STATE RECORDS COMMISSION

REGULAR MEETING – October 8, 2009

EFFECTIVE DATE IF APPROVED: October 28, 2009
Agency: 

Natural Resources, Environmental Services, Air Quality, Emission

Inventory

Records Officer:         Leslie Leager

    Action Requested:   
  Establish a new schedule

    Reference Number:

  To Be Added

    Record Series Title:

  Minor Source Emission Inventory

    Proposed Retention Period:
  Agency: hard copy, 3 years; Records Center: 6 years.  Total: 9





  years.  Agency: electronic format: 9 years.  Total: 9 years.

    Comment:  This record series documents annual atmospheric emissions by regulated minor source facilities.  

Agency: 

Natural Resources, Conservation and Recreation, Policy and Coordination, 

                            
Sovereign Lands
Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 03-02-01
    Record Series Title:

  Sovereign Land Jurisdiction
    Proposed Cut-off:

  End of calendar year

    Present Retention Period:     Agency:  hard copy, while active; Transfer to State Archives. 

  Total:  Permanent.

    Proposed Retention Period:
  Agency: hard copy, 1 year; Records center: 49 years.  Total: 50 
                                                  years.  Agency: electronic format: 50 years.  Total: 50 years.
    Comment:  This record series documents proposed construction or activities on public land that require review and permitting by DNR, including environmental reviews for determination of impact on endangered species on public lands.  Environmental reviews of impact on endangered species in non public lands are also included where proposed activities utilize federal funds. 

Agency: 
Natural Resources, Environmental Services, Customer Service,  Licensing
Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 07-04-02

    Record Series Title:

  Licenses

    Proposed Cut-off:

  End of calendar year in which the license has expired
    Present Retention Period:     Agency: hard copy, 3 months; Records Center: 3 years months. 
  Total: 3 years 3 months.  

    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 proposed schedule is intended to apply to all hunting, fishing, trapping, and other classes of licenses issued by DNR except where otherwise scheduled.  
Agency: 

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

    Action Requested:   
  Revise an existing schedule
    Reference Number:

  CON 11-01-01
    Record Series Title:

  Water Supply Preliminary Engineering Reports, Plans and 

  Specifications
    Proposed Cut-off:

  End of calendar year in which the material is approved by the 

  department
    Present Retention Period:      Agency: until approved, then transfer to state archives.  Total: 

   permanent.    

    Proposed Retention Period:
  Agency: hard copy, 2 year; Total: 2 year.  

  Agency: electronic format: until no longer needed. Total: until no            

  longer needed.  

  Agency: transfer master microfilm to state archives upon 

  creation, retain user microfilm in agency until no longer needed,  

  then transfer to state archives.  Total: Permanent 

     Comment:   This record series is comprised of preliminary engineering reports, construction plans and specifications received for review prior to permit issuance.
 
Agency: 

Natural Resources, Management Services, Realty Services

Records Officer:         Leslie Leager

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 04-01-01

    Record Series Title:

  Project Files- State-owned Lands and Waters

    Proposed cut-off:

  End of calendar year in which the transaction is complete

    Present Retention Period:
  Agency:  hard copy, 4 years; Transfer to State Archives. 

  Total:  Permanent.
    Proposed Retention Period:
  Agency: hard copy, 2 years; Records center: 8 years. Total 10   

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

    Comment:  This record series documents DNR projects to acquire lands or conservation easements.


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

Records Officer:         Leslie Leager   

    Action Requested:   
  Revise an existing schedule

    Reference Number:

  CON 04-02-02

    Record Series Title:

   Land Use Administration


    Proposed cut-off:

   End of calendar year in which the lease, contract, agreement or 

   easement has expired

    Present Retention Period:
      Agency: hardcopy, while current; Records center, 5 years. 

     Total: 5 years.

    Proposed Retention Period:
   Agency: hardcopy, while current; Records center, 5 years.  Total: 

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

    Comment:  This record series documents transactions (i.e., contracts, leases, temporary easements, agreements) in administration of state owned lands and waters 

Agency: 

Natural Resources, Management Services, Realty Services

Records Officer:         Leslie Leager

    Action Requested:   
  Establish a new retention schedule

    Reference Number:

  To Be Added

    Record Series Title:

  Project Files- State-owned Lands and Waters- Purchase Packet

    Proposed cut-off:

  End of calendar year in which the transaction is complete    

Proposed Retention Period:  Agency: hard copy, permanent.  Total: permanent.

Comment:  This record series is comprised of the abstract, opinion, title vesting certificate (TVC) and purchase agreement relative to purchased lands, and the easement and plat relating to easements acquired.  The record series contents are removed from the project files upon land acquisition.      

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 07-04-01

    Record Series Title:

  Miscellaneous Licenses

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

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

   Comment: This records series will now be covered by CON 07-04-02  Licenses

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  CON 11-01-02 

    Record Series Title:

  Water Supply Specifications

    Present Retention Period:
  Permanent

    Comment: These records will now be covered under CON 11-01-01 Water Supply Preliminary Engineering Reports

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-01-01-01

    Record Series Title:

  Appraisals

    Present Retention Period:
  Agency: hard copy, 2 year; Records center: 8 years.  Total: 10 

                                                  years. 

   Comment: These records will now be covered under CON 04-01-01 Project Files

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-01-02

    Record Series Title:

  Relocation Assistance

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

                                                  years.  

   Comment: These records will now be covered under CON 04-01-01 Project Files

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-02-01-01

    Record Series Title:

  Recreation/ Resource Planning

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

                                                  years.  

   Comment: These records will now be covered under CON 04-02-01

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-02-02-01

    Record Series Title:

  Grazing and Farming Agreements

    Present Retention Period:
  Agency: hard copy 3 year; Records center: 5 years.  Total: 8 

                                                  years.  

   Comment: These records will now be covered under CON 04-02-02 Land Use Administration

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-03-01

    Record Series Title:

  Operational Planning

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

                                                  years.  

   Comments: This schedule is no longer used

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-03

    Record Series Title:

  County Conservation Board Acquisition and Development 

  Projects

    Present Retention Period:
  Permanent

   Comments: This schedule is no longer used

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-05-01

    Record Series Title:

  Records of Operations on Meandered Rivers

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

                                                  years.  

   Comment: This schedule is no longer used

Agency:                       Natural Resources

Records Officer:          Leslie Leager

    Action Requested:                Remove a schedule

    Reference Number:

  Con 04-05-02

    Record Series Title:

  Sand and Gravel Weight Tickets

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

                                                  years.  

   Comment: These records will now be covered under CON 04-05-03 Sand and Gravel Permits

