


to the Records Management Officer for SBISD for verification and a signature. The list is then sent 

to the budget manager of the department, office, or campus for another review and a signature. 

The final signature is made at the Harris County Recycling Center before the records are 

destroyed. The verification process greatly reduces the chance of ineligible records being 

destroyed. 

6. Once the records have been destroyed by Harris County's Recycling Center, the campus
and/ or department will receive a copy of the Destruction Certification. The certificate is a legal

document, which serves as proof in court, if necessary, that the records no longer exist

7. The Destruction Certificate is also required for records destroyed at the campus or

department level. The budget manager of the campus or department must sign the certificate

before sending it to the Records Management Assistant in the Records Management Office. Make

sure that you indicate in the appropriate area on the form that the records were destroyed within

the campus or department level.

Records Management 

Email: 

records@springbranchisd.com or 

purchasing@springbranchisd.com 

Phone:713-251-1100 


