STATE RECORDS COMMISSION

REGULAR MEETING – April 12, 2001 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:

Human Services



Records Officer:  Kathleen McLean

Reference Number: BUD 2-5

Record Series Title:   Claims

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  AGENCY:  Office--1 year; Records Center--2 years; Total--3 years.

Proposed Retention Schedule:  HUMAN SERVICES:  Office--six months; Records Center--2.5 years; Total--3 years.  AGENCY:  Office--1 year; Records Center--2 years; Total--3 years.

Comment: This revision will apply only to Department of Human Services claims under BUD 2-5.  All DHS BUD 2-5 claims will be held in the office through the close of the fiscal year and then for an additional six months before transfer to the records center to be held for the remaining 2.5 years.  This change does not apply to agencies other than the Department of Human Services.

Commission Action: Adopted 4/12/2001; Effective 5/17/2001

Agency:

Department of Revenue and Finance


Records Officer:
N. Allen Norton

Reference Number:   BUD 2-1-1

Record Series Title:   Receipts Transmittal Letters Corrections (Cash Receipts Form CRQ)

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  REVENUE AND FINANCE:  Office--3 years; Records Center--0; Total--3 years.

Proposed Retention Schedule: REVENUE AND FINANCE:  Office--While active; Records Center--10years; Total--10 years.

Comment:  This records series is broken at the state fiscal year.  Records may be transferred to the State Records Center after close of activity but the retention period is calculated from the close of the state fiscal year.  As a result, all records will be retained for 10 years following the close of the fiscal year.  

Commission Action: Adopted 4/12/2001; Effective 5/17/2001

Agency:

Department of Cultural Affairs

Records Officer:
Mark Peitzman

Reference Number:   OFF 6-1-4

Record Series Title: Rental of State Historical Building Files

Action Requested:  Establish a new records Schedule

Proposed Retention Schedule:  DEPARTMENT OF CULTURAL AFFAIRS;  Office--1 year (minimum) or until audited; Records Center--0; Total--1 year (minimum) or until audited.

Comment:  This record series is to be retained for one after the close of the fiscal year or until the series is audited whichever is longer

Commission Action: Adopted 4/12/2001; Effective 5/17/2001

Agency:

Department of Justice--Attorney General


Records Officer:
Pamela Reid

Reference Number:   LEG 15-1-1

Record Series Title:   Original Consumer Complaint Files

Action Requested:  Revise an Existing Schedule

 Current Retention Schedule:  Office--5 years; Records Center--10 years; Total--15 years.

Proposed Retention Schedule: Office--3 years; Records Center--12 years; Total--15 years.

Comment: 

Commission Action: Adopted 4/12/2001; Effective 5/17/2001
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