STATE RECORDS COMMISSION

REGULAR MEETING – JANUARY 7, 1999 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number:  ADM 2-1

Record Series Title:   Program Planning and Project Development Files

Action Requested:  Revise an existing Records Schedule

Current Retention Schedule:  AGENCY:  Office—While Current; Records Center—0; Total—Permanent; OFFICE OF THE GOVERNOR:  Office—While Current plus 1 year; records center—0; Total—Permanent

Proposed Retention Schedule:  AGENCY:  No Change;  Office of the Governor:  No Change; OFFICE OF THE LIEUTENANT GOVERNOR:  Office—While Current plus 1 year; records center—0; Total—Permanent

Comment:  This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.  

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Governor

Records Officer:  
Carol Duncan

Reference Number:  ADM 7-1-3

Record Series Title:  Governor’s Weekly News Conference (Recordings of)

Action Requested:  Revise an Existing Schedule

Current Retention Schedule: Office—1 year; Records Center—0; Total—Permanent.

Proposed Retention Schedule:  Office—1 year unless end of administration than transfer immediately; Records Center—0; Total—Permanent.

Comment:  This revision allows for the transfer of this records series at the end of an administration even if the records have not been in the office for the full 1 year retention.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Governor

Records Officer:  
Carol Duncan

Reference Number:  ADM 7-3-1

Record Series Title:  Exhibits, Films Movies and Videotape Productions

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  AGENCY:  Office—While Current;  Records Center—0;  Total—Permanent; Office of the Governor:  Office—1 year; Records Center—0; Total—Permanent;

Proposed Retention Schedule: OFFICE OF THE GOVERNOR:  Office—1 year unless end of administration then transfer immediately; Records Center—0; Total—Permanent;  AGENCY:  No Change

Comment:  This revision allows for the transfer of this records series at the end of an administration even if the records have not been in the office for the full 1 year retention.  

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

State Archives and Records Program

Records Liaison:  
Beth Brannen

Reference Number:  ADM 7-3-2

Record Series Title:  Speeches (agency officials)

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office—2; Records Center—0; Total—P 

Proposed Retention Schedule: Office—2 years unless end of administration then transfer immediately; Records Center—0; Total—P

Comment: This revision allows for the transfer of this records series at the end of an administration even if the records have not been in the office for the full 2 year retention.

Commission Action: Adopted 1/7/99; Effective 2/11/99 

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 7-4-1

Record Series Title:   General Constituent Correspondence

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2 year after closure;  Records Center—0;  Total—Permanent.

Proposed Retention Schedule:  Office of Governor:  No Change; OFFICE OF LIEUTENANT GOVERNOR: Office—2 year after closure;  Records Center—0;  Total—Permanent.

Comment: This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Lieutenant Governor

Records Officer: 
Carol Duncan

Reference Number: ADM 7-4-2

Record Series Title:   Subject Correspondence (Issue Files)

Action Requested:  Revise and Existing Schedule 

Current Retention Schedule: Office of Governor—2 year after closure;  Records Center—0;  Total—Permanent.  

Proposed Retention Schedule:  Office of Governor:  No Change; OFFICE OF LIEUTENANT GOVERNOR: Office—2 year after closure;  Records Center—0;  Total—Permanent.

Comment: This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-1

Record Series Title:   Scheduling Files, Requests for Appearances

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—Transfer to ADM 8-1-2 or ADM 8-1-3 as appropriate;  Records Center—0;  Total—Permanent after transfer to appropriate permanent series. 

Proposed Retention Schedule:  No Change. 

Comment: This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-2

Record Series Title:   Scheduling Files, Accepted Appearances

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2; Records Center—0;  Total—Permanent. 

Proposed Retention Schedule:  No Change. 

Comment: This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-3

Record Series Title:   Scheduling Files, Rejected Appearances

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—1; Records Center—0;  Total—Permanent. 

Proposed Retention Schedule:  No Change. 

Comment: This schedule is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Lieutenant Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-5

Record Series Title:  Governor’s Schedule Book

NEW Record Series Title: Schedule Book

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2; Records Center—0;  Total—Permanent.

Proposed Retention Schedule:  No Change. 

Comment:  This schedule revises the records series title (eliminates the word “Governor’s”).  It also is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-6

Record Series Title:   Governor’s Daily Activity Schedule

NEW Record Series Title: Daily Activity Schedule

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2; Records Center—0;  Total—Permanent.

Proposed Retention Schedule:  No Change. 

Comment:  This schedule revises the records series title (eliminates the word “Governor’s”).  It also is being revised to provide a specific schedule for the Office of the Lieutenant Governor.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Office of the Governor

Records Officer:  
Carol Duncan

Reference Number: ADM 8-1-7

Record Series Title:   Governor’s Weekly Activity Schedules

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2; Records Center—0;  Total—2. 

Proposed Retention Schedule:  Office—2, unless end of administration then destroy immediately; Records Center—0;  Total—2 unless end of administration.

Comment:  This revision provides for disposal of weekly schedules at the end of an administration as the need for weekly schedules does not pass to a new administration.

Commission Action: Adopted 1/7/99 with the proviso that the 35 day waiting period for schedules for records of the Governor and Lieutenant Governor be waived; Effective 1/7/99 

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number:   AGR 1-5


Record Series Title:   Commodity Audit Report

Action Requested:  Establish a New Records Schedule

Proposed Retention Schedule: Office—3; Records Center—0; Total—3.

Comment:  This new schedule replaces AGR 5-3-1 which is removed from the State Records Manual by action below.  These reports are not part of the feed reports so need to be re-positioned in the State Records Manual.

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number: AGR 5-3

Record Series Title:   Commercial Feed Tonnage Reports

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule.  Office—3; Records Center—1.5; Total—5.

Proposed Retention Schedule: Office—3;  Records Center—0;  Total—3.  

Comment:  This schedule change eliminates storage of these records in the State Records Center.  Records will be maintained for 3 years past the period of accrual.

Commission Action: Adopted 1/7/99; Effective 2/11/99 

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number:  AGR 5-3-1

Record Series Title:  Field Audit Reports

Action Requested:  Remove an Existing Schedule

Current Retention Schedule: Office—3;  Records Center—2;  Total--5

Comment:  This schedule as currently written is withdrawn so that the commodity audit reports of this series can be included in AGR 1-5 as proposed above.

Commission Action: Adopted 1/7/99; Effective 2/11/99 

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number: AGR 6-6

Record Series Title:   Fertilizer Tonnage Report

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office 3; Records Center 1 ¾; Total 5.

Proposed Retention Schedule: Office—3;  Records Center—0;  Total—3.  

Comment: This schedule change eliminates storage of these records in the State Records Center.  Records will be maintained for 3 years past the period of accrual.

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number:  AGR 6-6-1

Record Series Title:  Fertilizer Audit Reports

Action Requested:  Remove an Existing Schedule

Current Retention Schedule: Office—3;  Records Center—2;  Total--5

Comment:  This schedule as currently written is withdrawn as these records are included in AGR 6-6 and an additional series is not needed.

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Cultural Affairs

Records Officer:  
Mark Pietzman

Reference Number: HIS 3-3-4

Record Series Title:   Reference Correspondence

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—2;  Records Center—0;  Total—2.  

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Cultural Affairs

Records Officer:  
Mark Pietzman

Reference Number: HIS 3-9-1

Record Series Title:   Annual Patron Registrations (Library & Archives)

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—2;  Records Center—0;  Total—2.  

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Cultural Affairs

Records Officer:  
Mark Pietzman

Reference Number: HIS 3-9-2

Record Series Title:   Daily Patron Registrations (Library & Archives)

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—2;  Records Center—0;  Total—2.  

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Legislative Service Bureau

Records Officer:  
Jonetta Douglas

Reference Number:  LEG 3-1


Record Series Title:   Bill Drafts 

Action Requested:  Revise an existing Records Schedule

Current Retention Schedule:  Office—4; Records Center—0; Total—Permanent 

Proposed Retention Schedule:  Office:  Through completion of subsequent general assembly;  Records Center—0;  Total—Permanent 

Comment:  This schedule is being revised to allow LSB to transfer bill drafts for one general assembly as soon as the subsequent is completed.  All bill drafts will be retained in the office for reference for one complete general assembly. 

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Agriculture (Audit)

Records Officer:  
JoAnn Peterson

Reference Number: PER 7-3-5

Record Series Title:   Field Auditors Reports

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—1 month;  Records Center—0;  Total—1 month.  

Comment:  These records are maintained on a fiscal year basis and are transferred to an electronic format.  The paper record is needed through the period of accrual and then can be destroyed one months after the end of the fiscal  year.

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Public Health

Records Officer:  
Larry Coghlan

Reference Number: PHL 07-02

Record Series Title:   Marriage Records

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2 yrs;  Records Center—0;  Total—Permanent.  

Proposed Retention Schedule:  Office—6 months; Records Center—0; Total—Permanent.

Comment:  This revision calls for death certificates to be held in the office for 6 months after the end of the calendar year, then be microfilmed and after microfilming for the original certificates and the master microfilm to be transferred to the custody of the state archives.

Commission Action: Adopted 1/7/99; Effective 2/11/99

Agency:

Department of Public Health

Records Officer:  
Larry Coghlan

Reference Number: PHL 07-05

Record Series Title:   Death Certificates

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—2 yrs;  Records Center—0;  Total—Permanent.  

Proposed Retention Schedule:  Office—6 months; Records Center—0; Total—Permanent.

Comment:  This revision calls for death certificates to be held in the office for 6 months after the end of the calendar year, then be microfilmed and after microfilming for the original certificates and the master microfilm to be transferred to the custody of the state archives.

Commission Action: Adopted 1/7/99; Effective 2/11/99
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