STATE RECORDS COMMISSION

14 October 2004

MEETING MINUTES

The regular meeting of the State Records Commission was held on Thursday 14 October  2004 in the Department of Cultural Affairs director’s conference room of the State Historical Building.  Chairperson Molly Clause indicated the presence of a quorum and convened the meeting at 10:00am.

Members/Designees present:


Gordon Hendrickson, Department of Cultural Affairs


Heidi Patterson, Department of Management


Tom Shepherd, Department of Administrative Services


Judy Vander Linden, Auditor of State

Rich Jacobs, Department of Revenue


Molly Clause, Secretary of State


Chris Scase, Counsel to Commission


Karen Sinclair, Treasurer of State

Members/Designees absent:


Barbara Corson, State Library
Also in attendance:


John Gillespie, Department of Administrative Services

Jeffrey L. Dawson, Department of Cultural Affairs


Beth Brannen, Department of Cultural Affairs

Approval of Agenda:


The agenda was approved as distributed.

Approval of Minutes:


The minutes of the 8 July 2004 meeting were corrected to reflect that minutes of the 8 April, rather than 8 July, 2004 meeting had been approved at the 8 July 2004 meeting.  This correction noted, Judy Vander Linden moved and Tom Shepherd seconded a motion to approve the minutes of the 8 July 2004 regular meeting.  The motion passed unanimously.

Report by State Archivist:


Gordon Hendrickson summarized comments in his written report concerning collections and technical assistance services provided by the State Historical Society of Iowa, as well as the budgeting process in which the Society is currently engaged.  He also described the Society’s restructuring into two divisions, Public Trust and Public Access, based on the general repartition of collections preservation and access to collections.  Dr. Hendrickson reported that he had assumed the role of administrator of the Public Trust Division, retaining the title of State Archivist, and had assigned Beth Brannen the role of directing operations of the State Archives and Records Program.  

Dr. Hendrickson reported that Society outreach services (i.e., workshops, conservation services, etc.) are also generating some revenue for the Society.  Additional income is anticipated through planned provision of records management instruction to municipal clerks.  Meeting attendees discussed concerns for the need to provide for records management outreach to local governments.
Report on State Records Center:

Beth Brannen reported that the contract for acquisition of records management software was currently being negotiated by attorneys for the state and the vendor.

Relocation of the State Records Center is not yet finalized, the choice of the new location by General Services Enterprise remaining unsettled.   It is estimated that physical relocation will begin at least 3 months after selection of a new location, and require 2 months for actual relocation.  A warehouse designer has been contracted by General Services Enterprise to advise in selection and design of a suitable facility. 

Beth Brannen also advised that the location of the new records center facility may incur changes to service provided in transferring records, due to possible changes in proximity to the Capitol complex. 

Report concerning records officer training:


Jeffrey Dawson reported that the State Archives and Records Program had hosted records officers at a meeting concerning the general records retention schedules governing accounting records that were adopted on 8 July 2004.  Records officers attended an informational meeting at the State Historical Building on 30 August 2004 at which time the schedules’ was discussed.  
Report concerning email policy implementation:


Gordon Hendrickson reported that the Governor had ordered state agencies to prepare policies for agency implementation of state email policy.  The agency specific policies are due by 15 November 2004.  Discussion by meeting attendees pointed out that the Governor’s intention that agency email policies emphasize to the respective agencies’ personnel that email messages are records subject to state records policy.  Thus, the immediate agency policies are not intended to address measures to implement policy.  Further discussion among attendees then raised conceptual and technical concerns affecting implementation of email policy, and the differences between legal and technical implications of such policy were raised.   Concerns were raised for the practicality of implementation. 

Gordon Hendrickson proposed that a rule implementing existing policy might be drafted in collaboration with agencies.  Molly Clause proposed that a committee comprised of Cris Scase, Beth Brannen, Tom Shepherd, Gordon Hendrickson and the new State Records Commission chair prioritize this project in 2005.

Other discussion:


Tom Shepherd raised concern that training for appropriate disposal of records according to policy be provided to agency personnel in advance of state “Clean out your files day.” 


Rich raised concern by county recorders that consistent indexing of recorded items be developed, and asked if recorders might be referred to State Historical Society for policy development assistance.  


Gordon Hendrickson emphasized the need to continue to provide training to state agency records officers.  


Molly Clause that, due to time, further discussion matters of electronic records, grants, and training sessions for agency records officers would have to be remitted to a later date.  


Gordon Hendrickson reminded attendees of the Cultural Caucus process and encouraged participation in the process.  

Action Item:  retention schedule approval: 

A new classification header BUS 14-6 Investments, as well as a new records retention schedule BUS 14-6-1 governing disposition of Commerce Insurance Division Investment advisers & representatives files were submitted for consideration by the Commission.  Rich Jacobs moved, and Karen Sinclair seconded, approval of these proposals, which were then approved unanimously.  

Nomination and election of new chairperson:


  The term of Molly Clause’s service as State Records Commission chairperson drawing to its close, Judy Vander Linden moved to nominate Rich Jacobs to serve as Commission chairperson, which move was seconded by Tom Shepherd.  Rich Jacobs indicated he would accept to serve in this role if elected.  No other candidates being put forward, Rich Jacobs was approved unanimously by vocal acclamation of the Commission members present.  
Rich Jacobs expressed the Commission’s appreciation of Molly Clause’s service as chairperson.  
Adjournment: 


Molly Clause adjourned the meeting at approximately 11:30 AM.  

