[Insert Date]
Mr. Brooks Moore
System Records Management Officer
The Texas A&M University System

301 Tarrow Street, 6th Floor
College Station, TX  77840-7896
Dear Mr. Moore:

The following representations are presented in connection with Retention of State Records at [Insert name of Member] for Fiscal Year [Insert year] (period ended August 31, [Insert year]).  


Management Representations Related to Retention of State Records

I have reviewed the Retention of State Records requirements for [Insert name of Member] and I confirm, to the best of my knowledge and belief, that [Insert name of Member] complies with applicable law and Regulation 61.99.01 as follows:
1. The System Records Retention Schedule lists all records series maintained by [Insert name of Member].
2. Procedures have been developed for the retention, disposition and security of state records at [Insert name of Member], including:  the identification of state records that are eligible for destruction or other disposition; vital state records; archival state records; electronic state records; and litigation holds. 
3. [Insert name of Member]’s records retention procedures require that, with the exception of transitory information, state records may not be destroyed or otherwise disposed of unless approved in writing by the  [Insert name of Member]’s records officer or designee using a record destruction form.
4. [Insert name of Member] has adequate procedures to ensure that state records are periodically surveyed and that any resulting proposed changes to the Systems Records Retention Schedule are provided to the System Records Management Officer.
5. Employee training is available on [Insert name of Member]’s record retention procedures.
6. State records that are maintained electronically or on microfilm by [Insert name of Member] comply with the applicable rules of the Texas State Library and Archives Commission.
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