State Records Commission

April 2, 1998

Meeting Minutes

The regular meeting of the State Records Commission was held on Thursday, April 2, 1998, in the Jay Tone Board Room at the State of Iowa Historical Building.  Chair Sharman Smith convened the meeting at 10:00 a.m.

Members/Designees present:


Bill Bruce, Department of General Services


Dick Fish, State Auditor’s Office


Gordon Hendrickson, Department of Cultural Affairs


Linda Roose, Department of Management


Karen Sinclair, State Treasurer’s Office


Sharman Smith, State Library


Holly Thompson, Department of Revenue and Finance

Members/Designees absent:


John Gilliland, Secretary of State’s Office

Others Present:


Beth Brannen, Department of Cultural Affairs


Delpha Musgrave, Department of Cultural Affairs


Doug Reed, Department of General Services

Approval of Agenda:

Sharman Smith asked approval to move Doug Reed to the top of the agenda.  With that change the agenda was approved as distributed.

Clean Out Your Files Day:

Doug Reed, Recycling Coordinator in the Department of General Services discussed the annual Clean Out Your Files Day event to be held in conjunction with the Volunteer Summit on June 10, 1998.  The event will be conducted in seven buildings on the capitol complex with about 4,700 employees involved.  Reed discussed the training of recycling coordinators for each of the buildings involved in the program and suggested that having an updated list of Departmental Records Officers and State Archives and Records Program agency liaisons for the recycling coordinators will be helpful.  He also asked that Gordon Hendrickson attend the training sessions to share information about records issues and to answer questions.

Sharman Smith suggested that the agency records officers and the agency recycling coordinators serve as co-heads of the Clean Out Your Files Day activities.

Bill Bruce moved and Holly Thompson seconded a motion asking that the Commission chair send a letter to Department Directors suggesting joint designation of Records Officer and Recycling Coordinators to head the Clean Out Your Files activities.  Motion adopted unanimously.

Bill Bruce suggested that the letter be a joint letter from the Director of the Department of General Services and the Commission Chair.  He agreed to draft the letter for joint signature.

The Commission directed the State Archivist to compile a current list of agency records officers, State Archives and Records Program Liaisons and a fact sheet of guidelines for review of material for Clean Out Your Files Day.  Those pieces are to be completed and forwarded to Doug Reed by April 15, 1998.

The Commission also suggested that Gordon Hendrickson attend the meetings of the recycling coordinators and the custodial staff meetings preparatory to Clean Out Your Files Day.

Approval of Minutes:

Karen Sinclair moved and Linda Roose seconded a motion to approve the minutes of the January 15, 1998 meeting as they were distributed.  Motion adopted unanimously.

Communications:

Dr. Hendrickson reviewed the process for review of proposed records retention schedules for the Commission.  He discussed the steps taken to assure that agencies have considered the administrative, legal, fiscal and historical requirements when developing records retention schedules.  He also discussed the steps SARP staff take to maintain consistency of schedules across state agencies, especially when a schedule affects multiple agencies.

State Archivist’s Report:

Dr. Hendrickson distributed a written report on the State Archives and Records Program.  He commented that considerable progress has been made in implementing the transition of records management functions from the Department of General Services to the Department of Cultural Affairs.  Dr. Hendrickson reported that the legislation to formalize the transfer has been signed and will become effective on July 1, 1998.

Public Comment:

In accord with administrative rules for the State Records Commission, section 671.2 (3) 2, revisions and additions to records schedules do not require public comment.  This is in accord with Iowa Code section 17A.4(2).  Schedule revisions become effective 35 days after adoption by the Commission.

Action Items:

Bill Bruce moved and Dick Fish seconded a motion to approve the records retention schedules as presented in the meeting packet.  The motion was adopted unanimously. 

Sharman Smith appointed a committee to review the State Records Commissions statutory authority and its areas of responsibility.  Bill Bruce and Karen Sinclair were named to the committee.

Sharman Smith appointed a committee to develop a set of by-laws and operational rules for the State Records Commission.

Discussion Items:
Dr. Hendrickson discussed the strategic plan that the State Archives and Records Program has developed as part of the strategic planning process for the State Historical Society of Iowa.  He indicated that the plan should be ready for distribution to the State Records Commission at its next meeting.  The Commission discussed the need for reviewing its vision and mission statements with the potential of revising or reformulating those statements.

The Commission asked Dr. Hendrickson to collect a short portfolio of articles on electronic records and the impact of electronic records on state records management programs.  Dr. Hendrickson was asked to include selected articles on electronic records issues, as well as descriptions of electronic records initiatives in other states, in material to be distributed prior to the next meeting of the State Records Commission

The Commission discussed the desirability of having a presentation by a representative of the IowaAccess initiative at a future Commission meeting.  The Commission also expressed a desire to have a vendor or vendors of computer applications for records and archives programs attend a future meeting to demonstrate their products.

Adjournment:
There being no further business to bring before the Commission, the meeting adjourned at 11:45 a.m.

