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	I. Call to Order, Welcome, Roll Call
	
	

	
	
	
	

	
	II. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman.
	
	

	
	
	
	

	
	III. Review, correct, if necessary, and approve the minutes of the October 8, 2014 meeting.
	
	

	
	
	
	

	FOR POSSIBLE ACTION
	IV. Health and Human Services, Aging and Disability Services	
	Recommended Action
	

	
	A. RDA 2006212:  Patient Medical Records (Adult)
	Amend
	Pg 3

	
	B. RDA 2015001:  Patient Medical Records (Youth)
	New
	Pg 4

	
	
	
	

	FOR POSSIBLE ACTION
	V. Taxation, Revenue Division
	
	

	
	A. RDA 2014217:  Tax Administrative Records
	No Action
	

	
	B. RDA 2015002:  Business Registration/Permit Files
	New
	Pg 4

	
	
	
	

	FOR POSSIBLE ACTION
	VI. Human Resource Management, Employee and Management Services
	
	

	
	A. RDA 2004039:  Appeals and Audio Hearings
	Amend
	Pg 6

	
	B. RDA 2004037:  Appeals Files (Disciplinary Actions)
	Amend
	Pg 6

	
	
	
	

	FOR POSSIBLE ACTION
	VII. General Records Retention and Disposition Schedule
	
	

	
	A. RDA 2015003:  Calendars
	New
	Pg 7

	
	
	
	

	
	VIII. NAC Update
R118-12; R107-13
	
	

	
	
	
	

	
	IX. BDR Update
33-318
	
	

	
	X. Nevada Department of Transportation Update
	
	

	
	
	
	




	FOR POSSIBLE ACTION
	XI. Discuss future agenda items
· Department of Education
· Attorney General’s Office:  Nevada Council for the Prevention of Domestic Violence
· Department of Corrections
· Department of Health and Human Services:  Marijuana Health Registry
· Department of Transportation
	
	

	
	XII. Information Items
Board room is reserved for 2015
	
	

	
	
	
	

	
	XIII. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman.
	
	

	
	
	
	

	
	XIV. Confirm time of next meeting
Next meeting scheduled for February 11, 2015 at 1:15 pm
	
	

	
	
	
	

	
	XV. Adjourn
	
	






· I:  Call to Order, Welcome, Roll Call
· II:  PUBLIC COMMENT
Comment may be limited to 5 minutes at the discretion of the Chairman.
· III:  REVIEW AND APPROVE THE MINUTES FOR OCTOBER 8, 2014
Draft minutes available for review at:  Minutes: October 8, 2014
· IV: FOR POSSIBLE ACTION
Division of Health and Human Services, Aging and Disability Services

	A.
	2006212
	Patient Medical Records (Adult)
	Modify

	B.
	2015001
	Patient Medical Records (Youth)
	New



Recommended Modifications:
Title:  Patient Medical Records (Adult)	RDA:  2006212
Description:	Last Reviewed on:  10/3/2014
These records document treatment provided to adults and/or children served in all division facilities (see NRS 629.051).  These records may include but are not limited to:  evaluations; legal records, including court orders, copies of arrest records and other legal documents, sanity commission evaluations, body receipts, etc.; medical records; treatment records, including plans and reviews, etc.; progress notes, including forensic intake and interdisciplinary notes; individual’s rights, including consents notices, authorizations, etc.; historical records, including health care records from other facilities and legal history; general information, including assets and income assessment, all correspondence not relating to legal status, social security and insurance documents, etc.  
Authorized Retention:
Retain these records until the individual attains the age of 23 or 6 years from the date of receipt or production of the records, whichever is later.
Authorized Disposition:
Destroy Securely
NSLA staff recommendation:
	The retention period meets the agency’s administrative and legal needs.
Agency review:
	The appraisal by NSLA is supported by the DHHS Records Official.

Justification for modifying RDA 2006212:
The current retention has two events and two retention periods.  Separating the adult and youth schedules will provide for more accurate retention of the records.



Recommended New RDA:
Title:  Patient Medical Records (Youth)	RDA:  2015001
Description:	
These records document treatment provided to youth served in all division facilities (see NRS 629.051).  These records may include but are not limited to:  evaluations; legal records, including court orders, copies of arrest records and other legal documents, sanity commission evaluations, body receipts, etc.; medical records; treatment records, including plans and reviews, etc.; progress notes, including forensic intake and interdisciplinary notes; individual’s rights, including consents notices, authorizations, etc.; historical records, including health care records from other facilities and legal history; general information, including assets and income assessment, all correspondence not relating to legal status, social security and insurance documents, etc.  
Authorized Retention:
Retain until the individual attains the age of 23.
Destroy Securely
NSLA staff recommendation:
	The retention period meets the agency’s administrative and legal needs.
Agency review:
	The appraisal by NSLA is supported by the DHHS Records Official.

Justification for new RDA 2015001:
To ensure accurate retention of the records, youth records were separated from adult records.
Begin date:	11/24/2014	Appraisal date:	11/24/2014	Appraised by:  SM	

· V: FOR POSSIBLE ACTION
Department of Taxation, Audit Division

	A.
	2014217
	Tax Administrative Records
	No Action

	B.
	2015002
	Business Registration/Permit Files
	New



Recommended New RDA:
Title:  Business Registration/Permit Files	RDA:  2015002
Description:	
These records are used to administer and document the licensing or permitting of businesses for the purposes of tax collection.  The files may contain, but are not limited to:  Nevada Business Registration and Supplemental Registration with related documentation; Sales Tax Account Closeout Request with supportive records; notice of reinstatement and other insurance and surety company forms; Pledge of Securities, copies of surety bonds, Bond of Retailer and/or User notarized statements; affidavit of qualification; Explanation of Claim for Bond and related documents; related correspondence.
Authorized Retention:
Retain for a period of eight (8) calendar years from the end of the calendar year in which the associated account(s) were closed.
Recommended Disposition:
Destroy Securely.
NSLA staff recommendation:
	The retention period meets the agency’s administrative and legal needs.
Agency review:
	The appraisal by NSLA is supported by the TAX Records Official.

Justification for new RDA 2015002:
These records contain administrative, legal and fiscal value.
Legal value is due to the rights and obligations of the businesses and the Dept. of Taxation – State Tax Commission (see NRS 372.397, 374.402 and 360.4193).  The eight year period of time is based upon the legal rights and obligations businesses have.  They have five (5) years to comply with the deferred tax plan (see NRS 372.397, 374.402 and 360.4193) and Taxation has an additional three (3) years to assess any other tax after that initial five year period (see NRS 360.4193).
These records contain confidential information protected by NRS 360.255 as well as NRS 239B.030.
10/08/2014:  The Committee requested that the retention statement be revised to make the retention subject to accounts that were closed.
12/3/2014:  Per Nicholas Wilhelm, the information described in 2014217 is a database.  RDA 2015002 pertains to the application information while RDA 2012023 (provided below for reference) pertains to Tax Returns.
The following RDA is provided for reference only:
RDA 2012023	Tax Returns
These records document the actual tax returns of sales and use tax, consumer tax and modified business tax reported to the Department (See NRS chapter 372 and NAC chapter 372 and for business tax NRS chapters 363A and 363B, and NAC chapters 363A and 363B).  The files may include but are not limited to:  Sales and Use Tax returns; Consumer Use Tax returns; Modified Business Tax returns; delinquent returns including amnesty files; related correspondence.
Authorized Retention:
Retain these records for a period of fourteen (14) calendar years from the end of the tax reporting year to which they pertain.
Recommended Disposition:
Destroy Securely 
Begin date:	9/10/2014	Appraisal date:	12/3/2014	Appraised by:  SM	



· VI: FOR POSSIBLE ACTION
Human Resource Management, Employee Management Services

	A.
	2004039
	Appeals and Audio Recordings
	Amend

	B.
	2004037
	Appeals Files (Disciplinary Actions)
	Amend



Recommended Modifications:
Title:  Appeals and Audio Recordings	RDA:  2004039
Description:	Last Reviewed on:  09/10/2008
These are the audio recordings of personnel disciplinary appeals heard before a Hearings Officer.

Authorized Retention:
Retain these records for a period of one (1) calendar year from the date of the calendar year to which they pertain 
Recommended Disposition:
These records may be disposed of in a normal manner, such as by dumping, recycling or deleting.  Destroy Securely.

NSLA staff recommendation:
	The retention period meets the agency’s administrative and legal needs.
Agency review:
	The appraisal by NSLA is supported by the DHRM Records Official.

Justification for modifying RDA 2004039:
Human Resource Management has contracted with the Hearings and Appeals Division to conduct the majority of their hearings. Custody of the records will transfer to the Hearings and Appeals Division.  Human Resource Management currently has an active contract to conduct a portion of the hearings with a vendor other than the Hearings and Appeals Division.  As such, not all the records will transfer until the contract expires in approximately 1 ½ years.  Human Resource Management has requested the retention of this record mirror the retention and disposition of the Hearings and Appeals Division. 

Recommended Modifications:
Title:  Appeals Files (Disciplinary Actions)	RDA:  2004037
Description:	Last Reviewed on:  08/11/2004
This record series is used to document the personnel disciplinary actions appealed to a hearings officer involving suspension, demotion, termination, involuntary transfers and/or whistleblower complaints.  The core file consists of Formal Appeal of Disciplinary or Involuntary Transfer form (NPD-54) or original letter requesting an appeal, copies of documents from the personnel service jacket, document index, Specificity of Charges form and related correspondence with original appeal.  The files may also contain:  motions, decisions, exhibits, copies of applications (NPD-1), work performance standards, job descriptions, job announcements, Personnel/Payroll Actions forms (NPD-35), “Request for Hearing under the Provisions of NRS 281.641 (Whistleblower Law)” (NPD-53), resignation forms (NPD-36), Employee Development Report form (NPD-15), Written Reprimands (NPD-52), audio and visual tapes, photos and similar documents.  
Authorized Retention:
Retain this record series for a period of three (3) two (2) calendar years from the date of the decision of the hearings officer, or the date the appeal was withdrawn, settled or dismissed.
Recommended Disposition:
These records may be disposed of in a normal manner, such as by dumping, recycling or deleting.  Destroy Securely.

NSLA staff recommendation:
	The retention period meets the agency’s administrative and legal needs.
Agency review:
	The appraisal by NSLA is supported by the DHRM Records Official.

Justification for modifying RDA 2004037:
Human Resource Management has contracted with the Hearings and Appeals Division to conduct the majority of their hearings. Custody of the records will transfer to the Hearings and Appeals Division.  Human Resource Management currently has an active contract to conduct a portion of the hearings with a vendor other than the Hearings and Appeals Division.  As such, not all the records will transfer until the contract expires in approximately 1 ½ years.  Human Resource Management has requested the retention of this record mirror the retention and disposition of the Hearings and Appeals Division.  CFR 1602.31authorizes 2 years.

· VII: FOR POSSIBLE ACTION
General Records Retention and Disposition Schedule

	A.
	2015003
	Calendars
	New


Recommended New RDA:
Title:  Calendars	RDA:  2015003
Description:	
These records are kept to document and facilitate the routine planning and scheduling of meetings, appointments, and similar activities.  Series may include calendars, appointment books, diaries, journals, daily planners, and similar records with routine content.

Authorized Retention:
Retain calendars of elected officials (expect those of the Governor), directors, department heads, appointed/key staff for a minimum period of one (1) calendar year from the end of the calendar year to which the record pertains. Retain calendars of supporting staff until no longer administratively useful.
Recommended Disposition:
Destroy

NSLA staff recommendation:
	The retention period meets administrative needs.
Agency review:
	The appraisal by NSLA is supported by the Archives Manager.

Justification for new RDA 2015003:
These records contain administrative value.
· VIII: 
NAC Updates: R118-12; R107-13

· IX: 
BDR Update:  33-318

· X: 
Nevada Department of Transportation Update

· XI: FOR POSSIBLE ACTION
Discuss future agenda items:  Department of Education; Attorney General’s Office:  Nevada Council for the Prevention of Domestic Violence; Department of Corrections; Department of Health and Human Services:  Marijuana Health Registry; Department of Transportation

· XII: Information Items
Board room is reserved for all of 2015

· XIII:  PUBLIC COMMENT
Comment may be limited to 5 minutes at the discretion of the Chairman.

· XIV: FOR POSSIBLE ACTION
Confirm time of next meeting.  
Next meeting scheduled for February 11, 2015 at 1:15pm

· XV: Adjourn
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