STATE RECORDS COMMISSION

12 July 2007
MEETING MINUTES
The State Records Commission met in regular quarterly meeting on 12 July 2007 at the State Historical Building.  A quorum being present, chairperson Karen Austin called the meeting to order at 10:05.
Members/Designees present:

Karen Austin, Treasurer of State
Barbara Corson, State Library

Kent Farver, Auditor of State

Gina Fontanini, Secretary of State

Gordon Hendrickson, Department of Cultural Affairs


Rich Jacobs, Department of Revenue 


Tom Shepherd, Department of Administrative Services

Laura White, Department of Management

Also in attendance:


Sharon Avery, Department of Cultural Affairs

Ashley Brown, Secretary of State
Jeffrey Dawson, Department of Cultural Affairs
Lesley Leager, Department of Natural Resources

Meaghan McCarthy, Department of Cultural Affairs
Chris Scase, Attorney General

Amy VanMaanen, Iowa Board of Medicine

Agenda:

The agenda was distributed to meeting attendees. Since there were no proposed changes, it was moved to a motion.  Rich Jacobs then moved, and Barb Carson seconded, a motion to approve the minutes of the meeting of 12 April 2007.  The motion was approved.
Action Items: 

a) Proposal Concerning Administrative Changes to Classification Scheme
Jeffrey discussed and explained the need for this resolution.  He talked about how the archives should not have to go to the records commission when dealing with the layout of the classification scheme and the introduction of new numbers for records retention schedules.  The classification/ numbering can be and is created by the staff.  The need for this was explained based off of one of the proposed schedules as an example. Rich moved and Ken seconded.  Approved by the State Records Commission that archives staff can create numbers for schedules any time. 
b) Records Series Retention and Disposition Schedules

19 schedule proposals were brought forth.  Sharon highlighted the schedule Bud 04-01-01-0.S1 since it had a permanent retention schedule.  The archives will continue to receive a microfilm master and will now also get a CD of digitized content.  Most of the changes to the other schedules were minor such as changing the period it is kept with the agency and in the records center without changing the total retention period.  Gordon talked about the discussion the archives staff had about combining the different groups that deal with professional licensing together into one schedule, for example one for complaint files- formal discipline taken and where the retention period is the same.  The staff still wants to pursue that but felt there first has to be a common ground between commerce and public health.  Many of the schedules for professional licensing already have things in common.  There was mention how real estate licensing was different from the rest.  Gordon also clarified on the need to make the 60 year time period that agencies are calling for mean the same thing.  It was mentioned by Amy VanMaanen that as of July 1st the Iowa Board of Medical Examiners changed their name to the Board of Medicine. Rich Jacobs moved, and Barbara Corson Second, a motion to authorize the schedules.  The motion carried and all 19 schedules were adopted.
c) Reauthorization of previously authorized schedule

Jeffrey discussed the reasons why the retention schedule ADM 4-2 Bonding needed to be re-instated.  When the comprehensive revision of schedules was done  the schedule ADM 4-2 was left out of the schedule book.  Since records are still being created, the schedule should be re-instated.  Gordon Hendrickson moved and Laura White seconded.  The reauthorization of a previously authorized schedule was approved.  
Reports:

a) State Archivist

Gordon Hendrickson summarized points in his written State Archivist Report emphasizing that electronic records and space are the two most pressing needs.

· Electronic Records-  DAS is looking to place drawings and project files that have a permanent retention period online, in addition to scanning legacy material.  There was also a meeting to discuss what to do with the electronic Vilsack records.  Right now the Vilsack records are sitting with IT but they don’t want to be responsible for the care of the records forever.  The first things that need to be done in dealing with the Vilsack records is implement data and schedules first.  A proof of concept by Microsoft should be coming within a month but not sure where money will come from to finance the project.
· Space has been an issue for the archives for some time.  A short term/ temporary storage plan is to use space in the Wallace building since it not located in a flood plain.  There a costs involved with this solution and records would just be stacked on the floor.  A long term solution depends on the State of Iowa purchasing Mercy Capitol.  When that happens it is hope that the cost of shelving can worked into the budget of getting the building.
· It was announced that Jeffrey Dawson is now Deputy Archivist.  He has been with the archives for about 10yrs and is a certified archivist.  Rich Jacobs wanted to extend his congrats to Jeffrey Dawson and to let him know that the State Records Commission is here to help.  Rich Jacobs motioned and Laura White second.  Approval and congrats was given by the commission
· An open meeting committee was created by the legislature with no clear focus.  There is no hint at who is going to be responsible for providing administrative support after the committee has met.  Gordon asked if anyone knew anything about the work of the committee.  Tom Shepherd mentioned in terms of privacy, open meetings and records management that the state must complete an inventory and index of sources of electronic records in which the index will be made available electronically.  Gordon mentioned that some conflicts with Chapter 305 might come as a result of the commission.
b) State Records Center
Jeffrey Dawson distributed a statistical summary of state records center activities that contained a comparison of statistics for July through December, January to March and April to June.  Dawson also highlighted that the boxes destroyed only included boxes with a eligible retention period that ended before July 2006.  Rich asked about the capacity of the State Records Center at Morgan Street.  He wanted to know how much of the space was being used and what the growth rate of boxes was.  Jeffrey Dawson stated that the State records Center is running at 80 to 90% capacity.  Some of the space is being used for archives material.  The State Archives has sent down 1,500 boxes of material to be stored on the top shelves.  Rich stated that the archives would benefit from a vision of capacity of space for the records center.  A projection of spaces needs would be helpful and needs to be done in order to prevent problems that are being faced with the storage of permanent records.    Rich Jacobs wanted to know about access for staff in agencies to schedule changes.  Agencies have access through Infolinx and a browse able PDF that would be placed on the State Records Commission website, which as a result will make the schedules accessible to the public. 
c) State Archives

No state archives report was given.  A meeting to discuss the direction of the archives will be held with the rest of the staff in the upcoming weeks.
Discussion item: 

a) Statement on Non-Permanent Electronic Records with retention up to 20yrs
Gordon first talked about a grant proposal by CoSA for the use of states to deal with issues concerning records stored electronically.  The floor was then turned over to Meaghan McCarthy in which she explained the proposed statement about electronic records.  Rich Jacobs stated that we need to forget about telling agencies specifically how to handle electronic records, just make it clear that records are now able to be kept in digital form.  Gordon stated that the main point we were trying to come across with is that records no longer need to be printed out in order to be sent to the records center. Jeffrey Dawson saw this document more as guidance that includes general advice that he has given to agencies before.  Rich would rather see the document be given to records officers in terms of advice, not strict guidelines.  He also proposed the creation of a 2 sentence statement.  Rich was also raised the question of why 20yrs and not longer.  He thinks that there will be agencies asking why they have to print out records that have been stored on a computer if they were stored electronically for 20yrs but have a longer retention period.  He saw a disconnect between the length of time.  Karen Austin thinks that some agencies would benefit from a policy that is longer than 2 sentences.  She mentioned that some agencies are not comfortable with electronic only and will continue to send over the paper copy, the reason for a longer policy statement.  Tom stated that IT and archives people need to work together.  We also need to consider how agencies will enforce this internally and operational issues since no one is giving us extra money for this.
b) Karen Austin brought up the date July 19th having to with destruction of records within agencies.  Tom Shepherd was concerned about this going on since he wants there to be good records management in government.  No mention of this date was sent to any one in the archives.  Questions were brought up like is everything shredded.  Rich Jacobs wants to see the archives be prepared for the next time the date comes along.  A suggestion was made that the July 19th event Files Fly in July, held yearly, to be associated and linked to the State Records Commission.
Public comment:  


Leslie Leager is excited that the State Records Commission and the State Archives is moving towards accepting electronic records.  She mentioned that places like the DNR are looking to do the right thing in terms of this subject.  She thanked us for taking the first step and opening up the dialogue. 
Adjournment: 

  No other agenda items remaining, the meeting was adjourned at 11:35.  
