STATE RECORDS COMMISSION

July 8, 2004

MEETING MINUTES

The regular meeting of the State Records Commission was held on Thursday July 8, 2004 in the Jay Tone Board Room of the State Historical Building.  Chairperson Molly Clause 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


Barbara Corson, State Library


Judy Vander Linden, Auditor’s Office


Rich Jacobs, Department of Revenue


Molly Clause, Secretary of State


Chris Scase, Counsel to Commission

Members/Designees absent:


Karen Sinclair, Treasurer of State

Also in attendance:


Jeffrey Dawson, Department of Cultural Affairs


Beth Brannen, Department of Cultural Affairs


Kathy Gourley, Department of Cultural Affairs


Brian Gentry, Office of the Governor and Lt. Governor

Approval of Agenda:


The agenda was approved as distributed.

Approval of Minutes:


Judy Vander Linden moved and Rich Jacobs seconded a motion to approve the minutes of the July 8, 2004 regular meeting.  The motion passed unanimously.

Report on State Records Center:


Beth Brannen reported that General Services Enterprise is still in negotiations with the city of Des Moines concerning the building on E. 13th & Scott.  She stated construction bids on the Records & Property Building are due in October and that General Services Enterprise would like occupants out of the building 6-8 weeks before construction on the Records & Property Building begins.  Staff of the State Records Center is currently working on the 7/2004 destruction cycle - approximately 3200 boxes are eligible for destruction.

Report on RFP for Software:

Beth Brannen reported the bid process for the selection and purchase of an enterprise wide records management software package has been completed and a Notice of Intent to Award has been distributed.  The opportunity to purchase an enterprise-wide software package is made possible through private support.   The software package chosen by the selection committee is a robust, secure system designed specifically for handling records management  processes on-line (creation and distribution of schedules, requests for retrievals, transfer of boxes, storage control, destruction, etc.).

Discussion Item – Clean Out Your Files Day:


Today is Clean Out Your Files Day on the capitol complex.  Dr. Hendrickson suggests changing the name of the event to Clean Out Your Office Day.  Beth Brannen provided advice to the project coordinator concerning the need for agency records officers to meet with employees prior to the event in order to remind them that records must be destroyed in accordance with the approved records series retention and disposition schedules.   

Action Item – BUD 2 Schedules Revision:


Jeffrey Dawson presented new and revised BUD 2 schedules for the approval of the State Records Commission.  The new and revised schedule proposals are based on work and recommendations of the REVISE BUD 2 workgroup.  This workgroup, which had representatives from major agencies, worked to consolidate schedules, clarify confusing schedules and to eliminate obsolete schedules. Based on the findings of the workgroup, the State Archives and Records Program proposes deleting the entire BUD 2 section (BUD 2-1 through BUD 2-8-5-1) and replacing it with BUD 2-10 through BUD 2-12-18.  This will reduce the number of schedules contained in the BUD 2 section from 163 to 80.  Four schedules will be general schedules for the majority of state agencies to use; the others are agency specific schedules. Tom Shepherd moved and Judy Vander Linden seconded a motion to approve the schedules as presented. Because the schedules allow for greater efficiency within all agencies of state government, Beth Brannen requested the 35 day waiting period be waived in order for the schedules to be immediately effective.  After discussion by the commission, the motion was tabled. 

Action Item: Records Series Retention and Disposition Schedules:

Rich Jacobs moved and Judy Vander Linden seconded a motion to approve the revision of schedule EMP 3-9-6: Worker Opportunity Tax Credit (WOTC) Certification Applications as presented.  The vote was unanimous.

State Archivist’s Report:

In addition to his written report Dr. Hendrickson distributed the newly adopted State Records Commission Administrative Rules and discussed the reorganization of the Department of Cultural Affairs.  The State Archives and Records Program is now part of the newly formed Public Trust Division, which Dr. Hendrickson heads. 

Action Item: BUD 2 Schedules Revision:
The motion to approve the BUD 2 Schedules as proposed was removed from the table.  A friendly amendment to waive the 35 day waiting period and to make the schedules effective for any transfer requests approved after July 1, 2004 was proposed and accepted by Tom Shepherd and Judy Vander Linden (original mover and second).  The motion as revised was unanimously approved. 

Public Comment:

Tom Shepherd distributed copies of and provided an overview of the document: E-mail Classification, Management and Archives Solutions Request for Information - Review and Synopsis.  Chairperson, Molly Clause, requested more discussion of this issue at the October 14, 2004 meeting. 

Adjournment:

There being no further discussion, the meeting adjourned at 11:43a.m.

