STATE RECORDS COMMISSION

RECORD SCHEDULE SUMMARY

REGULAR MEETING – October 13, 2011

EFFECTIVE DATE IF APPROVED:  October 23, 2011
Agency:                        Department of Natural Resources
Division:                       Environmental Services Division/ Air Quality/ Support
Records Officer:          Craig Otto
Action Requested:      Establish a new retention schedule

Reference Number:    

Record Series Title:   Cross Media Electronic Reporting Rules (CROMERR)
Proposed Retention:   Hard Copy- 5 years in office; 10 years at State Records

                                           Center (15 years total); destroy




     Electronic Copy- 15 years in office

Proposed Cut-Off:       At the end of the calendar year (December 31)
Summary:    Regulated entities that wish to file electronic reports to DNR submit access request forms.  DNR staff use the access request forms to process e-signature agreements for regulated entities.  40 CFR Part 3, Section 3.3 requires that e-signatures be kept for at least five years after the individual who signed the agreement is no longer with the company or has different responsibilities.
Agency:                         Dept. of Public Safety
Division:                        State Fire Marshal/ Electrical Examining Board
Records Officer:           Brian Young
Action Requested:       Establish New Retention Schedule
Reference Number:     

Series Title:                 Manual License Renewal Forms 
Proposed Retention:  1 year in office
Proposed Cut-Off:       Renewal period ends three months after December 31st (March 31st).  All records will be kept one year from March 31st
Summary:  The Electrical Examining Board (EEB) creates and uses the renewal forms for the licensees that chose not to use the on-line renewal website.  The renewal form is only used to transfer data to the on-line system where historical data is retained.
Agency:                         Treasurer of State
Division:                        
Records Officer:           Greg Starcevic
Action Requested:       Revise an Existing Schedule
Reference Number:      BUD 02-01-22.S1
Record Series Title:     Redeemed Warrants (non-paper formats)
Proposed Retention:   Electronic Copy- 7 years
Proposed Cut-Off:       At the end of the state fiscal year (June 30)
Summary:   The Treasurer’s office is responsible for redeeming all valid state warrants upon presentation.  The Federal Reserve provides the Treasurer’s office a file each day which includes an image of each warrant that has been presented for payment.  The Treasurer’s office uses images during the redemption process.  Agencies may request copies of warrants to prove payment and review endorsements.  Seven years is consistent with the length of time financial institutions retain images of checks they process and the general rule of thumb for individuals for financial document retention.
