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INTRODUCTION

Currenuy, this offce has records dating back to the 1800's. The purpose of tbis document is to define the
restoration and preservation, digital capture, storage, retention and management of archived records belonging
to the District Clerk's Office. lt has been identified that we still have several record archives that need to be
reprduced for space availability purposes. lt is the intent of the District Clerk to follow guideiines set by the Texas
State Library and Archive Commissioner. This document addresses the restoration and Preservation needs of
the District Clerk Records Archive. No other depattments are addressed.

SCOPE
The scope of this document includes the following
'.All Dlstict Clerk records fled with the District Clerk
"Plans to restore and preserve ,ecords with significent historical value

'*Future plans are to improve public and govemmental access
GOAL

The goal is to reproduce and archive all documents, regardless of type, as efficiently as possible. The Diskict
Clerk s Office is atso looking at restoring and reducing the doterioration of our historical court records. lt is our
goal to improve the public access to these documents in a manner that reduces the risk of deterioration.

THE PROCESS

Active case documents are scanned into NET Data Case Management System for easy access and record

storage.

Most of the historbal books and iudicial case files have been microfilmed by lmage Tech in \ faco, Texas and are

stored on a separate system located in the County Clerk's ofiice with access thmugh our computers in the District

Clerk's offce using a program called Laserfiche. The historical papers and books have been placed in storage at

the back of the County Clerk's office in the annex slorage area.

All scanned or digital images that are stored on the cunent NET Data Case Management SFtem and the

Laserfiche searchable program are available to anyone and may be photo copied for a fee'

This ofiice still has documents dated in the 18OO's thal are unscanned. The historical index books were unbound

during the image process. The preservation of the books need to be considered which would involve cost for

pres€rving the pages and rebinding the books.

As lar as a total paperless office, I do not foresee lhat in the near future. This office will continue to mainlain all

files that are closed cases on our shelves until the rctenlion petiod is met by following the State Library and Archive

Rules and until the documents can be checked for clear readable scans and to scan any missed documents.

Exoendlturos (including but not limited to)

Cost to rebind historicel books
Computer hardware, including any and all peripherals necessary,
Computer sofhr/are
Service Provider and other outsourcing services
Relevant staff salary
Data storage supplies
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Clerk's Preservation and R Plan

Government Code 51.305(b) provides that the District Clerk of Hopkins County may collect a fee up to S10.00,

with approval by the Hopkins county commissioners' court, forfilings in the Distrbt civilcourt of Hopkins county.

The colleclion of this fund becomes effective with the 2020 tiscal budget for Hopkins County, October 1, 2019 at

rrhich time the District Clerk will continue collecting this fue. All monies collected will be placed in a line item in

the budget labeled District Clerk Technology Fund to be used for the restoration and preservation of records in

the Distdct clerk's oflice.
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DISTRICT CLERK-HOPKINS COUNTY. TEXAS

BUDGET YEAR 2O2O
PRESERVATION AND RESTORATION RECORDS PLAN

INTRODUCTION

Currently, this office has records dating back to tr)e 1800's. The purpose of this document is to define the
restoErtion and preservation, digital capture, storage, retention and management ot archived records belonging
to the District Clerk's Oftice. lt has been identified that we still have several reclrd archives that need to be
reproduced for space availability purposes. lt is the intent of the District Clerk to follow guidelines set by the Texas
State Library and Archive Commissioner. This document addresses the restoration and preservation needs of
the District Clerk Records Archive. No olher depa(ments are addressed.

SCOPE
The scope of this document includes the following
'*All Distdct Clerk records filed vrith the Diskict Clerk
"Plans to restore and preserve records with significant historical value
**Future plans are to improve public and govemmental access

GOAL

The goal is to reproduce and archive all documents, regardless of type, as efficiently as Possible. The District
Clerk's Office is also looking at restoring and reducing the deterioration of our historical court records. lt is our
goal to improve the pubtic access to these documents in a manner that reduces the risk of deterioration.

THE PROCESS

Active case documenE are scanned into NET Data Case Management System for easy access and reeord

storage.

Most of the historical books and judicial case files have been microfilmed by lmage Tech an \ laco, Texas and are

stored on a separate system located in the County Clerk's offce with access through our computers in the Disttict

Clerk's office using a program called Laserfiche. The historicel papers and books have been placed in storage at

the back of the County Clerk's office in the annex siorage area.

All sc€nned or digital images that are stored on the cunent NET Data Case Management System and the

Laserfiche searchable program are available to anyone and may be photo copied for a fee.

This office still has documents dated in the 1800's that are unscanned. The historical index b@ks were unbound

during the image process. The preservation of the books need to b€ considered which would involve cost tor

preserving the pages and rebinding the books.

As far as a total paperless offrce, I do not foresee lhat in the near future. This office will continue to maintain all

nbs that are closed cases on ourshelves untilthe retention period is met by following the State Library and Arch ive

Rules and until the documents can be checked for clear readable scans and to scan any missed documents.

Expenditures (including but not limited to)

Cost to rebind historical books
Computer hardware, including any and all peripherals necessary,
Computer software
Service Provider and other outsourcing services
Relevant staff salary
Data storage supplies
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Governm€nt code 51.305(b) provides that the District clerk of Hopkins county may collect a fee up to $10 00.

with approval by the Hopkins County Commissioners' Court, to.lilings in the District Civil Court of Hopkins County.

The collection of this fund becomes effective with the 2O2O fiscal budget for Hopkins County, October 1, 2019 at

which time the DisEicl Clerk will continue collecting this fee. All monies collecled will be placed in a line item in

the budget labeled District clerk Technology Fund to be used for the restoration and preservation of records in

the Distict Clerk's Office.


