STATE RECORDS COMMISSION

January 8, 2004

MEETING MINUTES

The regular meeting of the State Records commission was held on Thursday January 8, 2004 in the Classroom A of the State Historical Building.  Chairperson Molly Clause convened the meeting at 10:03 a.m.

Members/Designees present:

Gordon Hendrickson, Department of Cultural Affairs

Judy Vander Linden, Auditor of State

Tom Shepherd, Department of Administrative Services

Molly Clause, Secretary of State 

Chris Scase, Counsel to Commission (arrived at 10:17 a.m.)

Karen Sinclair, Treasurer of State

Barbara Corson, State Library 

Rich Jacobs, Department of Revenue

Jeffrey McKern, Department of Management

Also in Attendance:


Brian Gentry, Office of the Governor and Lt. Governor


John Gillispie, Department of Administrative Services

Beth Brannen, Department of Cultural Affairs


Jeffrey Dawson, Department of Cultural Affairs


Kathy Gourley, Department of Cultural Affairs

Approval of Agenda:  

The agenda was approved as distributed.

Approval of Minutes:  

Karen Sinclair moved and Judy Vander Linden seconded a motion to approve the minutes of the October 10, 2004 regular meeting.  The motion passed unanimously.

Report on the Electronic Records Committee:


Dr. Hendrickson reported that the most recent meeting of the Electronic Records Committee was held in September, 2003.  At that meeting, the Electronic Records Committee heard reports from the Education workgroup.  That group has been working on a web page with links to good sources of information and a frequently asked questions section.  Sara Flanagan who had been with IPERS and was heading that workgroup has taken a position in the private sector and is no longer able to provide leadership to the group.  The Electronic Records Committee also determined to establish two new workgroups.  The first would draft a guidance document, similar to “A Record is a Record,” on public access to public records maintained in electronic formats.  The second would provide basic questions for agencies to ask as they make decisions about imaging projects.

Report on State Records Center:

Beth Brannen reported on activities in the State Records Center.  She distributed a written report on the destruction cycles for July 2003 and for January 2004.  She indicated that the July 2003 destruction cycle is nearly complete.  Only a few pages of “Notice of Intent to Destroy Records” forms still need to be returned from agencies.  Beth also indicated that the forms for the January 2004 destruction cycle are being returned in a fairly timely manner.  Several forms are still with the agencies but are expected to be returned in the near future.


As the State Records Center looks toward a potential relocation and as it looks to implement an automated records management system, the need for quality, accurate data in the existing database is very clear.  Ms. Brannen discussed a project to compare each of the approximately 60,000 boxes on the shelf in the State Records Center with the actual database in order to determine any discrepancies between data entry and actual material on the shelf.  The project is just getting underway but with a concerted effort, she anticipates completion of that project by the end of February 2004.

Report on the Revision Process for BUD 2 Schedules:


Jeffrey Dawson gave a brief oral report on the effort to revise the accounting portion of the Budgets, Accounting and Financial Analysis (BUD) section in the Records Series Retention and Disposition Schedules manual.  He indicated that the process of using a small workgroup of affected records keepers to review, evaluated and revise existing schedules is working well.  Mr. Dawson indicated that a prelminary draft of suggested schedule changes will be shared with the finances officers group at that groups February meeting.

State Archivist Report:

Dr. Hendrickson expressed his deep appreciation to James H. Windsor III, a long-time volunteer with the State Archives and Records Bureau.  In addition to providing his time and talent to the Bureau, he has also agreed to provide financial support to the acquisition of an enterprise-wide automated records management system.


The Department of Cultural Affairs has been engaged in a strategic planning effort for the past several months and a strategic plan for the department was released to the staff in a meeting in November.  Among other goals, the plan calls for the department to increase on-line access to programs, services and collections and to continue to provide professionally acceptable storage for its collections.  While developing the strategic plan, the department’s management team saw the benefits of making some minor adjustment in its organizational structure.  As a result of that reorganization, the State Archives and Records Bureau has assumed responsibility for accountable government, administrative rules and legislative liaison activites.  To assist with those duties, Kathy Gourley, Field Historian for the State Historical Society of Iowa has joined the Bureau.


Two areas of concern for the Bureau have been the need to relocate the State Records Center prior to renovation of the Records and Property Building and the effort to acquire an enterprise-wide automated records management system.  Dr. Hendrickson indicated that the relocation of the State Records Center is at least in part dependent on the expected Supreme Court decision on taxation of gambling establishments.  Until that decision is rendered, the funds appropriated to this project are in limbo.  Discussions remain open with the Department of Administrative Services-General Services Enterprise but little known at this time.


In the area of the software acquisition, the Request for Proposals (RFP) is nearing completion and is expected to be released to vendors in the very near future.  Dr. Hendrickson remains optomistic that the software may be in place by the end of the fiscal year.

Action Item – ERC Recommendation “A Record is a Record”:


The Commission resumed discussion on the proposed publication of “A Record is a Record” that had been deferred at the October 9, 2003 meeting.  Discussion concerning the possible publication of this informational piece centered on the relationship of this document to administrative rules.  The Commission determined that publication of an interpretative and advisory document prior to the adoption of administrative rules related to electronic records would be premature. 

Action Item –Chapter 304B Administrative Rules:

Rich Jacobs moved and Tom Shepherd seconded a motion directing the State Archives and Records Bureau to proceed with filing Chapters 1 through 8 and Chapter 14 of the draft administrative rules as the earliest possible chance.  After discussion that motion was adopted unanimously.


The Commission deferred the filing of Chapter 15 rules until additional input had received from department directors.  The Commission encouraged Dr. Hendrickson to work with Mr. Gentry to develop a forum for open discussion with agency heads regarding the preservation of e-mail records before publishing rules for notice.

Action Item – Records Series Retention and Disposition Schedules:



Rich Jacobs moved and Karen Sinclair seconded a motion to approve the records series retention and disposition schedules as proposed.  The motion carried unanimously.

Public Comment:
No public comment was received.

Adjournment:
There being no further discussion, the meeting adjourned at 12:09 p.m.
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