STATE RECORDS COMMISSION

REGULAR MEETING – JANUARY 17, 2008

EFFECTIVE DATE IF APPROVED:  FEBRUARY 6, 2008
Agency: 



Department of Agriculture & Land Stewardship, 






Bureau of Animal Industry

Records Officer


Marilyn Beeler

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Johne’s Disease Lab Reports


Proposed Cut-off:

End of  calendar year

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

Agency: 



Commerce, Iowa Utilities Board

Records Officer


Shelley Lewis

 


Action Requested:   

Revise an existing schedule


Reference Number:

BUS 15-01-07.S1


Record Series Title:

Rulemaking - RMU


Proposed Cut-off:

Adoption of Amendments

Present Retention Period:  
Agency: Until included in Administrative Rules + 5 






years.  Total: Until included in Administrative 





Rules + 5 years.

Proposed Retention Period:
Agency: 10 years; Records Center: 40 years; Total: 

50 Years.

Comments:                             This series is used to research Board rules and to answer questions about why a rule was promulgated. Board rules have the force and effect of law with regards to the regulation of public utility rates and services.  When disputes concerning whether a utility has complied with a past rule will arise, the Board is required to search the comments and memos made at the time  the rule was adopted to determine the intent of the rule so that the dispute can be resolved equitability and fairly. This lengthy retention is required to allow the Board and Iowa courts the ability to interpret past Board rules.

Agency: 



Commerce, Iowa Utilities Board

Records Officer


Shelley Lewis

 


Action Requested:   

Revise an existing schedule


Reference Number:

BUS 15-02-06.S1

Record Series Title:

Service Proceeding Utility (SPU)

Proposed Cut-off:

End of calendar year

Present Retention Period:  
Agency: 3 years; Records Center: 4 years; Total:





7 years.
Proposed Retention Period:
Agency: 3 years; Records Center: 97 years; 

Total: 100 years.
Comments:                             This series needs to be retained for 100 years  to  meet several requirements including: to ensure that when storms (or other problems) cause damage to the electrical transmission and distribution system, essential detailed service territory maps of the electrical grid system are available to restore service promptly; to ensure that the exclusive utility service territory boundaries are known, the history of the boundaries must be maintained; to ensure that all territory in the state is served by a local telecommunication exchange utility and that all telecommunications service areas are known, the service territory filings must be maintained; and to review requests for utility company reorganizations this series is needed to maintain histories of the utility company corporate organizational structures and review agency precedents.  





Agency: 



Iowa Communications Network

Records Officer


Laura Barclay

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Photo Release Forms

Proposed Cut-off:

Retain all media press release forms for photos as 




long as they are being used for publications,

                                               Once photos are no longer in use remove the

                                               release forms at the end of the calendar year.

Proposed Retention Period:   Agency: While Active + 2 years; Total: While 

Active +2 years.

Agency: 


Iowa Workforce Development

Records Officer:                     Anne Jackson


Action Requested:   

Revise an existing schedule


Reference Number:

EMP 03.09-06.01

Record Series Title:

Work Opportunity Tax Credit (WOTC) 

Certification Applications


Proposed Cut-off:

End of calendar year

Present Retention Period:      
Agency: 2 years; Records center: 3 years. Total: 5 years.

Proposed Retention Period:
Agency: 1 year; Records center: 2 years. Total: 4 years.

Comment:                               Existing schedule being split into two retention schedules with different retention requirements.

Agency: 


Iowa Workforce Development

Records Officer:                     Anne Jackson 


Action Requested:   

Revise an existing schedule


Reference Number:

EMP 03.09-06.o2

Record Series Title:

Work Opportunity Tax Credit (WOTC) 

Denials                                                           

Proposed Cut-off:

End of calendar year

Present Retention Period:      
Agency: 2 years; Records center: 3 years. Total: 5 years.

Proposed Retention Period:
Agency: 2 years: Records center: 3 years. Total: 5 years.

Comment:                               Existing schedule being split into two retention schedules with different retention requirements.

Agency: 



Department of Natural Resources, Environmental 






Services/Water Quality

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Storm Water General Permits 1, 2, 3 or 5

Proposed Cut-off:

End of calendar year during which permit expired.
Proposed Retention Period:
Agency: Hard copy, 1 year; Records center: 14 

years. Total 15 years. Agency: Electronic format,

15 years. Total: 15 years.
Agency: 



Department of Natural Resources, Legal Services

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Groundwater Hazard Statements


Proposed Cut-off:

End of calendar year
Proposed Retention Period:
Agency: Electronic format, 5 years. Total: 5 years.
Agency: 



Department of Natural Resources, Legal Services

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Administrative Cases

Proposed Cut-off:

End of state fiscal year during which case closed.
Proposed Retention Period:
Agency: Through cut-off; Records Center: 25 years. Total: Through cut-off  + 25 years.

Agency: 



Department of Natural Resources, Legal Services

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

General Counsel Opinions

Proposed Cut-off:

End of state fiscal year when rendered invalid.
Proposed Retention Period:
Agency: Electronic format, 5 years.  Total: 5 years.
Agency: 



Department of Natural Resources, Legal Services

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Training Materials Prepared by Legal Staff for 

 




Internal  Staff Use


Proposed Cut-off:

End of state fiscal year during in which superseded
Proposed Retention Period:
Agency: Hard copy, 1 year; Records Center, 4 years.  Total: 5 years.  Agency: Electronic format: 5 years.  Total: 5 years.
Agency: 



Department of Natural Resources, Legal Services

Records Officer


Leslie Leager

 


Action Requested:   

Establish a new schedule


Reference Number:

To be assigned


Record Series Title:

Environmental Audits


Proposed Cut-off:

End of state fiscal year in which audit completed.
Proposed Retention Period:
Agency:  Hard Copy, While Current;  Records Center: 5 years;  Total: While Current + 5 years.

Agency: Electronic format, 5 years.  Total: 5 years.
