STATE RECORDS COMMISSION

Special Meeting – August 19, 2009
Director’s Conference Room 3W

State Historical Building

3:15pm
AGENDA

1)      Call to Order

2)      Set Agenda

3)     Action Items

               a)  Records Series Retention and Disposition Schedules

4)     Public Comment

5)     Adjournment

Next Meetings:


           October 8, 2009

            January 14, 2010

April 8, 2010
           July 8, 2010
To participate in the teleconference, please follow these instructions: 

At 3:15 PM on 19 August, call the toll free dial in number: (866) 685-1580

When prompted, enter the "Conference code": 5152816320

STATE RECORDS COMMISSION

SPECIAL MEETING – AUGUST 19, 2009


EFFECTIVE DATE IF APPROVED:  Sept. 8, 2009
Agency: 

Natural Resources, Environmental Services, Water Quality, Water Supply 

Engineering

Records Officer:         Leslie Leager

    Action Requested:   
  Remove a schedule 

    Reference Number:

  CON 03-09.0.S1

    Record Series Title:

  Determinations – Water Use Permits

Comment:       This retention schedule is not currently used by DNR. Water use permits are 

scheduled under three separate schedules: CON 03-09-01.S1, CON 03-09-02.S1 and CON 03-09-03.S1. The type of water use permit determines the appropriate schedule. 

Agency: 

Natural Resources, Environmental Services, Water Quality, Water Supply

                            
Engineering

Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 03-09-01.S1

    Record Series Title:

  Non-recurring Water Use Registrations
    Proposed Cut-off:

  End of calendar year

    Present Retention Period:     Agency: 1 year. Total: 1 year.

    Proposed Retention Period:
  Agency: hard copy, 1 year; Records center: 2 years.  Total: 3 
                                                  years.  Agency: electronic format: 3 years.  Total: 3 years.
Comment: 
 The agency needs the retention period extended to cover audit requirements.                        

Agency: 
Natural Resources, Environmental Services, Water Quality,  Water Supply

                                    Engineering

Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 03-09-02.S1
    Record Series Title:

  Denied or Withdrawn Water Use Permits

    Proposed Cut-off:

  End of calendar year in which application is withdrawn or denied
    Present Retention Period:     Records center: hard copy, 3 years. Total: 3 years.  

    Proposed Retention Period:
  Agency: hard copy, 3 years. Total: 3 years.  Agency: electronic 
                                                  format: 3 years. Total: 3 years.  

Agency: 
Natural Resources, Environmental Services, Water Quality,  Water Supply

                                    Engineering

Records Officer:          Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 03-09-03.S1

    Record Series Title:

  Water Use Permits Master File
    Proposed Cut-off:

   End of calendar year in which 10-year permits expire

    Present Retention Period:   
   Permanent. 

    Proposed Retention Period:
   Agency: hard copy, while current; Records center: 20 years.  
                                                   Total: while current plus 20 years.  Agency: electronic format: 
                                                   while current plus 20 years.  Total: while current plus 20 years.

Comment:
Water use permit packet includes: application, analysis used to determine permit,

cover letter, notice of intent, draft permit, final permit, and summary report.  Series also includes annual usage reports, map of usage area, correspondence and renewal forms.

Agency: 

Natural Resources, Environmental Services, Water Quality, Wastewater
Records Officer:         Leslie Leager

    Action Requested:   
  Establish a new series
    Reference Number:

  To be assigned
    Record Series Title:

  Inspection Reports for Commercial Septic Cleaner
Apparatus
    Proposed Cut-off:

  End of fiscal year

    Proposed Retention Period:
  Agency: hard copy, 2 year; Records center: 3 years. Total: 5 

                                                  years.  Agency: electronic format: 5 years. Total: 5 years.

Comment:  
DNR contracts the annual inspection of septic cleaner application sites, tank

trucks and storage to the county boards of health which in turn send the inspections to the DNR for review and approval.

 

Agency: 

Natural Resources, Environmental Services, Water Quality, Animal

Feeding Operations

Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 11-03-02-0.S1

    Record Series Title:

  Animal Feeding Operations

    Proposed cut-off:

  End of calendar year in which the facility closes

    Present Retention Period:
  Permanent.

    Proposed Retention Period:
  Records center: 50 years. Total 50 years.  Agency: electronic 

                                                  format, 50 years.  Total: 50 years.


Comment:  
Previously titled Agricultural Operation Permits.  Permit packets for 

animal feeding operations include: construction permit, construction design statement, construction permit application, plans and specifications.  The series also includes environmental assessments, site visit information and investigative reports from field office, monitoring of water quality, soil borings, flood plain and Karst/alluvial determinations.

Agency: 
Natural Resources, Environmental Services, Water Quality, Animal 

Feeding Operations

Records Officer:         Leslie Leager   

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 11-03-02-04

    Record Series Title:

   Manure Management Plans Non-Permitted and  Permitted


    Proposed cut-off:

   End of calendar year in which new plan approved.

    Present Retention Period:
   Permanent.

    Proposed Retention Period:
   Agency: hardcopy, 4 years, Records center, 8 years.  Total: 12

                                                   years.  Agency, electronic format: 12 years.  Total: 12 years.

Comment:       Confined Feeding Operations (CFOs) are regulated to protect surface and 
ground water resources. Every four years CFO owners are required to resubmit a Manure Management Plan in its entirety with DNR for review to ensure compliance with regulations.

Agency: 

Natural Resources, Environmental Services, Water Quality, Animal 

                                    Feeding Operations 

Records Officer:         Leslie Leager

    Action Requested:   
  Remove a schedule 

    Reference Number:

  CON 11-03-02-01.S1

    Record Series Title:

  Agricultural Operation Plans

    Present Retention Period:      Permanent

Comment:
This retention schedule no longer exists.  It has been included in CON 

11-03-02-04 Manure Management Plans Non-Permitted and Permitted.

Agency: 

Natural Resources, Environmental Services, Water Quality, Animal 

Feeding Operations 

Records Officer:         Leslie Leager

    Action Requested:   
  Remove a schedule 

    Reference Number:

  CON 11-03-02-02.S1

    Record Series Title:

   Agricultural Operation Specifications

    Present Retention Period:      Agency, until approved; State records center, 5 years.  Total:  5 

                                                   years. 

Comment:
This retention schedule no longer exists.  It has been included in CON 

11-03-02-04 Manure Management Plans Non-Permitted and Permitted.

Agency:                       Natural Resources, Environmental Services, Water Quality, Animal 

                                     Feeding Operations

Records Officer:          Leslie Leager

    Action Requested:                Establish a new schedule

    Reference Number:

  To be assigned

    Record Series Title:

  Construction Evaluation Resolutions

    Proposed Cut-off:

  End of calendar year

    Proposed Retention Period:
  Agency: hard copy, 1 year; Records center: 2 years.  Total: 3 

                                                  years.  Agency, electronic format:  3 years.  Total: 3 years.

Comment:  
The County Board of Supervisors may adopt a construction evaluation 

resolution in which the County agrees to use the master matrix – a score mechanism, relating to the construction of confinement feeding structures.  Resolutions are then submitted by the County Board to the DNR director. The records covered by this schedule consist of Construction Evaluation Resolutions adopted by county boards. 

Agency: 

Natural Resources, Environmental Services, Water Quality, Permitting                                               

Records Officer:         Leslie Leager

    Action Requested:         
  Revise an existing schedule 

    Reference Number:

  CON 11-07-01.S1

    Record Series Title:

  401 Certification Records

    Proposed Cut-Off:                End of calendar year

    Present Retention Period:     Agency, hard copy, 2 years; records center, 9 years.  

                                                 Total:  11 years.

    Proposed Retention Period:  Agency: hard copy, 3 years; records center, 7 years. Total:  10 

  years.  Agency, electronic format:  10 years.  Total:  10 years.

Comment:       401 certification records were previously covered by two separate 

retention schedules. To more easily manage the records, the two schedules are being combined. 

Agency: 

Natural Resources, Environmental Services, Water Quality, Permitting                                      

Records Officer:         Leslie Leager

    Action Requested:   
  Remove a schedule 

    Reference Number:
  
  CON 11-07-02.S1

    Record Series Title:

  401 Certification Records

    Present Retention Period:     Agency:  hard copy, 2 years, records center, 7 years.  Total:

  9 years                                                           

Comment:
To more easily manage these records, this schedule is being combined into 

                        CON 11-07-01.S1.

Agency:

Public Health, Iowa Board of Medicine

Records Officer:
Amy Van Maanen

    Action Requested:

  Revise an existing schedule

    Reference Number:
  
  PHL 03-07-05.S1

    Record Series Title:

  Special Licensure Files

    Proposed cut-off:

  End of calendar year

    Present Retention Period:
  Agency: 10 years.  Total: 10 years.

    Proposed Retention Period:  Agency: hard copy, 5 years; Records center: 55 years.  Total: 60 

                                                  years.
 Agency: electronic format, 60 years.  Total:  60 years.

Comment:
To conform to other physicians licensure retention schedules. 

Agency:

Public Health, Board of Medicine

Records Officer:
Amy Van Maanen

    Action Requested:

  Establish a new schedule

    Reference Number:

  To be assigned

    Record Series Title:

  Federation Licensing Exam (FLEX) Applications

    Proposed Retention::
  One time destruction of existing records.   Years covered:
1968-

                                                  1994

Comment:  
From 1968 to 1994, the FLEX exam was one of the national licensing exams 

accepted to meet permanent licensure requirements.  The Board administered this exam in Iowa.  All exam scores from the FLEX examinations have been sent to the Federation of State Medical Boards (FSMB) to maintain.  If a physician needs their scores reported to another state medical board they make their request to for scores to FSMB. 

Agency: 

Administrative Services, Human Resources Enterprise

Records Officer:         Susan M. Churchill 

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  PER 05-03-02.S1

    Record Series Title:

  Applicant Examination Answer Sheets for Correctional Officers 

    Proposed cut-off:

  End of calendar year

    Present Retention Period:
  Agency: 2 year, Record center, 1 year.  Total: 3 years.

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

Comment:  
The policy of the agency is that Correctional Officer test scores are good 

            for five years from the date that the exam is given.

