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State Records Commission

January 15, 1998

Meeting Minutes

The regular meeting of the State Records Commission was held on Thursday, January 15, 1998, in the State Library Conference Room.  Chairman Bill Jackson convened the meeting at 10:00 a.m.

Members/Designees present:

Bill Jackson, Department of Cultural Affairs

George Price, Department of Management

Linda Roose, Department of Management

Sharman Smith, State Library

Bill Bruce, Department of General Services

Karen Sinclair, State Treasurer’s Office

Dick Fish, State Auditor’s Office

Members/Designees absent:

John Gilliland, Secretary of State’s Office

Eldon Sperry, Department of Revenue and Finance

Others Present:


Beth Brannen, Department of Cultural Affairs


Christie Brandau, State Library

Approval of Minutes:
Minutes of the previous meeting (October 16, 1997) were approved as distributed.

Election of New Chair:
Chairman Bill Jackson opened the floor for nominations for the new chair of the Commission.  Dick Fish nominated Eldon Sperry.  Karen Sinclair nominated Sharman Smith.  There were no other nominations.  Eldon Sperry’s name was withdrawn from the nominations.  George Price seconded nomination of Sharman Smith.  Smith was elected unanimously.  Mr. Jackson turned the meeting over to the new Chair.

Update on Re-engineering Process:
Mr. Jackson reported that the Memorandum of Understanding between the Departments of General Services and Cultural Affairs to transfer Records Management functions for the remainder of FY98 has been in the works.  The Department of General Services is putting it together.  The departments are in verbal agreement on the intent of the Memorandum.

The budget for records Management as determined by the Re-Design Team in October was $133,355.72.  The Department of Cultural Affairs budget request for FY99 has been increased by $134,723 to allow that department for operation of Records Management in that fiscal year.  The budget request for the Department of General Services has been reduced accordingly.

The Department of Cultural Affairs assumed responsibility for Records Management on January 1, 1998.   A meeting of agency records officers was held on January 8, 1998 to discuss the transfer from General Services to Cultural Affairs.   A list of the staff and the State Archives and Records Program agency liaison assignments as distributed to agency records officers was given to the Commissioners.

Currently the four positions to be transferred from General Services to Cultural Affairs are vacant.  Cultural Affairs has begun the process with the Department of Personnel to fill these positions.  

The Commission noted that Cultural Affairs has hired Jeffrey Dawson as a contract employee.  Beth Brannen, representing the State Archives and Records Program reported that Mr. Dawson, like all other agency liaisons is working with both archival and records management functions.  He is learning the procedures of the State Records Center from Carol Bottenfield, a Department of General Services employee, so that Cultural Affairs will be able to operate the State Records Center when Carol returns to General Services at the end of January.

Mr. Jackson reported that the legislation to formalize the transfer from General Services to Cultural Affairs has been prepared and is ready for introduction.

A question was raised concerning the duties of the two clerks and the clerk 3 positions that will transfer to Cultural Affairs.  Beth Brannen described their duties as maintenance of records in the State Records Center—receiving, retrieving, re-filing, and destroying records.  She noted that schedule development, transfer authorization approval, and over-sight of records processes, including destruction, will be the responsibility of the agency liaisons.  

Bill Bruce reported that the January destruction list has been printed and is ready for distribution to the agency records officers by the State Archives and Records Program.  He noted that he is signing the July destruction lists to finalize that process.

George Price introduced Linda Roose as the new designee for the Department of Management.  He said he will be moving to Iowa Prison Industries and noted that IPI provides a number of services to state government including printing, data entry and imaging.  He suggested that IPI might be a source of labor for the State Archives and Records Program.

Approval of Schedules

No new schedules are ready for Commission consideration.  Two schedules are in the works with the Department of Human Services.  They have been re-worked and now await signatures from DHS.

Motion:  To allow Dr. Hendrickson to use his discretion on a one-time basis in approving these schedules without specific Commission approval.  Motion seconded and adopted.

Sharman Smith cautioned that  Dr. Hendrickson needs to be very careful about use of this pre-approval authority and that he needs to discuss any questions or concerns with the Commission chair.

1998 Schedule of Meetings:
Sharman Smith noted some conflicts with the proposed meeting dates so she will solicit information from Commissioners and set meeting dates for 1998.

New Business:

The Commission discussed a number of suggestions on how to re-vitalize Records Management.  These included sponsoring a records fair in conjunction with the a technology fair; a presentation to a regular meeting of department heads; work with ITS on electronic records issues; review of forms now in use to allow use of laser printers and to eliminate use of NCR paper forms.

Sharman Smith commented that the first task is for the Records Commission to get a handle on its function and for the Commission to begin the task of publicizing the importance of records management as a tool for implementation of an efficient government.

Bill Jackson discussed concerned with the “Clean out Your Files Day” program because of the potential for discarding of records without regard for the records retention schedules.  He suggested that a flyer be incorporated into the information packets related to the 1998 Clean out Your File Day program.

Sharman Smith concluded the meeting by stating that she would meet with Gordon Hendrickson about the redesign process and its implementation.

The meeting adjourned at 11:15 a.m.

