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 STATE RECORDS COMMISSION

REGULAR MEETING – OCTOBER 29, 1998 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:
Department of Human Services

Records Officer:  Kathleen McLean

Reference Number:  SOC 1-2-4

Record Series Title:  Purchase of Social Services Agreement

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office-While Current; Records Center-5; Total-5  

Proposed Retention Schedule:  No Change

Comment:  This is a change in the description of the content of the series.  Previously the schedule had been described as all forms relating to the Rehabilitative Treatment and Supportive Services.  The series is now described as all forms related to the purchase of social services agreements.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
Department of Human Services

Records Liaison:  Kathleen McLean

Reference Number:  SOC 3-11

Record Series Title:   Electronic Benefit Transfer (EBT) Transaction Records

Action Requested:  Establish a New Schedule

Proposed Retention Schedule: Office—6 Months; Records Center—2.5 years; Total—3 years.

Comment:  This schedule addresses records of electronic transactions of client receipt of Department of Human Services benefits.  This record must be maintained for 3 years in accord with Iowa Code and can be destroyed upon notification from the Federal Food Stamp Program Office.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
Department of Revenue and Finance

Records  Officer:  N. Allen Norton

Reference Number:  Tax 6-1-7-1

Record Series Title:  Real Estate Transfer Tax

Action Requested:  Revise an existing schedule

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

Proposed Retention Schedule:  Office—1; Records Center—4; Total—5 

Commission Action: ​​​​​​​​​​​​​​​​​​​​​​​ Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-2-2-1

Record Series Title:  Mailing/Contact Lists

Action Requested:  Revise and existing schedule

Current Retention Schedule:  Office—While Current; Records Center—0; 
Total—While Current

Proposed Retention Schedule:  No Change

Comment:  Change in series title and clarifies that retention schedule applies to mailing and contact lists which are created and maintained in electronic format.

Commission Action: Adopted 10/29/98; Effective 12/03/98

 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 and existing schedule

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

Proposed Retention Schedule:  No Change

Comment:  Clarifies that retention schedule for speeches which are created and maintained in electronic format is print a paper copy of the speech, transfer the printed copy to the State Archives after two years and purge the electronic version.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-4

Record Series Title:  Complaints and Criticisms From the Public (general only)

Action Requested:  Remove an existing schedule

Current Retention Schedule:  Office—6 Months or until resolved; Records Center—0; Total—6 Months or until resolved

Proposed Retention Schedule:  No Change

Comment:  Remove this schedule from the manual and substitute new schedules ADM 7-4-1 and ADM 7-4-2 referenced below.  This is to clarify the manner in which constituent correspondence is treated in the State Records Manual.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-5

Record Series Title:  Requests and Inquiries From the Public (general only)

Action Requested:  Remove an existing schedule

Current Retention Schedule:  Office—6 Months or until resolved; Records Center—0; Total—6 Months or until resolved

Proposed Retention Schedule:  No Change

Comment:  Remove this schedule from the manual and substitute new schedules ADM 7-4-1 and ADM 7-4-2 referenced below.  This is to clarify the manner in which constituent correspondence is treated in the State Records Manual.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-6

Record Series Title:  Letters of Appreciation From the Public (general only)

Action Requested:  Remove an existing schedule

Current Retention Schedule:  Office—6 Months; Records Center—0; Total—6 Months 

Proposed Retention Schedule:  No Change

Comment:  Remove this schedule from the manual and substitute new schedules ADM 7-4-1 and ADM 7-4-2 referenced below.  This is to clarify the manner in which constituent correspondence is treated in the State Records Manual.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-4-1

Record Series Title:   General Correspondence

Action Requested:  Establish a New Schedule (General Schedule)

Current Retention Schedule:  NONE

Proposed Retention Schedule: Office—6 Months or until resolved; Records Center—0; Total—6 Months or until resolved

Comment:  This schedule includes public letters of complaint and criticism, public requests and letters of appreciation and support.  This schedule include general letters only—otherwise they are filed under the appropriate subject or issue (ADM 7-4-2).  For correspondence received electronically and for responses which are generated electronically, print a copy for the file (including any e-mail header information), delete the electronic file when no longer current.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  ADM 7-4-2

Record Series Title:   Subject Correspondence (Issue Files)

Action Requested:  Establish a New Schedule (General Schedule)

Current Retention Schedule:  NONE

Proposed Retention Schedule: Office—6 Months or until resolved; Records Center—0; Total—6 Months or until resolved

Comment:  This schedule includes public letters of complaint and criticism, public requests and letters of appreciation and support from multiple correspondents related to the same subject or issue.  For correspondence received electronically and for responses which are generated electronically, print a copy for the file (including any e-mail header information), delete the electronic file when no longer current.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  PER 7-1

Record Series Title:   Schedules – Governor’s Schedule (Daily Activities)

Action Requested:  Remove a Records Schedule

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

Comment:  This schedule is being removed from this section of the manual and is being replaced with a new section, ADM 8-1-5 which is discussed in the proposals related to the records of the Office of the Governor.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:  Beth Brannen

Reference Number:  LEG 10-1-4

Record Series Title:   Iowa Administrative Code and Bulletin

Action Requested:  Revise an Existing Schedule (Change office of record)

Current Retention Schedule:  OFFICE OF RECORD:  Office—Perpetual;  Records Center—0;  Total—Permanent.  AGENCY:  Office—Perpetual; Records Center—0;  Total—Permanent. 

Proposed Retention Schedule: No change

Comment:  This schedule change acknowledges that this series is created and maintained by the Administrative Code Editor no longer by the Administrative Rules Coordinator.  

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
State Archives and Records Program

Records Liaison:
Beth Brannen


Reference Number:  LEG 18-2-1


Record Series Title:  Nominations 


Action Requested:  Revise an Existing Schedule


Current Retention Schedule:  GOVERNOR:  Office—Through disposition;

Records Center—0; Total—Through disposition;  OFFICE OF LIEUTENANT GOVERNOR:  Office—Through appointee’s term of office; Records Center—0; Total—Permanent

Proposed Retention Schedule:  OFFICE OF LIEUTENANT GOVERNOR:  No Change

Comment:  The records of nominations in the Office of the Governor are contained in LEG 18-2-2 (see below).  This action removes the Office of the Governor from LEG 18-2-1 to “clean-up” the manual.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the 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 

Proposed Retention Schedule:  AGENCY:  No Change;  OFFICE OF THE 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 Governor.  

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number:  ADM 3-1-1

Record Series Title:   Annual/Biennial Reports

Action Requested:  Revise an existing Records Schedule

Current Retention Schedule:  OFFICE OF THE GOVERNOR:  Office—While Current; Records Center—0; Total—Permanent in Governor’s collection;  AGENCY:  Office—0; Records Center—0; Total—Permanent. 

Proposed Retention Schedule:  OFFICE OF THE GOVERNOR: Office—2: Records Center—0; Total—Permanent;  AGENCY:  No Change. 

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-1-1

Record Series Title:   Press Releases/Newspaper Clippings

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule.  Office—1; Records Center—1; Total—2.

Proposed Retention Schedule:  OFFICE OF GOVERNOR:  Office—2;  Records Center—0;  Total—Permanent.  AGENCY:  No Change

Comment:  This schedule change provides a specific schedule for press releases and newspaper clippings created and collected by the Office of the Governor but does not change the existing “agency” schedule.

Commission Action: Adopted 10/29/98; Effective 12/03/98
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:  Establish a New Schedule

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-1-4

Record Series Title:   Bill Summaries

Action Requested:  Revise an Existing Schedule 

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

Comment:   All copies, including those in aide’s files are to be destroyed after two years. 

Commission Action: Adopted 10/29/98; Effective 12/03/98
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:  Establish a New Schedule

Current Retention Schedule:  AGENCY:  Office—While Current;  Records Center—0;  Total--Permanent

Proposed Retention Schedule: OFFICE OF THE GOVERNOR:  Office—1 year; Records Center—0; Total—Permanent;  AGENCY:  No Change

Comment:  This schedule establishes a specific schedule for videotaped recordings of the Governor’s appearances which may have been produced by media and then presented to the state.  

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-3-2-1

Record Series Title:   Speech Index

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-3-2-2

Record Series Title:   Speech Reference Files (resource materials)

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-3-6

Record Series Title:   Bill Signing Ceremony Files 

Action Requested:  Establish a New Schedule 

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

Comment:  Any records created and maintained in electronic formats are to be retained while current and then deleted from the electronic files.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-4-1

Record Series Title:   General Constituent Correspondence

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—1 year after closure;  Records Center—0;  Total—Permanent.  

Comment:   This series might well be described as correspondence from a single constituent related to a single question. For correspondence received electronically and for responses which are generated electronically, print a copy for the file (including any e-mail header information), delete the electronic file when no longer current.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-4-2

Record Series Title:   Subject Correspondence (Issue Files)

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—1 year after closure;  Records Center—0;  Total—Permanent.  

Comment:   This series can best be described a correspondence from many constituents related to a single issue. For correspondence received electronically and for responses which are generated electronically, print a copy for the file (including any e-mail header information), delete the electronic file when no longer current.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-5

Record Series Title:   Incoming Letters Reviewed by the Governor

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 7-6

Record Series Title:   Central File

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-1

Record Series Title:   Scheduling Files, Requests for Appearances

Action Requested:  Establish a New Schedule 

Proposed 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.  

Comment:   At the end of a term, hold the request for the new administration if the request is for the “Office of the Governor;” transfer to personal papers of person vacating office if the request is specific to the individual.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-2

Record Series Title:   Scheduling Files, Accepted Appearances

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-3

Record Series Title:   Scheduling Files, Rejected Appearances

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-4

Record Series Title:   Scheduling Files, Acknowledgements (thank yous)

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-5

Record Series Title:   Governor’s Schedule Book

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-6

Record Series Title:   Governor’s Daily Activity Schedule

Action Requested:  Establish a New Schedule 

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

Comment:  Duplicate copies in aides’ files maintained while current and then destroyed.  

Commission Action: Adopted 10/29/98; Effective 12/03/98

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:  Establish a New Schedule 

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

Comment:  Duplicate copies in aides’ files are to be retained while current and then destroyed.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: ADM 8-1-8

Record Series Title:   Governor’s Appearances Analysis Lists

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LAW 1-6-1

Record Series Title:  Extradition Files

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  GOVERNOR:  Office—2; Records Center—8; Total—10;  ATTORNEY GENERAL:  Office—5; Records Center—0; Total--Permanent

Proposed Retention Schedule: OFFICE OF THE GOVERNOR:  Office—3; Records Center—0; Total—Permanent.

Comment:  This revision divides the current schedule into two parts (LAW 1-6-1 and LAW 1-6-2) and provides for permanent retention of the extradition case file as developed in the Office of the Governor.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LAW 1-6-2

Record Series Title:  Requisitions and Renditions Journal

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—Through term of office; Records Center—0; Total—Permanent  

Proposed Retention Schedule:  Office—Closure plus 1 year; Records Center—0; Total—Permanent.

Comment:  This revision divides the current schedule into two parts (LAW 1-6-1 and LAW 1-6-2) and provides for a separate reference number for the journal.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LAW 1-6-3

Record Series Title:  Extradition Log

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule:  Office—5; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: LEG 1-1

Record Series Title:  Executive Journal

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—Term of office; Records Center—0; Total--Permanent

Proposed Retention Schedule: Office—Closure of volume plus 5 years; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98

Records Officer:  Carol Duncan

Reference Number: LEG 1-2

Record Series Title:  Executive Orders

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—5; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: LEG1-3

Record Series Title:  Proclamations (all except Disaster Proclamations)

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: LEG 1-3-1

Record Series Title:  Proclamation Requests

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: LEG 1-3-2

Record Series Title:  Proclamation Tracking List

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number:  LEG 1-4

Record Series Title:  Disaster Proclamations

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 7-1

Record Series Title:   Communications From the Governor 

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  HOUSE AND SENATE:  Office—Through term of assembly;  Records Center—0; Total--Permanent

Proposed Retention Schedule: HOUSE AND SENATE;  No Change;  OFFICE OF THE GOVERNOR:  Office—Term of office plus 2 years; Records Center—0;  Total—Term of office plus 2 years.  

Commission Action: Adopted 10/29/98; Effective 12/03/98

Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 10-1-1

Record Series Title:  Original Filings of Rules

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: SECRETARY OF STATE:  Office—5;  Records Center—0; Total--Permanent

Proposed Retention Schedule:  OFFICE OF THE GOVERNOR:  Office—2; Records Center—0;  Total—Permanent. 

Comment:  Changes office of record from the Secretary of State to the Office of the Governor to acknowledge current practice.  Shortens time in the office to fit current administrative requirements. 

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 10-1-1-1

Record Series Title:  Receipt Sheet (for Original Filings of Rules)

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 10-1-2

Record Series Title:  Rules, Manuscripts and Supporting Documentation

Action Requested:  Remove an Existing Schedule 

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

Comment:  Removes current schedule from the manual because the material in this series is now combined with the records in LEG 10-1-1 to create a complete file of original filings and supporting documentation.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 10-1-2

Record Series Title:  Original Rules Log

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 18-2-2

Record Series Title:  Appointment Files

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  OFFICE OF THE GOVERNOR:  Office—through appointee’s term of office; Records Center—0; Total—Permanent;  SECRETARY OF STATE:  Office—Through appointee’s term of office; Records Center—0; Total—Through appointee’s term of office; AGENCY: Office—Through appointee’s term of office; Records Center—0; Total—Through appointee’s term of office.

Proposed Retention Schedule: OFFICE OF THE GOVERNOR:  Office—Term of service plus 6 years; Records Center—0; Total—Permanent;  SECRETARY OF STATE:  No Change;  AGENCY:  No Change.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 18-2-2-1

Record Series Title:  Appointment Resumes

Action Requested:  Establish a New Schedule 

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

Comment:  If a candidate is appointed to a position, the appointment resume is transferred to LEG 18-2-2.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 18-2-2-2

Record Series Title:  Boards and Commissions Membership List

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—While Current (update regularly, purge outdated material); Records Center—0; Total—While Current.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: LEG 18-1-3

Record Series Title:  Judicial Nominee Files

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—Through one 4 year term; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-2

Record Series Title:  Pardon Journal

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—Permanent; Records Center—0; Total—Permanent (Governor’s Archives)

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3

Record Series Title:  Commutation Journal

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—Permanent; Records Center—0; Total—Permanent (Governor’s Archives)

Proposed Retention Schedule: Office—Closure of Volume plus 1 year; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3-2

Record Series Title:  Restoration of Citizenship Journal

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office—Permanent; Records Center—0; Total—Permanent (Governor’s Archives)

Proposed Retention Schedule: Office—Closure of volume plus 5 years; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3-2-1

Record Series Title:  Recommendations of Board of Parole Tracking List

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3-3

Record Series Title:  Executive Clemency Files


(Applications made directly to the Governor for Pardons, Commutations, Restorations of Citizens and Firearm Rights)

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office— Closure of the file plus 10 years;; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3-4

Record Series Title:  Restoration of Citizens Files


(Applications made directly to the Board of Parole for Restorations of Citizenship only.)

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-3-5

Record Series Title:  Executive Clemency Log

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office— 10; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Agency:
Office of the Governor

Records Officer:  Carol Duncan

Reference Number: SOC 16-4

Record Series Title:  Governor’s Report of Pardons, Reprieves, and Commutations

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—P; Records Center—0; Total—Permanent (Governor’s Archives)

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

Comment:  For that portion which is created electronically, print out on paper and file in accord with SOC 16-4.  Retain electronic data while current and then delete from electronic file.

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: SOC 16-5

Record Series Title:  Firearms Journal

Action Requested:  Establish a New Schedule 

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

Commission Action: Adopted 10/29/98; Effective 12/03/98
Records Officer:  Carol Duncan

Reference Number: SOC 16-6

Record Series Title:  Final Discharge Journal

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: Office—Closure of volume plus 1 year; Records Center—0; Total—Permanent.

Commission Action: Adopted 10/29/98; Effective 12/03/98
