STATE RECORDS COMMISSION

REGULAR MEETING – April 13, 2000 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:

Natural Resources


Records Officer:  Sally Jagnandan

Reference Number: CON 11-32

Record Series Title:   Section 319 Non-Point Source Water Quality Improvement Projects

Action Requested:  Establish A New Schedule 

Proposed Retention Schedule:  Office—Closure + 1 year;  Records Center—29 ;  Total—Closure + 30 years.

Comment: 

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Revenue and Finance


Records Officer:  N. Allen Norton

Reference Number: TAX 4-1-2

Record Series Title:   Sales and Use Tax Reports

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—1 year; Records Center—4 years; Total—5 years.  

Proposed Retention Schedule:  Office—Closure + 6 months;  Records Center—4.5 years;  Total—Closure + 5 years

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Revenue and Finance


Records Officer:  N. Allen Norton

Reference Number: TAX 6-1-2-1

Record Series Title:   Public Service Company Assessments

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—2 year; Records Center—5 years; Total—7 years.  

Proposed Retention Schedule:  Office—Closure + 1 year;  Records Center—5 years;  Total—Closure + 6 years

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Revenue and Finance


Records Officer:  N. Allen Norton

Reference Number: TAX 4-1-4

Record Series Title:   Construction Contracts

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—1 year; Records Center—4 years; Total—5 years.  

Proposed Retention Schedule:  Office—Closure + 6 months;  Records Center—4.5 years;  Total—Closure + 5 years

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-1

Record Series Title:  Citizens' Complain Files

Action Requested:  Remove an Existing Schedule Header

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-1-1

Record Series Title:  Phone Logs

Action Requested:  Remove an Existing Schedule Header

Comment:  This filing system is no longer used in the office.

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-1-2

Record Series Title:  Case File

Action Requested:  Remove an Existing Schedule Header

Comment:  This filing system is no longer used in the office.

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-2

Record Series Title:  Prisoner Complain Files

Action Requested:  Remove an Existing Schedule Header

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-2-1

Record Series Title:  Phone Logs

Action Requested:  Remove an Existing Schedule Header

Comment: This filing system is no longer used in the office.

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-2-2

Record Series Title:  Case File

Action Requested:  Remove an Existing Schedule Header

Comment: This filing system is no longer used in the office.

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

State Archives and Records Program

Records Liaison:  Becki Plunkett

New Reference Number: SOC 18-1

New Header Title:  Citizens' Aide Case Files

Action Requested: Establish a New Schedule Header

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-1-1

Record Series Title:  Case Files With Formal Response

Action Requested:  Establish a new Schedule

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

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Citizens' Aide/Ombudsman

Records Officer:  
William P. Angrick II

Reference Number:  SOC 18-1-2

Record Series Title:  Case Files Without Formal Response

Action Requested:  Establish a new Schedule

Proposed Retention Schedule:  Office—Closure + 5 years;  Records Center—0;  Total—Closure + 5 years.

Comment:  

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

State Archives and Records Program

Records Liaison:  Gordon O. Hendrickson

Reference Number: OFF 5-1

Header Title:  Dispatching, Assignments and Scheduling

Action Requested: Revise an Existing Schedule Header

Comment:  The current Records Management Manual shows this header as having a retention period of "While Current/0/While Current."  Through an error in printing the 1982 manual, a retention period was incorrectly attached to this header.   The earlier versions of the Records Management Manual clearly show this to be a header without specific retention attached.  This action clarifies the Commission's intention.

Commission Action: Adopted 4/13/00; Effective 5/18/00

Agency:

Board of Regents


Records Officer:  Carolyn Carter

Action Requested:  Revise an Existing Schedule 

Comment:  The following schedules are revised to include the Board of Regents as an office of record so that a complete records manual for the Board of Regents can be created to fulfill the requirements of Code of Iowa chapter 304.17.  These existing schedules have been reviewed in accord with the existing 28E agreement between the Board of Regents and the State Archives and Records Program.

Commission Action: Adopted 4/13/00; Effective 5/18/00
Schedule:

Name





Retention Period

ADM 1-2

Systems analyses, surveys, studies




and proposals



2/8/10

ADM 1-3
Membership




While current/0/while 

                                                                                                  Current

ADM 2-3
State-Issued Contracts and 


Agreements for Services


2/3/5

ADM 2-6
Local Government Services Planning


Records




1/4/5

ADM 3-1-2
Annual Reports of Internal Departmental


Activity and Operation


2/8/10

Schedule:
Name





Retention Period 

ADM 4-1
Insurance




While current /0/While 








Current

ADM 5-1
Emergency Operations Plans

While current /0/While 








Current

ADM 6-1
Government Agencies and 

Organizations



While current /0/While 







Current

ADM 6-2

Advisory Boards, Commissions, Asso-


ciations, committees, task forces

While current /0/While 










Current

ADM 6-3

Professional and Technical 


Associations




While current /0/While 










Current

ADM 6-4
Private Industry and Organizations
While current /0/While 










Current

ADM 7-1-1

Press Releases/news Clippings

1/1/2

ADM 7-1-2

Radio/TV News Releases


1/1/2

ADM 7-2-1
Internal Publications


While current /0/While 










Current

ADM 7-2-2

External Publications


WhileCurrent/0/Permanent


ADM 7-2-2-1
Mailing/Contact Lists


While current /0/While 










Current

ADM 7-2-3

External Publications to be used




For reference



1/2/3

ADM 7-3-1

Exhibits, Films, Movies and 




Videotape Productions


WhileCurrent/0/Permanent
ADM 7-3-2

Speeches (Agency Officials)

2/0/Permanent

ADM 7-3-3

Photographs/Biographies (Agency




Officials)




WhileCurrent/0/Permanent

ADM 7-3-4

Contests and Awards


2/0/2

ADM 7-3-5

Information and Education Programs
1/0/Permanent

ADM 7-9

Data Processing System


2/18/20

BUD 1-1-3

Federal Grant Pre-Application, 




Approvals, and Contracts


3/0/3

BUD 2-1-1

Receipt Transmittal letters (3CR) and




Receipt Corrections (14R); Legislative




Appropriations (1AP); Appropriations Transfer




(6AT); Outdated Warrants (90W); Intra-Fund




Transfers (10G); Reversion of Funds (12R); 




Inter-Fund Transfers (16T); Balance Forward 

Entries (17F); Federal Receivables 

(20F); Payroll Cost Distribution (21T); 

DOT Internal Journal (5AE)

1/2/3

Schedule:
Name






Retention Period 

BUD 2-1-2

Allotment Requests (2AL); Allotment 




Transfers (7AT); Cancelled Warrant 




(8CW); Stop Warrant Payments; Rescind




Stop Payments; Duplicate Warrant issue;




Reversing Entry of Allocations (11U); 




Warrant Corrections (13C); Expenditure 

Transfer (18P); County Billings (19B)
1/2/3

BUD 2-2

Receipts for Deposit to State Treasury

Warrant Issue Detail/Warrant Registers

List of Employee Travel, Annually

1/2/3

BUD 2-3
Comptroller Financial Status Reports


(IFAS Reports); Department Account


Balances




1/2/3

BUD 2-4
Accounting Ledgers; Journals (and 


Related Documentation); Vehicle 


Depreciation Ledger


1/2/3

BUD 2-5
CLAIMS:  Voucher #1 (capital expend-


itures for construction of or extension of


Live of building); Voucher # 1 (Miscellaneous);


Voucher # 2 (out-of-state travel advance);


Voucher # 3 (in-state travel advance);


Voucher # 4 (Travel); Out-of-state Travel


Authorizations; Purchase Orders and 


Requisitions (including specifications);


Commercial Printing and centralized 


Printing Orders/Requisitions; Central Supply 


Requisitions; Vehicle Dispatcher Billings;


Certification of Magnetic Tape (input claims);


Encumbrance Records (statement of 


Obligations Unpaid)



1/2/3
BUD 2-7-2

Bank Accounts



1/2/3

BUD 3-2

Indirect Cost Analysis and Proposal
2/3/5

BUD 4-1-2

Federal Audit Reports of State Agencies




Receiving Federal Funds


5/0/5

BUD 4-1-7

Annual Financial Reports


1/2/3

BUD 5-2

Federal Financial Reports


2/3/5

EQU 1-1-1
[Contracts] 
Equipment 


While Current/5/While

                                 Current + 5

EQU 1-1-2
[Contracts] 
Supplies 


While Current/5/While

                                 





Current + 5

EQU 1-1-3
[Contracts] 
Maintenance


While Current/5/While

                                 





Current + 5

EQU 2-1
Vendor Lists




While Current/0/While








Current

EQU 2-2
Catalogs and Brochures


While Current/0/While








Current

Schedule:
Name





Retention Period
EQU 3-1-1
[Equipment] Requests and Assignments
While Current/0/While








Current

EQU 3-1-2
Equipment Lease/Rental Contracts
3/0/3

EQU 3-1-3
Operations, Maintenance and Repair
Through Life of Equipment








/0/Through Life of Equip.

EQU3-1-4
Inventories and Adjustments

3/0/3

EQU 3-2-1
[Supplies] Distribution


3/0/3

EQU 3-2-2
[Supplies] Inventories and Adjustments
While Current/0/While








Current

EQU 3-3
Storage and Warehousing--


shipping and receiving


3/0/3

EQU 4-2
Application for Surplus Property

3/0/3

LEG 2-1
Legislative Proposals


2/0/Permanent

LEG 2-2
Reports and Recommendations to


The General Assembly


2/0/Permanent

LEG 2-3
Legislative Liaison



WhileCurrent/0/Permanent

LEG 3-2-1
Copies of Bills and Jt. Resolutions
Through Term of G.A. / 0 /








Through Term of G.A.

LEG 3-3-1
Copies of Amendments


Through Term of G.A. / 0 /








Through Term of G.A.

LEG 3-4-1
Copies of Fiscal Notes


Through Term of G.A. / 0 /








Through Term of G.A.

LEG 3-7-1
Copies of Enrolled Bills


Through Publication of








Session Laws/0/ Through








Publication ofSessionLaws

LEG 4-2
Corrected Journals



Until Completed Journal








Issued/0/Until Completed







Journal Issued
LEG 9-1
Federal legislation (Proposed/

WhileCurrent/0/While


Enacted)




Current


LEG 9-2
Congressional Liaison


WhileCurrent/0/Permanent

LEG 10-1-3
Proposed Rules



Until Effective/5/Until 








Effective + 5 years

LEG 10-1-4
Iowa Administrative Code and Bulletin
Perpetual/0/Perpetual

LEG 10-2-1
Hearings




2/3/5

LEG 10-2-2
Decisions




2/3/5

LEG 10-2-3
Appeals




2/3/5

LEG 11-1
Attorney General Opinions


While Current/0/While








Current

LEG 12-1-1
Non-Litigation Case Files


Closure of Case/10/








Closure of Case + 10

LEG 12-1-2
Litigation Case Files


Closure of Case/10/








Closure of Case +10

LEG 12-2-1-1
Approved General Claims


Closure of Case/10/








Closure of Case + 10

Schedule:
Name





Retention Period
LEG 12-2-1-2
Disapproved General Claims

Closure of Case/10/








Closure of Case + 10

LEG 12-2-2
Litigation Case Files


Closure of Case/10/








Closure of Case + 10

LEG 12-3-1-1
Paid Tort and Highway Claims

Closure of Case/3/








Closure of Case + 3

LEG 12-3-2
Litigation Case Files


Closure of Case/10/








Closure of Case + 10

LEG 12-3-3
Civil Rights Case Files


Closure of Case/10/








Closure of Case + 10

LEG 12-4
Notices to Agency Regarding Payment


Of Claim




1/2/3

LEG 13-1
Litigated Case Files



Closure of Case/10/








Closure of Case + 10

LEG 14-1
Civil Case Files



Closure of Case/10/








Closure of Case + 10

LEG 14-6-1
Administrative Appeals Case Files
1/4/5

LEG 14-6-2
Administrative Appeals Hearings

1/4/5

LEG 14-6-3
Administrative Appeals Rulings

1/4/5

LEG 15-1-1
Consumer Complaints (Original 


Complaint)




2/3/5

LEG 16-1
28E Agreements



While in Effect/3/ While








In Effect + 3

LEG 18-2-2
Appointment Files - Letters (copies)
Through Appointee's term








Of Office/0/Through








Appointee's Term of Office

OFF 1-1-1
Telephone Billing



1/2/3

OFF 1-1-4
Credits to Phone Bills


1/2/3

OFF 1-1-5
List of Credit Card Holders


Update Regularly/0/








Update Regularly

OFF 1-1-6
Telephone Inventory


While Current/0/While








Current

OFF 1-2
Radio Logs




1/0/1

OFF 1-2
FCC Applications and Licenses

While Current/0/While








Current

OFF 1-4
Parcel Post/United Parcel Service


Records




1/0/1

OFF 3-1
Printing Original Drafts of Printing


Material (Artwork)



While Current/0/While








Current

OFF 4-1-1
Report of Records Destroyed

5/0/5

OFF 4-1-2
Records Transferred to Records


Center or State Archives


While Current/0/While








Current

OFF 4-1-6
Records Management Manual 


Revisions




Until Printed in Manual/0/








Until Printed in Manual

Schedule:
Name





Retention Period
OFF 4-2-1
[Micrographics] System Specifications, 


Procedures Guidelines, etc.

While Current/0/While








Current

OFF 4-2-2
Microfilming Work Orders


While Current/0/While








Current

OFF 4-3
Forms Control Files



While Current/0/While








Current

OFF 4-3
Master Copy Forms Files


While Current/0/While








Current

OFF 4-4
Word Processing System Specifications


Procedures, Guidelines, Etc.

While Current/0/While








Current

OFF 4-5
Library Programs



1/0/1

 OFF 5-1-5
Requisition for State Pool Vehicles pink
1/2/3

OFF 5-2-1
Mileage Reports



2/0/2

OFF 5-5
Vehicle Accidents Reports 


2/0/2

OFF 6-1-1
Deeds and Abstracts


Until Property is no longer








Owned by state/0/Until 








Property is no longer








Owned by state

1
1

