STATE RECORDS COMMISSION

REGULAR MEETING – JULY 12, 2007


EFFECTIVE DATE IF APPROVED:  AUGUST 1, 2007
Agency: 


Auditor of State

Records Officer:                      


Action Requested:   

Revise an existing schedule


Reference Number:

BUD 04-01-01-0.S1

Record Series Title:

Audit Reports


Proposed Cut-off:

End of state fiscal year


Present Retention Period:      
Agency: hard copy, 2 years and microfilm user 

copy, 15 years; State Archives: microfilm master, permanent.

Proposed Retention Period:
Agency: Hard copy, 2 years, digital version 

5 years;  State Archives: microfilm master and CD of digitized 

content, permanent 

Agency: 


Commerce, Professional Licensing
Records Officer:                      Dana Klisares


Action Requested:   

Establish a new schedule

Reference Number:

EMP 01-03-01.01.S1

Record Series Title:

Criminal History Background Check for Applicants

Proposed Cut-off:

End of calendar year


Proposed Retention Period:    Agency: 1 year.  Total: 1 year.
            Comment:
Background checks are not to be kept as part of the public record.
Agency: 


Commerce, Professional Licensing (Real Estate)
Records Officer:                      Dana Klisares


Action Requested:   

Revise an existing schedule


Reference Number:

EMP 01-03-02.S


Record Series Title:

Applications for Real Estate Broker & Sales Person


Proposed Cut-off:

End of state fiscal year


Present Retention Period:  
Agency: While active; Records center: 5 years. 

Total: 5 years.

Proposed Retention Period:
Agency: While active; Records center: 3 years.  Total: 3 years.
Comment:
When a license of a Real Estate Broker or Sales Person lapses, there is only three years to renew the registration.  After three years, brokers and sales persons must go through the application process again.  
Agency: 


Commerce, Professional Licensing (Real Estate)
Records Officer:                      Dana Klisares


Action Requested:   

Revise an existing schedule

Reference Number:

EMP 01-03-04-01.S1

Record Series Title:

Complaint Files Which Result in a Formal Hearing 
                                                            and/or Disciplinary Action

Proposed cut-off:

End of calendar year


Present Retention Period:      
Agency: 5 years; Records center: 5 years:  Total 10

Years.

Proposed Retention Period:
Agency: 2 years. Records center: 5 years:  Total 7 years.

Agency: 


Commerce, Professional Licensing (Real Estate)
Records Officer:                      Dana Klisares


Action Requested:   

Establish a new schedule

Reference Number:

EMP 01-03-04-03.S1
Record Series Title:

Complaint Files Containing Investigative Materials 
Not Resulting in Formal Hearings and/or 
Disciplinary Action.

Proposed Cut-off:                    End of calendar year.


Proposed Retention Period:
Agency: While active complaint; Records center: 2 

years.
Total: 2 years.


Agency: 


Commerce, Professional Licensing (Architecture)

Records Officer:                      Dana Klisares


Action Requested:   

Revise an existing schedule


Reference Number:

EMP 01-04-04.S1


Present Record Series Title:    Hearings and Appeals – Revocations & 

Suspensions of Licenses.


Proposed Record Series Title:
 Complaint Files – Formal Discipline Taken.                                         


Proposed cut-off:

End of state fiscal year.


Present Retention Period:       State Records center, 5 years.  Total: 5 years.


Proposed Retention Period:
Agency: 5 years; Records center: 55 years.  Total: 

60 years.

Agency: 


Commerce, Professional Licensing (Architecture)

Records Officer:                      Dana Klisares
Action Requested:

Establish a new schedule

Reference Number:

[to be assigned]

Record Series Title:

Complaint Files – Closed  - No Discipline. 

                                                            and/or Disciplinary Action


Proposed cut-off:

End of state fiscal year


Proposed Retention Period:
Agency: While active complaint; Records center: 





10 years.  Total 10 years.

Agency: 


Commerce, Professional Licensing (Interior Design 

Examining Board)

Records Officer:                      Dana Klisares


Action Requested:   

Establish a new schedule


Reference Number:

[to be assigned]

Record Series Title:

Discipline Files – Formal Discipline Taken                                            

Proposed cut-off:

End of state fiscal year


Proposed Retention Period:
Agency: 5 years; Records center: 55 years.  Total: 

60 years.

Agency: 


Commerce, Professional Licensing (Interior Design 

Examining Board)

Records Officer:                      Dana Klisares


Action Requested:   

Establish a new schedule


Reference Number:

[to be assigned]

Record Series Title:

Complaint Files – Closed – No Discipline.                                        


Proposed cut-off:

End of state fiscal year


Proposed Retention Period:
Agency: While active complaint; Records center: 





10 years.  Total 10 years.

Agency: 


Commerce, Professional Licensing (Real Estate Appraiser

Examining Board)

Records Officer:                      Dana Klisares


Action Requested:   

Establish a new schedule


Reference Number:

[to be assigned]

Record Series Title:

Discipline Files – Formal Discipline Taken                                            


Proposed cut-off:

End of state fiscal year


Proposed Retention Period:
Agency: 5 years; Records center: 55 years.  Total: 

60 years.


Agency: 


Commerce, Professional Licensing (Real Estate Appraiser

Examining Board)

Records Officer:                      Dana Klisares

Reference Number:

[to be assigned]

Record Series Title:

Complaint Files – Closed – No Discipline.                                        


Proposed cut-off:

End of state fiscal year


Proposed Retention Period:
Agency: While active complaint; Records center: 





10 years.  Total 10 years.

Agency: 


Public Health, Board of Medical Examiners

Records Officer:                     Amy Van Maanen


Action Requested:   

Establish a new schedule


Reference Number:

PHL 03-07-01-01-02.S1


Record Series Title:

Monitoring Files                                    


Proposed cut-off:

End of calendar year


Proposed Retention Period:
Agency: 5 years; Records center, 55 years.  Total: 

60 years.


Agency: 


Public Health, Board of Medical Examiners

Records Officer:                     Amy Van Maanen


Action Requested:   

Revise an existing schedule


Reference Number:

PHL 03-07-03.S1


Record Series Title:

Resident Licensure Files                                     


Proposed cut-off:

End of fiscal year


Present Retention Period:
Agency: 5 years; Records center, 5 years.  Total:






10 years.

Proposed Retention Period:
Agency: 10 years.  Total: 10 Years.


Agency: 


Public Health, Board of Medical Examiners

Records Officer:                     Amy Van Maanen


Action Requested:   

Establish a new schedule


Reference Number:

PHL 03-07-05.S1

Record Series Title:

Special Licensure Files                                     


Proposed cut-off:

End of calendar year


Proposed Retention Period:
Agency: 10 years.  Total: 10 years.
Agency: 


Public Health, Board of Medical Examiners

Records Officer:                     Amy Van Maanen


Action Requested:   

Establish a new schedule


Reference Number:

PHL 03-07-01-01-04.S1


Record Series Title:

Licensure Denials                                     


Proposed cut-off:

End of calendar year


Proposed Retention Period:
Agency: 5 years; Records center, 55 years  Total:

 60 years.

Agency: 


Public Health, Board of Medical Examiners

Records Officer:                     Amy Van Maanen


Action Requested:   

Establish a new schedule


Reference Number:

PHL 03-07-01-01-03.S1


Record Series Title:

Withdrawn Applications.                                    


Proposed cut-off:

End of calendar year


Proposed Retention Period:
Agency: 5 years, Records center, 5 years.  Total:

 10 years.

Agency: 


Iowa Workforce Development
Records Officer:                      Cindy A. Gardner

Action Requested:   

Revise an existing schedule

Reference Number:

EMP 03-09-06.S1

Record Series Title:

Work Opportunity Tax Credit (WOTC) 

Certification

Proposed Cut-off:

End of calendar year

Present Retention Period:      
Agency: 3 years; Records center: 2 years. Total: 5 years.
Proposed Retention Period:
Agency: 2 years: Records center: 3 years. Total: 5 years.
STATE RECORDS COMMISSION

July 12, 2007

Title:    Resolution to re-instate Retention Schedule ADM 4-2 Bonding, 

applicable to records of all agencies except where otherwise scheduled under agency specific schedules, as ADM 04-02.G Bonding

Whereas:    On the 13th of January 2003 the State Records 

Commission approved a comprehensive revision of existing records retention schedules; and

Whereas:    Retention schedule ADM 4-2 Bonding, applicable to bonding records of all agencies, was inadvertently omitted from the revision: and 

Whereas:    The State Archives and Records staff has determined that 

records scheduled by this retention schedule are still being created and that the retention period established by the retention schedule meets the needs of the State of Iowa, thus is appropriate; it is 

Resolved:   That the State Records Commission re-instate ADM 04-

02.G Bonding, applicable to records of all agencies, effective immediately.

_______________________         __________________________________
                  Date                             Chair, State Records Commission

STATE RECORDS COMMISSION

July 12, 2007

Title:    Resolution to authorize State Archives and Records Program to administratively classify records retention schedules authorized by the State Record Commission.

Whereas:    The State Records Commission authorizes records retention schedules governing disposition of inactive records of state agencies, and  

Whereas:    The  State Archives and Records Program arranges records retention schedules authorized by the State Records Commission in a classification scheme intended to facilitate referential identification of schedules by state agencies, and 

Whereas:    The classification scheme into which records retention schedules are arranged does not constitute substantive content of the records retention schedules, but is rather a referential framework for locating appropriate records retention schedules, it is therefore   
Resolved:   That the State Archives and Records Program is authorized to classify records retention schedules and revise the classification scheme, without need to seek State Records Commission authorization for those changes, insofar as those changes do not alter the substantive content of authorized records retention schedules.  

_______________________         __________________________________
                  Date                             Chair, State Records Commission

