STATE RECORDS COMMISSION

REGULAR MEETING – January 10, 2002 (APPROVED)

Agency:

Human Services

Records Officer:  
Kathleen McLean

Reference Number:  
LEG 12-6

Record Series Title:  
Settled Cases

Action Requested:  
Revise an Existing Schedule 

Current Retention Period:  ATTORNEY GENERAL: Office–Closure + 1 year; Records Center–4 years; Total–Closure +5 years.

Proposed Retention Schedule: ATTORNEY GENERAL: Office–Closure + 1 year; Records Center–4 years; Total–Closure +5 years;  HUMAN SERVICES: Office–Closure + 1 year; Records Center–4 years; Total–Closure +5 years.
Comment: These are files of cases or controversies settled prior to administrative hearing or court action; non-contested and non-litigated cases.  This request is to add the Department of Human Services as an office of record.

Commission Action: Adopted 1/10/02; Effective 2/15/02
For Records Schedules that where resubmitted from October and adopted in January, see pages 2-7 below.
STATE RECORDS COMMISSION

REGULAR MEETING – October 11, 2001

Re-Submitted to SRC January 10, 2002 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:



State Archives and Records Program

Assistant State Archivist:
  
Jacqueline Perry

Reference Number:  
LEG 14-6

Record Series (HEADER) Title:  
Administrative Appeals

Action Requested:  
Establish n new Header

Comment: In 1998, 14-6 was revised into two schedules: LEG 14-6-1 Administrative Appeals Case Files and LEG 14-6-2 Administrative Appeals Hearings, but no header was established at that time.

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-1

Record Series Title:  Old:     State Agency Audit Reports

  New:   Audit Reports

Action Requested:  
Revise an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–3 years/P;  Records Center–0;  Total–Permanent.  AGENCY:  Office–5 years; Records Center–0; Total–5 years.

Proposed Retention Schedule:  STATE AUDITOR:  Hard Copy:  Office– Microfilm paper copy upon receipt in the office of State Auditor, retain original 2 years;  Records Center–0;  Total–2 years.  Microfilm Masters:  Office–Through fiscal year;  Records Center–0;  Total–Permanent;  Microfilm Duplicates:  Office–15 years; Records Center–0; Total–Permanent. AGENCY:  Office–5 years; Records Center–0; Total–5 years.

Comment: BUD 4-1-1, 4-1-3, 4-1-4, 4-1-5 merge into BUD 4-1-1, now titled "Audit Reports".  

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-1-1

Record Series Title:  Old:     State Agency Audit Workpapers

  New:   Audit Workpapers

Action Requested:  
Revise an Existing Schedule

Current Schedule:   STATE AUDITOR:  Office–1 year; Records Center–14 years; Total–15 years.

Proposed Retention Period: STATE AUDITOR:  Office--1 year; Records Center--9 years;  Total--10 years

Comment: Old Schedules BUD 4 -1-1-1, 4-1-3-1, 4-1-4-1, 4-1-5-1 merge into a revised BUD 4-1-1-1, now titled "Audit Workpapers".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-3

Record Series Title:  
County Audit Reports

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–3 years/P; Records Center–0; Total–Permanent.

Comment: BUD 4-1-3 merges into the revised BUD 4-1-1, now titled "Audit Reports".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-3-1

Record Series Title:  
County Audit Workpapers

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–1 year; Records Center–14; Total–15 years.

Comment: BUD 4-1-3-1 merges into the revised BUD 4-1-1-1, now titled "Audit Workpapers".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-4

Record Series Title:  
Municipal Audit Reports

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–3 years/P; Records Center–0; Total–Permanent.

Comment: BUD 4-1-4 merges into the revised BUD 4-1-1, now titled "Audit Reports".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-4-1

Record Series Title:  
Municipal Audit Workpapers

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–1 year; Records Center–14; Total–15 years.

Comment: BUD 4-1-4-1 merges into the revised BUD 4-1-1-1, now titled "Audit Workpapers".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-5

Record Series Title:  
School Audit Reports

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–3 years/P; Records Center–0; Total–Permanent.

Comment: BUD 4-1-5 merges into the revised BUD 4-1-1, now titled "Audit Reports".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-5-1

Record Series Title:  
School Audit Workpapers

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–1 year; Records Center–14; Total–15 years.

Comment: BUD 4-1-5-1 merges into the revised BUD 4-1-1-1, now titled "Audit Workpapers".

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Auditor of State

Records Officer:  
Judy Vander Linden

Reference Number:  
BUD 4-1-6

Record Series Title:  
Annual Investment Reports

Action Requested:  
Remove an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–1 year; Records Center–14; Total–15 years.

Comment: This record series is no longer required by law.

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:



State Archives and Records Program

Assistant State Archivist:
  
Beth Brannen

Reference Number:  
BUD 4-1-3

Record Series (HEADER) Title:  
Annual reports on Municipalities

Action Requested:  
Revise (renumber) an Existing Schedule

Current Retention Schedule:  STATE AUDITOR:  Office–1 year; Records Center–14 years; Total–15 years.

Comment: This record series previously had been BUD 4-1-4-2.  This renumbering is to clean-up the State Records Manual. 

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:



State Archives and Records Program

Assistant State Archivist:
  
Beth Brannen
Agency:

Cultural Affairs

Liaison:
  
Beth Brannen

Reference Number:  
BUD 4-1-4

Record Series (HEADER) Title:  
Local Schools Audit Report

Action Requested:  
Revise (renumber) an Existing Schedule

Current Retention Schedule:  EDUCATION:  Office–1 year; Records Center–2 years; Total–3 years.

Comment: This record series previously had been BUD 4-1-5-2.  This renumbering is to clean-up the State Records Manual. 

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number:  
LEG 12-3-1-1

Record Series Title:  
Paid Tort and Highway Cases

Action Requested:  
Remove an Existing Schedule 

Current Retention Period:  BOARD OF REGENTS:  Office–Closure of Case;  Records Center–3 years; Total–Closure of Case + 3 years

Comment: Previously LEG 12-3-1-1 were paid files and LEG 12-3-1-2 were denied files.  In January 2001, the State Records Commission approved the combination of these records series and placed into LEG 12-3-1. (Note LEG 12-3-1-1 had been approved as a schedule for the Board of Regents but LEG 12-3-1-2 was never approved for the Board of Regents.)

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number:  
LEG 12-3-1

Record Series Title:  
Non-Litigation Case Files (paid and denied






Tort and Highway Claims)

Action Requested:  
Revise an Existing Schedule

Current Retention Period: AGENCY:  Office—Closure of Case;  Records Center—3 years;  Total—Closure of Case + 3years.  APPEAL BOARD:  Office—2 year;  Records Center—13 years;  Total—15 years.  ATTORNEY GENERAL:  Office—6 months (paid) / 1 year(denied);  Records Center—2.5 years (paid) / 2 years (denied);  Total—3 years.

Proposed Retention Period: AGENCY:  Office—Closure of Case;  Records Center—3 years;  Total—Closure of Case + 3years. APPEAL BOARD:  Office—2 year;  Records Center—13 years;  Total—15 years.  ATTORNEY GENERAL:  Office—6 months (paid) / 1 year(denied);  Records Center—2.5 years (paid) / 2 years (denied);  Total—3 years.  BOARD OF REGENTS:  Office–Closure of Case;  Records Center–3 years; Total–Closure of Case + 3 years.

Comment: Previously LEG 12-3-1-1 were paid files and LEG 12-3-1-2 were denied files.  In January 2001, the State Records Commission approved the combination of these records series and placed into LEG 12-3-1. (Note LEG 12-3-1-1 had been approved as a schedule for the Board of Regents but LEG 12-3-1-2 was never approved for the Board of Regents.)

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Department of Justice

Records Officer:  
Pamela O'Brien

Reference Number:  
LEG 14-9

Record Series Title:  
Registered Victim Information

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–2 years; Records Center–48 years; Total–50 years.

Comment:

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02
Agency:

Department of Personnel

Records Officer:  
Minnie Edwards

Reference Number:  
PER 9-3-3

Record Series Title:  
Course Material

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–While Active + 2 years; Records Center–0; Total–While Active + 2 years.

Comment:

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Department of Personnel

Records Officer:  
Minnie Edwards

Reference Number:  
PER 9-3-4

Record Series Title:  
Class Lists 

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–2 years; Records Center–2 years; Total–4 years.

Comment:

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Department of Personnel

Records Officer:  
Minnie Edwards

Reference Number:  
PER 9-3-5

Record Series Title:  
Certificate Program Enrollment Forms

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–5 years; Records Center–0; Total–5 years.

Comment

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Department of Personnel

Records Officer:  
Minnie Edwards

Reference Number:  
PER 9-3-6

Record Series Title:  
Educational Leave and Financial Assistance Applications

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–4 years; Records Center–1 year; Total–5 years.

Comment:

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

Agency:

Department of Revenue and Finance

Records Officer:  
Dorothy Hokanson

Reference Number:  
TAX 9-3

Record Series Title:  
Bankruptcy Notices/Pleadings

Action Requested:  
Establish a New Schedule 

Proposed Retention Schedule:  Office–Closure + 1 years; Records Center–2 years; Total–Closure + 3 years.

Comment:

Commission Action: Due to the lack of a quorum, no schedules were approved in October. Resubmitted and Adopted 1/10/02; Effective 2/15/02

1
1

