STATE RECORDS COMMISSION

Regular Meeting – July 8, 2010
Director’s Conference Room
Historical Building
10:00 a.m.

AGENDA

1)      Call to order

2)      Set agenda

3)     Approval of minutes of April 1, 2010
4)     Action item:  Records Series Retention and Disposition Schedules

5)     State Archives and Records Program report
6)   Discussion of the requirements of Senate File 2088 
7)     Public comment

9)     Adjournment

Next Meetings:

October 14, 2010


January 13, 2011

April 14, 2011

July 14, 2011

To participate in the teleconference, please follow these instructions: 

At 10:00am on July 8th, call the toll free dial in number: (866) 685-1580

When prompted, enter the "Conference code": 5152816320

STATE RECORDS COMMISSION

RECORD SCHEDULE SUMMARY

REGULAR MEETING – July 8, 2010


EFFECTIVE DATE IF APPROVED:  July 28, 2010

Agency:                         Dept. of Natural Resources 

Division:                        Conservation & Recreation/Forestry

                                            Bureau/Urban Forestry

Records Officer:           Craig Otto

Action Requested:       Revise existing record schedule

Reference Number:     CON 06-02-05

Current Record 

     Series Title:             “Trees for Environment” Kits

Proposed Record

     Series Title:             Urban Forestry
Present Retention:      Agency 1 year; 4 years at State Records Center

                                           Total=5 years

Proposed Retention:  Agency 3 years; State Records Center 7 years;

                                           Total=10 years; 

     Electronic Format: 10 years

Proposed Cut-Off:       End of the calendar year.

Summary:  The Department partners with utility companies, schools and non-profit organizations for the implementation of urban forestry programs such as the Alliant Energy Operation ReLeaf Residential Tree Program, Mid-American Plant Some Shade Residential Tree Program, Trees for Kids/Teens.  DNR is revising CON 6-2-5, Urban Forestry, by incorporating the above named programs as well as the Tree City USA program; the proposed cut-off will be changed from the end of the state fiscal year to the end of the calendar year, and the proposed retention will be changed from 5 years to 10 years with 7 years being held at the Records Center.

Agency:                         Dept. of Natural Resources

Division:                        Conservation & Recreation/Forestry Bureau/

                                            Fire Protection

Records Officer:           Craig Otto

Action Requested:       Revise existing record schedule

Reference Number:     CON 06-03-01

Current Record 

Series Title:                 Fire Protection-Wild Fire Plans

Proposed Title:           Fire Protection
Present Retention:      While current and then Destroy

Proposed Retention:  Agency 3 years; State Records Center 7 years; 

                                           total= 10 years; 

Electronic Format: 10 years

Proposed Cut-Off:       End of Calendar Year              

Summary:  DNR is responsible for implementing fire protection/wild fire plans, fire education/training and the Acquisition of Excess Federal Property Equipment for forest fire prevention and control.  DNR would like to revise this record schedule by incorporating Fire Education/Training – Forestry Service Cooperation Programs CON 6-5B and Acquisition of Excess Federal Property CON 6-3-1B.  Also the proposed retention would change from being held while current to a 10 year retention.  
Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:     CON 06-03-01C

Record Series Title:     Rural Community Fire Protection – 

                                            Purchase of Equipment Items Under

                                            $300.
Present Retention:      Agency 2 years, State Records Center 3 years,

                                           Total=5 years.                           

Summary:  No new files are being created for this retention schedule; therefore this record series will be discontinued and merged into CON 6-3-1.

Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:      CON 06-03-01D

Record Series Title:     Rural Community Fire Protection – 

                                            Purchase of Equipment Items Under

                                            $300.
Present Retention:      Agency 2 years, State Records Center 3 years,

                                           Total=5 years.                                

Summary:  No new files are being created for this retention schedule; therefore this record series will be discontinued and merged into CON 6-3-1.

Agency:                         Dept. of Natural Resources 

Division:                        Conservation & Recreation/Forestry

                                            Bureau/Forest Health
Records Officer:           Craig Otto

Action Requested:       Revise existing record schedule

Reference Number:     CON 06-03-02

Record Series Title:     Insect Protection

Present Retention:       Agency, While Current

Proposed Retention:   Agency, 5 years; State Records Center, 45 years;

                                            Total=50 years; 

      Electronic Format, 50 years.

Proposed Cut-Off:       End of calendar year.

Summary:  This record series involves insect and disease prevention and control; staff creates exams for Operators Certification which includes monitoring of data of invasive species activity and research data.  The record series is being revised by having it’s cut-off period changed from when no longer current to end of the calendar year, and by having it’s retention changed from while current to 50 year retention.  

Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:     CON 06-05F

Record Series Title:     US Rural Development Committee
Present Retention:       2 years in office.

Summary:  This retention schedule is no longer being used.  
Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:      CON 06-05G

Record Series Title:     Landowner Rehabilitation Advisory Board
Present Retention:       2 years in office.                           

Summary:  This retention schedule is no longer being used.  

Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:     CON 06-05H

Record Series Title:     Tree Farm Committee
Present Retention:       2 years in office.                 

Summary:  This retention schedule is no longer being used.  

Agency:                         Dept. of Natural Resources, 

Division:                        Conservation & Recreation Division/

                                            Forestry Bureau
Records Officer:           Craig Otto

Action Requested:       Remove a retention schedule

Reference Number:     CON 06-05I

Record Series Title:     Work Programs with Iowa State University
Present Retention:       2 years in office, 3 years at the State Records Center,

                                            Total=5 years.    

Summary:  This retention schedule is no longer being used.  

Agency:                        Dept. of Natural Resources 

Division:                       Environmental Service/Water Quality/

                                           Operator Certification
Records Officer:          Craig Otto

Action Requested:      Establish a new retention schedule

Reference Number:    CON 11-05-05

Record Series Title:   Operator Certification Examinations-

                                          Failed Exams

Proposed Retention:   3 years in office; 0 years at State Records

                                           Center (3 years total); destroy





Electronic Format: 3 years

Proposed Cut-Off:       At the end of the calendar year (December 31)
Summary:  Proposed record schedule covers failed examinations, both electronic and paper.

Agency:                         Commerce – Accountancy Board

Division:                        Professional Licensing
Records Officer:           Dana Klisares

Action Requested:       Remove a retention schedule

Reference Number:      EMP 01-02-02D

Record Series Title:     Continuing Education Summary Form
Present Retention:       60 years in office

Summary: This retention schedule is no longer being used.  
Agency:                         Commerce – Accountancy Board

Division:                        Professional Licensing
Records Officer:           Dana Klisares

Action Requested:       Remove a retention schedule

Reference Number:      EMP 01-02-04B

Record Series Title:     Non-License
Present Retention:       5 years in office

Summary:  This retention schedule is no longer being used.  
Agency:                        Commerce – Architectural Board 

Division:                       Professional Licensing
Records Officer:          Dana Klisares


Action Requested:      Revise existing record schedule

Reference Number:     EMP 01-04-03.s1

Current Record 

Series Title:                  Architect License Renewals

Proposed Title:            Renewals
Present Retention:      1 year in office
Proposed Retention:   Agency, 2 years; 

      Electronic format: 2 years in office
Summary:   Current record series is being revised by increasing the retention from 1 year in the office to 2 years in the office.  
Agency:                         Dept. of Public Health  

Division:                        Iowa Board of Nursing
Records Officer:           Lynn Linder

Action Requested:      Revise existing record schedule

Reference Number:     PHL 03-04-01-0

Record Series Title:    Licensing:  Nurses

Present Retention:      Agency, 75 years; retain hard copy until

                                           license is issued.  

      Microfilm upon issuance.
Proposed Retention:  Agency, 6 months; 

     Scan electronically upon issuance & retain electronic 

format, 75 years; Total retention=75 years




      Microfilm Copy: Agency, 75 years

Summary:  The proposed revision will involve scanning the records electronically rather than microfilming them; thus the scans will be held for 75 years.  Existing microfilm continues to be held the scheduled 75 years.
Agency:                         Dept. of Public Health

Division:                        Iowa Board of Nursing
Records Officer:           Lynn Linder

Action Requested:       Revise existing record schedule

Reference Number:      PHL 03-04-05

Record Series Title:     Investigations:  RN & LPN 

Present Retention:      Agency 4 years, microfilm after 4 years or when

                                           case is closed; destroy after 75 years.

Proposed Retention:  Agency 4 years and scan; 

     Electronic format, 75 years; Total=75 years

     Microfilm Copy: Agency, 75 years
Summary:  The proposed revision will involve scanning the records electronically rather than microfilming them; thus the scans will be held for 75 years.   Existing microfilm continues to be held the scheduled 75 years.
