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Records Management

Records management is the application of management techniques to the creation, use, maintenance, retention,

preservation and disposal of records for the purposes of reducing costs and improving the efficiency of record keeping.

The City of Garland is committed to the strategy management of its records. The training document below provides the

basic requirements for managing records.

Frequently Used Forms

Local Retention Schedule
Records Transfer to Retention Center
Request to Destroy (Signature Form)

Records to Destroy (List Form)

Best Practices For Archiving Records
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