The Committee to Approve Schedules for the 
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for May 14, 2014 

Introductions and Roll Call:					Chairman Scott Anderson
	The Chairman called the meeting to order at 1:18 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
	Excused

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

	Maud Naroll for Julia Teska, Department of Administration
	Yes

	Jim Earl for Dave Gustafson, Enterprise Information Technology Services
	Yes (Late)

	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
	Excused

	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
	

	Karen McRae, Gaming and Control Board
	Yes

	Barbara Bolton, Gaming and Control Board
	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 April 9, 2014 meeting.

	There were three errors that were changed for the April 9, 2014 meeting minutes. 
	The first error was under Agenda Item 10. There needed to be a break to start a new paragraph before the description of RDA 2001029. 
	Secondly, under Action Taken for Agenda Item 10, there needed to be a semi-colon and also the word “as” added in to have it say “Approve all others as presented.” 
	Finally, under Public Comment, the sentences were combined into one shorter sentence; it now reads “There was a public comment that the Public Records and Open Meeting Law Forum that was held on April 2nd was successful.”

	Committee action on Agenda Item 1:
	Details:

	Motion: 
	Approve as Amended

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Teri Mark

	The Committee vote to approve the motion:
	Unanimous



Item Number 2:						Jim Earl
For possible action: Discuss the Email and Work Productivity RFP (Cloud based services) from EITS.
	The RFP has been canceled. There will likely be another revised RFP at a later date. 

Item Number 3: 						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for: 
	Department of Business & Industry: Taxicab Authority
	Schedule 1210100

	RDA#
	Title
	Committee Action

	1991606
	Inspection of Taxicabs
	Modify this RDA

	1991602
	Out-of-Service Notice
	Delete this RDA

	1991607
	Twenty-four Hour Warning Notices
	Delete this RDA


Records Officer: Annette Watson

Staff Presentation:
	RDA’s 1991602 and 1991607 are being deleted because they are actually part of RDA 1991606 and are filed there.
	The retention period of RDA 1991606 is being increased to 3 years because of constant need for the information to support investigations and litigation.

Committee discussion:
	The committee was presented the reasoning behind the need to delete RDA 1991602 and 1991607. These two RDA’s are included in 1991606, and the committee then discussed the need to lengthen the retention period to three years. 

	Committee action on Agenda Item 3:
	Details:

	Motion: 
	Approve as presented

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Margie Kassebaum

	The Committee vote to approve the motion:
	Unanimous




Item Number 4:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for: 
	Nevada Funeral and Cemetery Services Board
	Schedule 440000

	RDA#
	Title
	Committee Action

	2000037
	License File: Businesses
	Modify this RDA

	2000035
	Inspection Records
	Modify this RDA


Records Officer: Diane Shaffer
Staff Presentation:
	The State Archives has reappraised RDA 2000037 and have declared that they do not have sufficient historical value to warrant transferring them to the State Archives. Therefore, the requirement to transfer them to the State Archives is being removed.
	The Funeral Board was recently reviewed by the Sunset Committee. During that review the Sunset Committee requested that the retention of RDA 2000035 be changed to 3 years. Records Management staff agrees with this request. 

Committee discussion:
	In the description of RDA 2000035, there were several words that were capitalized that did not need to be. These amendments were made and the RDA was approved. 
	There was a question on RDA 2000035 if as part of the inspections, the Funeral Board is checking to make sure cemeteries are keeping their records. The committee staff will contact the Funeral Board and ask them this question. 	

	Committee action on Agenda Item 4:
	Details:

	Motion: 
	Approve as Amended

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Margie Kassebaum

	The Committee vote to approve the motion:
	Unanimous



Item Number 5:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for: 
	General Records Retention and Disposition Schedule
	Schedule 100

	RDA#
	Title
	Committee Action

	1995140
	Position File Maintenance Cards
	Delete this RDA

	1998117
	Electronic records: Test Files
	Delete this RDA

	2009047
	Administrative: Public Records Request File, Granted
	Modify this RDA

	2009048
	Administrative: Public Records Request File, Denied
	Modify this RDA

	2014189
	Administrative: Public Records Request Log
	New RDA


Records Official: Jeff Kintop

Staff Presentation:
	RDA’s 1995140 and 1998117 are being deleted because they are non-records.
	The retention statement of RDA 2009047 is being modified to remove the “retain until no longer administratively useful” statement. This will solidify the retention period. The description and retention statements are being revised to omit all reference to an administrative appeal process. Nevada state law (NRS 239.011) provides for a court appeal only.
	RDA 2014189 is being created to cover logs of public records requests. This log will provide transparency in government in accordance with NRS 239.001.

Committee discussion:
	1995140 and 1998117 were tabled in March and were brought back for this meeting. 1995140 is no longer relevant, the cards are no longer in existence. Also, the office of record for the form “NPD-19” that replaced these cards is Human Resources, and it should not be on the general schedule. 
	1998117 was also tabled in March because there was a question if it should be part of system documentation. This is only a test record and should not be part of system documentation.
	There was an open ended retention of “as long as administratively useful” for the RDA 2009047. The retention period was presented to be changed to “for no longer than 90 days.” There was concern that the retention of 90 days is not long enough. This item was tabled due to needing more information on how long these records should be kept. 
	2009048 was modified to remove the word “appeal” from the description, due to there is not an appeal process for the denial of records. The only step would be court action. Also was changed is the retention event to the date of the denial, instead of the date of the final action. 
	2014189 is new, it is a suggestion for state agencies to keep logs of public record requests. There was a request to change the word “request” to “inspection” in the name of the RDA. The committee decided against changing the name. 

	Committee action on Agenda Item 5:
	Details:

	Motion: 
	Table 2009047; Approve deletions, Approve others as amended

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Margie Kassebaum

	The Committee vote to approve the motion:
	Unanimous



Item Number 6:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for: 
	Governor’s Office: Army National Guard
	Schedule 740101

	RDA#
	Title
	Committee Action

	2014190
	Army National Guard Personnel Files
	New RDA


Records Officer: Larry D. Hancock

Staff presentation:
	The 30 year recommended retention mirrors that required by Central Records of the Division of Human Resource Management. These records will be transferred to the Archives.

Committee discussion:
	The committee was presented the proposed item and it was confirmed this RDA is similar to the Air National Guard’s retention schedule. The item was approved.

	Committee action on Agenda Item 6:
	Details:

	Motion: 
	Approved as Presented

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Teri Mark

	The Committee vote to approve the motion:
	Unanimous



Item Number 7:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for:
	Department of Public Safety: State Board of Parole Commissioners
	Schedule  930000

	RDA#
	Title
	Committee Action

	2004176
	Parole Board Discharged Files
	Modify this RDA


Records Officer: (sent to Board for review)

Staff Presentation:
	The State Archives has reappraised these records and have declared that they do not contain sufficient historical value to justify permanent preservation in the State Archives.

Committee discussion:
	The committee tabled this item due to the concern of the change in the retention statement, and it not being approved by the Parole Board. Committee staff will contact the Parole Board and bring the item back. 

	Committee action on Agenda Item 7:
	Details:

	Motion: 
	Tabled

	The motion was made by:
	

	The motion was seconded by:
	

	The Committee vote to approve the motion:
	



Item Number 8:						Chairman Scott Anderson
For possible action: Discuss future agenda items.
● GCB Audit and Enforcement Divisions.
● DMV Titles
● P&P Presentence Reports
● Taxation: State Board of Equalization and Local Government Services Division
● CNR State Parks
● Agriculture: Pest Control Program
●Tabled Items
●NDOT agenda item

INFORMATION ITEMS
There will be a Records Retention class on May 15th, at the Gaming Control Board.

PUBLIC COMMENT:  
There was no public comment. 

Item Number 9: 						Chairman Scott Anderson
For possible action:  Confirm the time and location of the next meeting. 
The next proposed meeting is scheduled for June 11, 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 2:24 PM.
