STATE RECORDS COMMISSION

REGULAR MEETING – July 22, 1999 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 1-1

Record Series Title:   Executive Correspondence

Action Requested:  Revise an Existing Schedule 

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

Proposed Retention Schedule: AGENCY:  Office—2;  Records Center—0;  Total—Permanent; BOARD OF REGENTS: Office—2;  Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 1-1-1

Record Series Title:   Commission/Council Minutes

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  Office—5 years; Records Center—0; Total—Permanent;  

Proposed Retention Schedule: AGENCY:  Office—5;  Records Center—0;  Total—Permanent; BOARD OF REGENTS: Office—5;  Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 1-1-2

Record Series Title:   Departmental Staff Meetings

Action Requested:  Revise an Existing Schedule 

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

Proposed Retention Schedule: AGENCY:  Office—2;  Records Center—0;  Total—Permanent; BOARD OF REGENTS: Office—2;  Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 1-1-3

Record Series Title:   Departmental Policies and Procedures

Action Requested:  Revise an Existing Schedule 

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

Proposed Retention Schedule: AGENCY:  Office—While Current;  Records Center—0;  Total—Permanent; BOARD OF REGENTS: Office—While Current;  Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 1-1-4

Record Series Title:   Departmental Organization Charts

Action Requested:  Revise an Existing Schedule 

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

Proposed Retention Schedule: AGENCY:  Office—While Current;  Records Center—0;  Total—Permanent; BOARD OF REGENTS: Office—While Current;  Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 2-1

Record Series Title:   Program Planning and Project Development Files

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  AGENCY:  Office—While Current; Records Center--0; Total--Permanent;  GOVERNOR: Office—While Current, plus 1 year; Records Center--0; Total--Permanent;  LT. GOVERNOR: Office—While Current, plus 1 year; Records Center--0; Total--Permanent;

Proposed Retention Schedule: AGENCY:  Office—While Current; Records Center--0; Total--Permanent;  GOVERNOR: Office—While Current, plus 1 year; Records Center--0; Total--Permanent;  LT. GOVERNOR: Office—While Current, plus 1 year; Records Center--0; Total--Permanent;  BOARD OF REGENTS: Office—While Current; Records Center—0; Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 2-2

Record Series Title:   Federal/State Programs

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: Office--2 years; Records Center--0; Total--Permanent
Proposed Retention Schedule: AGENCY:  Office--2 years; Records Center--0; Total--Permanent;  BOARD OF REGENTS:  Office—2 years;  Records Center—0;  Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 3-1-1

Record Series Title:   Annual/Biennial Reports to the Governor

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: AGENCY:  Office—6; Records Center—0; Total—Permanent (one copy to State Library, one copy to remain in Governor’s Records);  GOVERNOR:  Office—2 years; Records Center—0; Total—Permanent;
Proposed Retention Schedule: AGENCY:  Office—6; Records Center—0; Total—Permanent (one copy to State Library, one copy to remain in Governor’s Records);  GOVERNOR:  Office—2 years; Records Center—0; Total—Permanent;   BOARD OF REGENTS:  Office—6 years;  Records Center—0;  Total—Permanent (one copy to State Library, one copy to remain in Governor’s Records).

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: ADM 4-3

Record Series Title:   Bond Sales

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: BOARD OF REGENTS:  Office—5 years;  Records Center—15 years;  Total—20 years.
Proposed Retention Schedule: BOARD OF REGENTS:  Office—2 years;  Records Center—0 years;  Total—Permanent.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

State Archives and Records Program

Records Liaison:  
Lester Weber

Reference Number: LEG 21

Record Group Title:   Trusts and Bequests

Action Requested:  Establish a New Group 

Comment:  This establishes a new group in the LEG section of the manual for record series related to trusts and bequests.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

State Archives and Records Program

Records Liaison:  
Lester Weber

Reference Number: LEG 21-1

Record Series Header:   Trust Funds

Action Requested:  Establish a New Record Series Header 

Comment:  This establishes a new Header  in the LEG 21 section of the manual for record series related to trusts funds.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: LEG 21-1-1

Record Series Title:   Trust Funds—Legal Documentation

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: BOARD OF REGENTS:  Office—3 years;  Records Center—0;  Total—Permanent..

Comment:  This series includes only the documents that form the legal basis for Board of Regents trust funds.   Records of  trust fund investment, performance and use are maintained at the Regents institutions and are separately scheduled at those institutions.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Board of Regents

Records Officer:  
Carolyn Carter

Reference Number: OFF 7-1

Record Series Title:   Construction Project Files

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule: GENERAL SERVICES: Office—Through Project plus 10 years; Records Center—0; Total—Permanent  (Retain in office through project completion plus 10 years; purge file and destroy contract payment records and all incidental correspondence; microfilm blueprints, engineering drawings, original tracings, and specifications and retain permanently; retain survey field books permanently);  AGENCY: Office—Through Project plus 10 years; Records Center—0; Total—Permanent  (Retain in office through project completion plus 10 years; purge file and destroy contract payment records and all incidental correspondence; microfilm blueprints, engineering drawings, original tracings, and specifications and retain permanently; retain survey field books permanently);  OPP (Bldg Code): Office—6 months past completion of project;  Records Center—49 ½ years;  Total—50 years (Microfilm 6 months after completion, keep film to cover life expectancy of structure).

Proposed Retention Schedule: GENERAL SERVICES: Office—Through Project plus 10 years; Records Center—0; Total—Permanent  (Retain in office through project completion plus 10 years; purge file and destroy contract payment records and all incidental correspondence; microfilm blueprints, engineering drawings, original tracings, and specifications and retain permanently; retain survey field books permanently);  AGENCY: Office—Through Project plus 10 years; Records Center—0; Total—Permanent  (Retain in office through project completion plus 10 years; purge file and destroy contract payment records and all incidental correspondence; microfilm blueprints, engineering drawings, original tracings, and specifications and retain permanently; retain survey field books permanently);  OPP (Bldg Code): Office—6 months past completion of project;  Records Center—49 ½ years;  Total—50 years (Microfilm 6 months after completion, keep film to cover life expectancy of structure).; BOARD OF REGENTS: Office—Through Project plus 2 years;  Records Center—0 years;  Total—Permanent  (Retain in office through project completion plus 2 years; purge file and destroy contract payment records and all incidental correspondence; microfilm blueprints, engineering drawings, original tracings, and specifications and retain permanently; retain survey field books permanently). 

Comment:  The office need for these records at the Board of Regents is less than at other agencies because reference copies of the construction files are at the individual institutions (the equivalent of other agencies).

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

State Archives and Records Program

Records Liaison:  
Jeffrey Dawson

Reference Number: CON 11-7

Record Series Title:   401 Certification for Corps of Engineers

Action Requested:  Establish a New Schedule Header

Comment:  This change simply establishes a schedule header for the records manual.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Natural Resources

Records Officer:  
Sally Jagnandan

Reference Number: CON 11-7-1

Record Series Title:   401 Certification Records

Action Requested:  Revise an existing Schedule 

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

Proposed Retention Schedule: NATURAL RESOURCES:  Office—2 years;  Records Center—9 years;  Total—11.

Comment:  This series only includes records of certification which do not include mitigation and/or monitoring requirements.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Natural Resources

Records Officer:  
Sally Jagnandan

Reference Number: CON 11-7-2

Record Series Title:   401 Certification Records with Mitigation and Monitoring Requirements

Action Requested:  Establish a New Schedule 

Proposed Retention Schedule: NATURAL RESOURCES:  Office—While Active;  Records Center—9 years;  Total—While Active plus 9 years.

Comment:  This series only includes records of certification which include mitigation and/or monitoring requirements.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Natural Resources

Records Officer:  
Sally Jagnandan

Reference Number: CON 12-17-11

Record Series Title:   Solid Waste Demonstration Grants (Financial Assistance Proposals, Contracts and Reports)

Action Requested:  Revise an Existing Schedule 

Current Retention Schedule:  NATURAL RESOURCES:  Office—3 years; Records Center—2 years; Total—5 years.

Proposed Retention Schedule: NATURAL RESOURCES:  Office—3 years; Records Center—17 years; Total—20 years (Three years after closure, remove correspondence, quarterly reports and budget claims then microfilm.  Retain microfilm duplicate in agency for 17 years and hold master microfilm in State Records center for 17 years.  Destroy both 20 years after closure).

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Justice

Records Officer:  
Marilyn Chiodo

Reference Number:  LEG 15-1-1

Record Series Title: Consumer Complaints (original complaint)

New Record Series Title:  Original Consumer Complaint Files

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  ATTORNEY GENERAL:  Office—25 years;  Records Center—0;  Total—25 years (microfilm, destroy after 25 years—master microfilm to State Records Center, duplicate to Attorney General’s Office);  AGENCY:  Office—2 years; Records Center—3 years; Total—5 years.

Proposed Retention Schedule: ATTORNEY GENERAL:  Office—5 years;  Records Center—10 years;  Total—15 years;  AGENCY:  Office—2 years; Records Center—3 years; Total—5 years.

Comment:  The agency requests that this schedule revision not be applied retroactively to records now in the records center, but be applied to those records coming to the records center after the revision is adopted and becomes effective.  This schedule revision removes microfilming requirement and shortens retention period.

Commission Action: Adopted 7/22/99 pending a resolution of issues of consistency of application; Effective 8/26/99. Update: At 10/21/99 meeting, application of these schedules including those now in the State Records Center with longer retention periods was confirmed and destruction dates for all records in the records series will be adjusted to conform to the schedules as revised at the 7/22/99 meeting.

Agency:

Department of Justice

Records Officer:  
Marilyn Chiodo

Reference Number:  LEG 15-1-1-1

Record Series Title:  Index of Respondents and Complainants

Action Requested:  Establish a New Schedule

Proposed Retention Schedule: ATTORNEY GENERAL:  Office—5 years;  Records Center—10 years;  Total—15 years (Indexes developed and maintained in electronic form will be retained in the office for 15 years and then be destroyed.  Hard copy (paper) indexes will be retained in the office for 5 years and then transferred to the Records Center).

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Justice

Records Officer:  
Marilyn Chiodo

Reference Number:  LEG 15-1-2

Record Series Title:  Investigation Case Files

New Record Series Title:  Consumer Investigation Files

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  ATTORNEY GENERAL:  Office—25 years;  Records Center—0;  Total—25 years (microfilm, destroy after 25 years). 

Proposed Retention Schedule: ATTORNEY GENERAL:  Office—Until Closure;  Records Center—25 years;  Total—Closure plus 25 years.

Comment:  This schedule revision removes requirement for microfilm production.

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Justice

Records Officer:  
Marilyn Chiodo

Reference Number:  LEG 15-1-2-1

Record Series Title:  Evidence Material

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  ATTORNEY GENERAL:  Office—Until Closure;  Records Center—10 years;  Total—Closure plus 10 years (Boxes to be checked for contents—breakable, liquids, etc. should be checked for appropriately safe packing so contents can be maintained safely for 10 years.  Boxes to be tagged for special handling at time of destruction). 

Proposed Retention Schedule: ATTORNEY GENERAL:  Office—Until Closure;  Records Center—25 years;  Total—Closure plus 25 years (Boxes to be checked for contents—breakable, liquids, etc. should be checked for appropriately safe packing so contents can be maintained safely for 10 years.  Boxes to be tagged for special handling at time of destruction).

Comment:  The time period is extended to bring into conformity with LEG 15-1-2.  The agency request that this schedule revision not be applied retroactively to records now in the records center, but be applied only to those records coming to the records center after the revision is adopted and becomes effective.

Commission Action: Adopted 7/22/99 pending a resolution of issues of consistency of application; Effective 8/26/99. Update: At the 10/21-99 meeting, application of these schedules including those now in the State Records Center with longer retention periods was confirmed and destruction dates for all records in the records series will be adjusted to conform to the schedules as revised at the 7/22/99 meeting.

Agency:

Department of Justice

Records Officer:  
Marilyn Chiodo

Reference Number:  LEG 15-1-3

Record Series Title:  Litigated Case Files

New Records Series Title: Litigated Consumer Case Files

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  ATTORNEY GENERAL:  Office—25 years;  Records Center—0;  Total—25 years. 

Proposed Retention Schedule: ATTORNEY GENERAL:  Office—Until Closure;  Records Center—25 years;  Total—Closure plus 25 years..

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

Department of Public Health

Records Officer:  
Larry Coghlan

Reference Number:  PHL 7-3

Record Series Title:  Birth certificates

Action Requested:  Revise an Existing Schedule

Current Retention Schedule:  PUBLIC HEALTH:  Office—2 years/P;  Records Center—0;  Total--Permanent

Proposed Retention Schedule: PUBLIC HEALTH:  Office—15 months;  Records Center—0; Total—Permanent (After 15 months in the office, the records will be microfilmed and both the original records and the master microfilm will be transferred to the custody of the State Archives with delivery directly from the micrographics unit).

Commission Action: Adopted 7/22/99; Effective 8/26/99

Agency:

State Archives and Records Program

Manual Editor:  
Beth Brannen

Record Agency:  Department of Human Services

Record Series Title:  Emergency Assistance Case Files

Action Requested:  Revise an Existing Schedule  - Change Reference Number

Current Reference Number: SOC 3-10

Proposed Reference Number: SOC 3-12

Comment:  The Reference Number SOC 3-10 was assigned to two different records retention schedules but only one “Individual and Family Grant Disaster Assistance Case Files” made it into the Records Management Manual.  In the meantime, another series was assigned reference number SOC 3-11, “Electronic Benefit Transfer (EBT) Transaction Records.”  The next appropriate and available reference number is SOC 3-12.

Commission Action: Adopted 7/22/99; Effective 8/26/99
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