STATE RECORDS COMMISSION

REGULAR MEETING – JULY 30, 1998 (APPROVED)

RETENTION AND DISPOSITION REQUESTS:

Agency: Agriculture & Land Stewardship

Records Officer:  JoAnn Peterson

Reference Number:  AGR 3-3-6

Record Series Title:  Dairy Plant Inspection Reports

Action Requested:  Revise an existing schedule

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

Proposed Retention Schedule: Office -1; Records Center -3; Total -4  

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Treasurer


Records Officer:  Karen Sinclair

Reference Number:  BUD 2-1-1

Record Series Title: Receipt Transmittal Letters

Action Requested:  Revise an exiting schedule

Current Retention Schedule:  Office -2; Records Center -8; Total -10.

Proposed Retention Schedule:  Office -6 mos; Records Center 9 yrs, 6 mos; 

Total -10.

Comments: This does not effect the retention period for copies of these records in Revenue and Finance or other agencies.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Revenue and Finance

Records Liaison:  N. Allen Norton

Reference Number:  BUD 2-2

Record Series Title:  Documentation of Accounting Entries

· Receipt For Deposit To State Treasury

Action Requested:  Revise an existing schedule 

Current Retention Schedule: Office -1; Records Center -8; Total -9.

Proposed Retention Schedule: Office -6 mos; Records Center -8 yrs, 6 mos; 

Total -9 yrs

Comments: This schedule revision removes the previously existing limitation of applying this schedule to corporation returns. The record now includes receipts for all tax monies and fees collected. This revision does not change the existing retention period for agency copies of these records.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Reference Number:  BUD 2-4

Record Series Title:  Journals, Ledgers, and Subsidiary Ledgers

· Journal (And Related Documentation) - Tax Deposits

Action Requested:  Revise an existing schedule

Current Retention Schedule:  These documents not currently included in this schedule.

Proposed Retention Schedule:  Office -2mos.; Records Center -2 yrs, 10 mos.; Total -3 yrs.

Comments: This revision does not change the retention period for Journals (And Related Documentation) - Corporations held by the Department of Revenue and Finance, or for Journals (And Related Documentation) held in agencies.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Reference Number:  BUD 2-5

Record Series Title:  Claims

· CV1 - Claim Voucher 1 [formerly Voucher #1 (miscellaneous)]

· TVB - Out-of-State Travel Advance [formerly Voucher #2]

· TVA - Permanent In-State Travel Advance [formerly Voucher #3]

· TV1 - Travel Voucher 1 [formerly Voucher #4 - travel]

· PV - Payment Voucher [not previously included in this schedule]

· AO - Agency Order [not previously included in this schedule]

Action Requested:  Revise an existing schedule

Current Retention Schedule: Office -1; Records Center -9 yrs. 6 mos.; 

Total -10 yrs., 6 mos. 


Proposed Retention Schedule: Office -1 mo.; Record Center -10 yr, 

5 mos.; Total -10 yrs., 6 mos. beyond end of fiscal year

Comments: Records are audited quarterly. The agency proposes to transfer after audit usually within one month of the close of the quarter, but is reluctant to use a SARP proposed schedule of either "close of quarter plus one month" or "after audit" because they fear the audit may be delayed. The records series is cut-off at the close of a fiscal year even though transfers may take place throughout the fiscal year. This revision does not propose a change in the schedule of agency copies of these claims.

Commission Action: A motion was approved 7/30/98 that proposed in-office retention for Department of Revenue and Finance records identified as BUD 2-5 (six schedules above) be listed as "While Active"; Effective 9/03/98

Agency: Natural Resources

Records Officer: Sally Jagnandan

Reference Number:  CON 7-4-2

Record Series Title:  Fishing, Hunting and Trapping Licenses and Related Stamps

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -6 mos; Records Center -2 yrs, 6 mos; Total -3

Proposed Retention Schedule: Office -3 mos; Records Center -3yrs, 3 mos; 

Total -3 yrs, 6 mos

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Commerce

Records Officer:  Tish Young

Reference Number:  EMP 1-1-2

Record Series Title:  Registered Professional Engineer and Land Surveyor Files

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -5; Records Center -55; Total -60

Proposed Retention Schedule: Office -1; Records Center -59; Total -60

Commission Action: Adopted 7/30/98; Effective 9/3/98

Reference Number:  EMP 1-1-3

Current Record Series Title:  Engineer-In-Training and Land 

Surveyor-In-Training Files

Proposed Record Series Title:  Engineering Intern and Land Surveying Intern Files

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -5; Records Center -55; Total -60

Proposed Retention Schedule: Office -1; Records Center -59; Total -60

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Public Safety

Records Officer:  Peggy Smith

Reference Number:  EMP 1-7

Current Record Series Title:  Private Detectives

Proposed Record Series Title:  License and ID Application for Private Investigative, Private Security and Bail Enforcement Agencies and Employees.

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -1; Records Center -19; Total -20

Proposed Retention Schedule: Office -Closure plus 3 mos; Records Center -9 yrs, 9mos; Total -Closure plus 10 yrs.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Iowa Workforce Development

Records Officer:  Robert Countryman

Reference Number:  EMP 11-1-1

Record Series Title:  Occupational Injuries and Illnesses Survey

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -5; Records Center -0; Total -5

Proposed Retention Schedule: Office -while current; Records Center -5; Total -while current plus 5 yrs.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: General schedule for all state agencies (submitted by Cultural Affairs) with a general schedule exception for Human Services (submitted by Human Services).


Current Office of Record: Social Services


Proposed Office of Record: Agency; Human Services

Current Reference Number: LEG 14-6

Proposed Reference Number: LEG 14-6-1

Current Series Title: Appeals and Fair Hearings

Proposed Record Series Title:  Administrative Appeals Case Files

Action Requested:  Revise an existing schedule

Current Retention Schedule:  Office -1; Records Center -4; Total -5

Proposed Retention Schedule: 

Agency:
Office -1; Records Center -4; Total -5

Human Services:
Office -6 mos; Records Center -4yrs, 6mos; Total -5

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: General schedule for all state agencies (submitted by Cultural Affairs)


Current Office of Record: Social Services


Proposed Office of Record: Agency


Current Reference Number: LEG 14-6


Proposed Reference Number: LEG 14-6-2


Current Series Title: Cassette Tapes of Hearings


Proposed Record Series Title: Administrative Appeals Hearings


Action Requested: Revise an existing schedule

Current Retention Schedule: Office -1; Records Center -4; Total -5; Remarks -Return to Appeals and Fair Hearing Office for erasure and re-use


Proposed Retention Schedule: Office -1; Records Center -4; Total -5; Remarks -Destroy in a secure manner.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Inspections and Appeals (submitted by Cultural Affairs)


Current Reference Number: LEG 14-8


Proposed Reference Number: LEG 14-6-3


Record Series Title: Administrative Hearings Rulings


Action Requested: Revise an existing schedule


Retention Schedule: Office -1; Records Center -4; Total -5

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Human Services

Records Officer: Kathleen McLean


Current Reference Number: SOC 3-3-1

Record Series Title: Application Form Biological Parents and Paternity 


Established

Proposed Series Title: Family Investment Program Case Files

Action Requested: Revise an existing schedule

Current Retention Schedule: Office -3; Records Center -0; Total -3

Proposed Retention Schedule: Office -Until Closed; Records Center -3; 





Total -Until Closed +3

Comments: DHS annotated the schedule request to indicate that the Des   Moines regional office will send records to the State Records Center. The State Record Center will accept records from any and all regional office provided the regional offices deliver them to the State Records Center.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Human Services

Records Officer: Kathleen McLean


Current Reference Number: SOC 3-3-2

Record Series Title: Application Form Biological Parents and Paternity not 


Established

Proposed Series Title: Family Investment Program Application Form Only


where Biological Parents and Paternity have not been Established

Action Requested: Revise an existing schedule

Current Retention Schedule: Office -10; Records Center -0; Total -10


Comments: Change in title only. No change in retention period. These


Records are created and maintained in regional offices.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Human Services

Records Officer: Kathleen McLean


Proposed Reference Number: SOC 3-4-3

Record Series Title: Food Stamp Program Violation Case Files (Intentional)

Action Requested: Establish a new schedule

Proposal Retention Schedule: Office -6 mos; Records Center -49 yrs, 6mos; Total -50

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Human Services (DHS Central Office, Data Processing)

Records Officer: Kathleen McLean


Current Reference Numbers: SOC 4-5-2 and SOC 4-5-2-1

Proposed Reference Number: Soc 4-5-2

Current Series Titles: 



SOC 4-5-2: Long Term Care Payment System (Form AA-





4164-0, Billing Form - Claim for payment) and



SOC 4-5-2-1: Long Term Care Payments System (Form AA- 





4163-0, Billing Form - Payments and Adjustments)

Proposed Series Title: Long Term Care Payment System

Action Requested: Revise an existing schedule (SOC 4-5-2) and


Remove an existing schedule (SOC 4-5-2-1)

Current Retention Schedules: 



SOC 4-5-2: Office -3; Records Center -2; Total -5



SOC 4-5-2-1: Office -3; Records Center -2; Total -5


Proposed Retention Schedule: Office -6 mos; Records Center -4 yrs, 6 mos; 

Total -5

Comments: These records are filed as one series in the office. Beginning with FY98 this has been contracted out and the records are no longer created by Human Services. Records created by a contractor presumably need to meet the same retention schedule as records create by a state agency.

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Revenue and Finance

Records Officer: N. Allen Norton


Current Reference Number: TAX 6-1-3

Record Series Title: Assessment Equalization

Action Requested: Revise an existing schedule

Current Retention Schedule: Office -7; Records Center -3; Total -10


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

Comment: The records officer has requested the schedule change not be retroactive for records in the State Records Center, even though he has stated on the request form that it is only necessary to keep the records series for a total time of 5 years (unless litigation is pending).

Currently all state agencies are asked to identify those files, which because of pending litigation need to be kept longer than the stated total retention period, at the time notices of intent to destroy are sent to the agencies for their signature (prior to records being destroyed from the state records center).

Commission Action: Adopted 7/30/98; Effective 9/3/98

Agency: Revenue and Finance

Records Officer: N. Allen Norton


Reference Number: TAX 6-1-3-1


Record Series Title: Equalization Appraisals


Action Requested: Revise an existing schedule


Current Retention Schedule: Office -6; Records Center -0; Total 6


Proposed Retention Schedule: Office -closure plus 3 mos; Records Center -5




yrs, 9 mos; Total-closure plus 6 yrs

Commission Action: Adopted 7/30/98; Effective 9/3/98

