The Committee to Approve Schedules for the 
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for March 12, 2014 

Introductions and Roll Call:					Chairman Scott Anderson
	The Chairman called the meeting to order at 1:17 PM. He asked everyone to introduce themselves.
	Attendance Roll
Committee Member
	
Present

	Scott Anderson, Chairman, for Ross Miller, Secretary of State
	Yes

	Sarah Bradley for Catherine Cortez-Masto, Attorney General
	Yes

	Daphne DeLeon, Nevada State Library and Archives (NSLA)
	Yes

	Maud Naroll for Jeff Mohlenkamp, Department of Administration
	Yes

	Jim Earl for Dave Gustafson, Enterprise Information Technology Services
	Yes

	Margie Kassebaum , Governor’s Appointee
	Yes

	Staff
	

	Jeffrey Kintop, Assistant Administrator for Archives and Records, NSLA
	Excused

	Teri J. Mark, State Records Manager, NSLA
	Yes

	Cynthia Laframboise, State Archives Manager, NSLA
	Yes

	Robert H. van Straten, Senior Records Analyst, NSLA
	Yes

	Jerry Lindsay, Senior Records Analyst, NSLA
	Excused

	Michelle Byrne, Administrative Assistant, NSLA
	Yes

	Sara Martel, Records Manager, NDOT
	Yes

	Guests
	

	
	

	
	

	Brenda Shelton, Lyon County
	Yes

	Teresa Schlaffer, NDOT
	Yes



PUBLIC COMMENT:  There was no public comment. 

AGENDA ACTION ITEMS:
Item Number 1:						Chairman Scott Anderson
Review, correct if necessary and approve the minutes for the February 12, 2014 meeting.
-The date of the meeting in the Agenda and the Committee Packet was incorrect. 

	Committee action on Agenda Item 1:
	Details:

	Motion: 
	Approved as amended


	The motion was made by:
	Jim Earl

	The motion was seconded by:
	Daphne DeLeon

	The Committee vote to approve the motion:
	Unanimous - Maud abstaining



Item Number 2:						Jim Earl
For possible action: Discuss the Email and Work Productivity RFP (Cloud based services) from EITS.

	The bid for RFP (Cloud based services) closed last week and there were 8 responses. The RFP Review Committee has the details regarding the bids; who the responders were and how they plan to meet our needs. Daphne DeLeon handed out a list of “Excerpted Responses” dealing with record retention. The RFP Review Committee received this list of 150 questions from the different vendors who responded to the bid. The questions topics included the meaning of the term “archives” and also the requirements of records retention capabilities. There will be a report regarding the status of the issue and it will be brought up again as an April agenda item. 
 

Item Number 3: 						Sara Martel/Teresa Schlaffer
For possible action: Consent Agenda
Approve NDOT general records schedule discussed during the February 12, 2014 meeting:
	Committee review of TRDA’s
	

	TRDA#
	Title
	Action to be taken:

	2014002
	Accident Reports - Fatal (Administrative)
	Ready for approval

	2014005
	Adopt/Sponsor-A-Highway Records (Administrative)
	Ready for approval

	2014016
	Audit-Final Audit Report (Fiscal)
	Ready for approval

	2014017
	Audit Work Management and Resource Files (Fiscal)
	Ready for approval

	2014019
	Budget Work Management and Resource Files (Budget)
	Ready for approval

	2014021
	Capital Improvement Project Files (Budget)
	Ready for approval

	2014022
	Certificates of Destruction (Administrative)
	Ready for approval

	2014025
	Climatology and Meteorology Records (Environmental)
	Amended: event trigger changed.

	2014028
	Construction Contract: "As Built" Plan Sets (Administrative)
	Ready for approval

	2014029
	Construction Contract:  Certified Payroll Reports (Administrative)
	Ready for approval

	2014030
	Construction Contract:  Contract Approvals (Administrative)
	Ready for approval

	2014031
	Construction Contract:  Contract Form  (Administrative)
	Ready for approval

	2014032
	Construction Contract: Work Management and Resource Files (Administrative)
	Ready for approval

	2014040
	Disadvantaged  Business Enterprise Certification Records (Administrative)
	Ready for approval

	2014048
	Environmental Protection Records (Environmental)
	Ready for approval

	2014050
	Equipment Installation, Maintenance, and Calibration (Property Management)
	Amended to include transfer of records to new owner

	2014052
	Estimates, Projections and Model Outputs (Administrative)
	Ready for approval

	2014053
	Excess and Surplus Land Records (Land Management)
	Ready for approval

	2014056
	Facilities Construction Contract: "As Built" Plan Sets (Administrative)
	Amended: retention changed to “Permanent: Transfer to State Archives”

	2014057
	Facilities Construction Contract:  Approvals (Administrative)
	Ready for approval

	2014058
	Facilities Construction Contract: Contract Form (Administrative)
	Ready for approval

	2014059
	Facilities Construction Contract:  Work Management and Resource Files (Administrative)
	Ready for approval

	2014070
	General Project Files (Administrative)
	Ready for approval

	2014073
	Geotechnical Reports and Memoranda (Environmental)
	Amended: retention changed to “Permanent: Transfer to State Archives”

	2014080
	Historical Reports (Administrative)
	Ready for approval

	2014086
	Local Public Agency (LPA) Project Files (Administrative)
	Ready for approval

	2014088
	Maps, Diagrams, and Surveys Historical (Administrative)
	Ready for approval

	2014090
	Materials Testing Reports, Certifications, and Classifications (Administrative)
	Ready for approval

	2014093
	NDOT Lands Property Management (Land Management)
	Ready for approval

	2014105
	Periodic Reports to Other Public Bodies  (Administrative)
	Amended: “Periodic” removed. Retention period to be checked.

	2014106
	Permit Files - Event, Temporary Use (Administrative)
	Ready for approval

	2014107
	Permit Files - Over-Dimensional Vehicle (Administrative)
	Ready for approval

	2014117
	Property Acquisition - Historical (Land Management)
	Ready for approval

	2014174
	Qualified Product Vendor Files (Administrative)
	Ready for approval

	2014124
	Quality Based Procurement:  Agreement Files (Administrative)
	Ready for approval

	2014125
	Quality Based Procurement:  Review Committee Score Sheets (Administrative)
	Ready for approval

	2014126
	Quality Based Procurement:  RFI, RFQ, RFA or RFP - Unsuccessful Proposal (Administrative)
	Ready for approval

	2014127
	Quality Based Procurement:  Unsolicited Proposal - Unsuccessful (Administrative)
	Ready for approval

	2014131
	Rejected or Cancelled Construction and Facility Construction Contracts (Administrative)
	Ready for approval

	2014148
	Standard Plans and Specifications (Administrative)
	Ready for approval

	2014153
	Structural Design, Inspection, Maintenance and Testing Records (Administrative)
	Ready for approval

	2014168
	Unsuccessful Bids for Construction or Facilities Construction Contracts (Administration)
	Ready for approval


Records Officials: Sara Martel, Teresa Schlaffer
Committee Discussion:

Sara Martel presented that the only amendment for this item was in regards to the retention schedule on TRDA 2014015. The retention schedule wording needs to be changed, “periodic” is to be removed and changed to “the end of the calendar year to which it pertains.” All other TRDA’s have been approved as presented as discussed at the last meeting.

	Committee action on Agenda Item 3:
	Details:

	Motion: 
	Approved as amended


	The motion was made by:
	Sarah Bradley

	The motion was seconded by:
	Jim Earl

	The Committee vote to approve the motion:
	Unanimous – Maud abstaining



Item Number 4: 						Daphne DeLeon
For possible action: discuss the definition of a record and non-record; discuss the need to merge similar records into one RDA.

	Daphne DeLeon shared a graphic that described what records are and what are considered non-records. There was some concern from Sarah Bradley in regards to public disclosures of all records, including emails and what is considered to be a public record and what is a non record. 
	The Records Management Program NAC revisions have addressed the differences between what is a record and what is a non-record. Also discussed was the retention of records and non-records. With the cloud-based storage, the cost of storing records is minimized. However, the retention should be based upon its values: administrative, legal, fiscal and historical, not the ability to store and maintain records. 

Item Number 5: 						Robert van Straten			
For possible action: Consent Agenda		
Approve the merging of similar records by deleting the following General Schedule RDA’s:
	General Records Retention and Disposition Schedule
	

	RDA#
	Title
	Action to be taken

	2005096
	Performance Audit, Agency Copy
	Delete: Merged with RDA 2005095

	2006056
	Continuing Education (CE)/ Training Program Approvals
	Delete: Merged with RDA 2006055

	1995123
	Employee Development: Training Files
	Delete: Merged with RDA 2006055

	1999070
	Employee Development: Training Program Records
	Delete: Merged with RDA 2006055

	2007019
	Environmental: Generators of Hazardous Waste Records
	Delete: Merged with RDA 2004162

	2004220
	Checks and Check Register Files
	Delete: Merged with RDA 2007016

	2010057
	Tax Abatement Records: Denied Applications
	Delete: Merged with RDA 2010047

	2010058
	Tax Abatement Records: Incomplete Applications
	Delete: Merged with RDA 2010047

	2001063
	IFS Advantage Procedural Manual
	Delete: Merged with RDA 1995122

	2001064
	IFS Advantage Signature Authorization Files
	Delete: Merged with RDA 1998165

	2007030
	Security Plans, Policies and Procedures
	Delete: Merged with RDA 1995122

	2002125
	IT: Risk Analysis Files
	Delete: Merged with RDA 2007031

	2007029
	IT:  Security Evaluations and Reviews
	Delete: Merged with RDA 2007031

	2004216
	Personnel: Fitness For Duty Records
	Delete: Merged with RDA 2013048

	2004237
	Personnel: FMLA (Family Medical Leave Act) Records
	Delete: Merged with RDA 2013048

	2004248
	Personnel: Pre-employment Medical Screenings
	Delete: Merged with RDA 2013048

	2004217
	Personnel: Sick Leave Records
	Delete: Merged with RDA 2013048

	2009030
	Occupational Safety: OSHA Citation Postings
	Delete: Merged with RDA 2009029

	2009031
	Occupational Safety: OSHA Notices Postings
	Delete: Merged with RDA 2009029

	2000039
	Open Meeting Law: Ad Hoc Committee Records
	Delete: Merged with RDA 2005140

	2000049
	Open Meeting Law: Defunct Boards, Commissions, Councils and Standing Committees
	Delete: Merged with RDA 2005140

	2000053
	Open Meeting Law: Special Boards, Commissions, Councils, Committees, Offices and Task Forces
	Delete: Merged with RDA 2005140

	1998114
	Electronic Records: Master Files, Summaries
	Delete: Merged with RDA 1999110

	1998116
	Electronic Records: Special Purpose Programs
	Delete: Merged with RDA 1999110

	1998117
	Electronic Records: Test Files
	Delete: Merged with RDA 1999110

	1998118
	Electronic Records: Transaction File
	Delete: Merged with RDA 1999110

	1998119
	Electronic Records: Job Libraries
	Delete: Merged with RDA 1999110

	1998120
	Electronic Records: Master Files
	Delete: Merged with RDA 1999110

	1998128
	Electronic Records: Program Post List
	Delete: Merged with RDA 1999110

	1998129
	Electronic Records: Software Maintenance Log
	Delete: Merged with RDA 1995120

	1998131
	Electronic Records: Volatile Software Modifications
	Delete: Merged with RDA 1999110


Records Official: Jeff Kintop

Committee Discussion:
	Robert van Straten explained the supplement for this agenda item, going through each change listed above. There was clarification needed on the RDA 1998117 regarding Test Files. This item will be reviewed before merging it into another RDA and this individual RDA was tabled. The committee discussed the possibility of not needed to keep the test files for 6 years after being decommissioned due to it being a non-record. This will be reviewed at the next meeting. 

	Committee action on Agenda Item 5:
	Details:

	Motion: 
	Approve as amended


	The motion was made by:
	Sarah Bradley

	The motion was seconded by:
	Daphne DeLeon

	The Committee vote to approve the motion:
	Unanimous – Jim Earl did not vote



Item Number 6:						Robert van Straten
For possible action: Discuss, review and act upon deletions from the General Records Retention Schedule.
	General Records Retention and Disposition Schedule
	Schedule 1
	

	RDA#
	Title
	Committee Action
	Justification

	2010055
	Tax Abatement Records: Monitoring Copies
	Delete this RDA
	Convenience copy: Dept. Taxation is office of record 

	1995140
	Personnel: Position File Maintenance Records
	Delete this RDA
	Convenience copy : Budget Div. is Office of Record

	2002112
	Personnel: Occupational Studies
	Delete this RDA
	Convenience copy : HR Div. is Office of Record

	1998111
	Electronic Records: Cataloged List
	Delete this RDA
	Finding aid = non-record

	1998112
	Electronic Records: Database Statistics
	Delete this RDA
	Non-record 

	1998113
	Electronic Records: Indexes and Finding Aids
	Delete this RDA
	Finding aid = non-record 

	1998123
	Electronic Records: Tape Library Management System Reports
	Delete this RDA
	Obsolete

	1998130
	Electronic Records: System Backups
	Delete this RDA
	Non-record

	1998144
	Electronic Records: Administrative Databases
	Delete this RDA
	Actual records on agency specific schedules

	1998145
	Electronic Records: E-Mail Files
	Delete this RDA
	Actual records on agency specific or General schedules

	1998146
	Electronic Records: Electronic Spreadsheets
	Delete this RDA
	Actual records on agency specific schedules

	1998147
	Electronic Records: Working Files
	Delete this RDA
	Non-record 

	2002152
	Newspaper Clipping File
	Delete this RDA
	Non-record 

	2002153
	Subject Files: General
	Delete this RDA
	Non-record 

	2002154
	Association Files
	Delete this RDA
	Non-record 

	2002156
	Convenience Copies
	Delete this RDA
	Non-record 

	2002157
	Reference Files
	Delete this RDA
	Non-record 

	2005110
	Legislative Session Files
	Delete this RDA
	Non-record 

	2008012
	Audit Files: Performance Audit Workpapers
	Delete this RDA
	Workpapers are  Non-records 

	1998108
	Records Retention Schedule - Agency Specific
	Delete this RDA
	Non-record 

	2008024
	Cost Allocation Files - Supervisors & Employees
	Delete this RDA
	Non-record

	2004022
	Budget Records: Drafts of Proposed Budgets
	Delete this RDA
	Drafts are  Non-records 

	2002155
	Instructor's Training Files
	Delete this RDA
	Non-record 


 Records Official: Jeff Kintop

Staff presentation:
	These are all considered non-records by NAC 239.705 (2):
	2. The phrase "official state record," "public record" or "record" does not include nonrecord materials. Nonrecord materials include, without limitation, published materials printed by a governmental printer, informal notes, unused blank forms except ballots, brochures, newsletters, magazines, catalogs, pricelists, drafts, convenience copies, ad hoc reports, reference materials not relating to specific projects and any other documentation that does not serve as the record of an official action of an agency of the Executive Department or the Nevada System of Higher Education.

Committee Discussion:
	All deletions on this item were approved with the exception of RDA 1995140. There was a question about this item and if it appears on Budgets schedule or if it is on the general schedule. This item was tabled until it can be confirmed that it is on Budget’s schedule or not and will be discussed at the next meeting.  

	Committee action on Agenda Item 6:
	Details:

	Motion: 
	Table RDA 1995140
Approve as presented

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Daphne DeLeon

	The Committee vote to approve the motion:
	Unanimous



Item Number 7:						Robert van Straten
For possible action: Discuss, review and act on modifications and additions to the General Records Retention Schedule:
	General Records Retention and Disposition Schedule
	Schedule 1

	RDA#
	Title
	Committee Action

	1995122
	Legal: Policies and Standards
	Modify this RDA

	1998157
	Personnel: Supervisory Review Records
	Modify this RDA

	2005140
	Open Meeting Law: Minutes of Public Bodies
	Modify this RDA

	2013047
	Administrative: Internal Procedures 
	New RDA

	2013048
	Personnel: Medical Related Records
	New RDA

	2013046
	Personnel: Internal Studies Files
	New RDA

	2014174
	Open Meeting Law: Supplemental Material
	New RDA


Records Official: Jeff Kintop

Staff presentation:
	1995122: The retention period is being shortened from 6 to 1 year. Since they are permanent records to be sent to the State Archives, it is best to transfer them as soon as possible to preserve them and reduce the burden of maintaining the record to the state agencies.
	1998157: The retention statement is being minimized to avoid confusion.
	2005140: Because of the merger of several other duplicative Open Meeting Law records, it is necessary to add the transfer of records of decommissioned agencies to the retention statement.
	2013047: This is a new RDA to cover the internal procedures (desk manuals and operative instructions) of an agency.
	2013048: This RDA is being added by merging several other similar RDA’s into one simple RDA. The description within the Committee Packet for this RDA needs to be modified by removing “Reasonable Accommodations Records.”
	2013046: This RDA covers the internal studies that an agency may produce when studying better operating and management procedures. It is similar to Agenda Item 8.
	2014174: After studying the new additions to the Open Meeting Law created by the 2013 Legislature, it has become clear that not all supplemental records introduced during a meeting needs to be retained permanently. Only that material that a member of the public body or a member of the public requests during the meeting to be included in the minutes needs to be retained: all other material may be disposed of after a minimum retention period of 1 year.
Committee Discussion:
	The committee discussed all of the RDA’s with the exception of 2013048 and 2013046. Those items were tabled until the next meeting. All RDA’s were approved with the exception of the two not discussed.
	

	Committee action on Agenda Item 7:
	Details:

	Motion: 
	Approve as amended
Table RDAs 2013048 and 2013046

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Daphne DeLeon

	The Committee vote to approve the motion:
	Unanimous



Item Number 8:						Robert van Straten
For possible action: Discuss, review and act on addition to the Agency Specific Records Retention Schedule for:
	Department of Administration: Division of Human Resource Management
	Schedule 940301

	RDA#
	Title
	Committee Action

	2013-043
	Organizational Climate Study Records
	New RDA


Records Officials: Lee-Ann Easton, Shelly Blotter

This item was tabled. 

Item Number 9:						Chairman Scott Anderson
For possible action: Discuss future agenda items.

For the April meeting, it is proposed to include the following:
● Dept. of Administration, Public Works Division
● Dept. of Agriculture
● Dept. of Business & Industry, Industrial Relations Division
● GCB Investigations and Audit Division
● Dept. of Health & Human Services, Aging & Disability Services Division
● Dept. of Public Safety, Board of Parole Commissioners and Parole and Probation Div.
● Taxicab Authority

INFORMATION ITEMS
	There will be a Records Retention Class March 27th and there will also be a Public Records and Open Meeting Law Class on April 2nd. 

PUBLIC COMMENT:  There was no public comment. 

Item Number 6: 						Chairman Scott Anderson
For possible action:	Confirm the time and location of the next meeting. The next proposed meeting is scheduled for April 9, 2014 at 1:15 PM, in the Board Room of the Nevada State Library and Archives Building, 100 North Stewart Street, Carson City, Nevada.

ADJOURN
	Committee member Maud Naroll made the motion to adjourn. The Chairman called for a vote, and the vote was unanimous. The Committee meeting was adjourned at 3:30 PM.
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