall also 
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contain such otlu:r infonnation regacding the disposition of municipal records as I.he 
records managemeut pl.m may require. 

(b) Each records control schedule shall be monitored and emended as needed by 
the Ri:cords Management Officer on a regu]ar bmis to ensure 1hat it is in 
compliance wilh records rotention schedules iS'illed by the state and that it 
continues to reflect the recordkeeping procedures and needs of the department 
and tlu: records management program of the City of Niederwald. 

(c) Befure its adoption a records control schedule or amended schedule for a 
department must be approved by the departnu:nt head and the City Council. 

(d) Before its adoption a records control schedule must be submitted to and 
ru:.:epted for filing by the director a.nd librarian as provi&d by s!l!te law. If a 
schedule is not 3CC<lpled for filing, the schedule shall be El!llt:nded to make it 
acceptable fur filing. The Records ManE1gm1enl Officer shall submit the 
records control schedules to the direclor and Jibrarimi. 

SECI'ION IO. IMPLEMENTATION OF RECOJU)S CONTROL SCHEDULES; 
DESTRUCTION OF RECORDS UNDER SCHEDULE, (a) Atecords control 
schedule for a department tlmt lms been approved and adopted under Section 9 shall be 
imp!emented by department headB according Lo the policies and procedures of the records 
management plan. 

(b) A record whose retention period has expired on a records control schedule 
shall be destroyed wtless 1111 open records request L'l pending on the record, the 
subject matte!" of the record is pertinent to a pending law suil, or the 
department head requesl!'I in writing to the Records Management Officer thut 
the record be retained for an additional period. 

( c) Prior lo the destruction of a record under an approved records control 
schedule, authorization for the destruction mllSt be obtained by the Records 
Mrumgernent Officer from the City Council. 

SECTION U. DESTRUCTION OF UNSCHEDULED RECORDS. A recooi tlmt 
has not yet been listcd on an !ll)proved records control schedule may be destroyed if ill! 
destruction has been approved in the same manner as a record destroyed under an 
approved echedule 1111d the Records Management Officer has submitted to and received 
back from the director and librll:rian an approved destruction 1111thorization requesl. 

Approved and adopted by the~, ~ityCouncil this /P "d- doyof 
✓t1Li 2001. 
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'edkins,Mayor, City ofNiederwald 

~~ S~ t, Mayor Pro-Tern 

k.,~ d,,.;& 
., Eddie Lo~ Council Member 

&d~ber 
h/4~ 
Gale Thompson, Co~ 

ATIBST: 


