The Committee to Approve Schedules for the 
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for August 13, 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

	Cynthia Laframboise for Daphne DeLeon, Nevada State Library and Archives 
	Yes

	Maud Naroll for Julia Teska, 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
	Excused

	Cynthia Laframboise, State Archives Manager, NSLA
	See above

	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
	

	
	

	Melinda Ridgley, Public Safety
	Yes

	Ernie Richards, Public Safety
	Yes

	Mary Gore, 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 June 11th, 2014 meeting.

	There were no corrections needed for the June 11, 2014 meeting.  
	Committee action on Agenda Item 1:
	Details:

	Motion: 
	Approved as presented

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Jim Earl

	The Committee vote to approve the motion:
	Unanimous



Item Number 2:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for:
	Department of Transportation
	Schedule 

	RDA#
	Title
	Committee Action

	T2014211
	Maintenance Diaries
	New RDA

	T2014212
	Quality Based Procurement: Federally Funded Agreements
	New RDA

	T2014213
	Work Orders and Incident Report Forms
	New RDA

	T2014093  
	NDOT Lands Property Management (Land Management)
	Modify this RDA


Records Officer: Sara Martel

Staff Presentation:
	T2014211 are used by road crews to document what conditions they find. 
	T2014212 pertains to projects funded through federal grants.
	T2014213 these are orders for highway cleanup or other minor road work.
	T2014093 pertains to lands NDOT leases or licenses to others. 	

Committee discussion:
	This item was taken second. The committee suggested changing the title of Maintenance Diaries to Maintenance Crew Diaries to eliminate confusion on what they pertain to. The committee also would like to have the description clarified in T2014093. The land the records pertain to is not clear, and they would like to have this land identified. NDOT will add in that it applies to NDOT owned land that is leased out.  

	Committee action on Agenda Item 2:
	Details:

	Motion: 
	Approved as Amended

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Cynthia Laframboise

	The Committee vote to approve the motion:
	Unanimous 



Item Number 3:						Robert van Straten
For possible action: Discuss, review and act upon the records retention schedule for: 
	Department of Business & Industry: Division of Industrial Relations, Industrial Insurance Regulation, Workers Compensation Section
	Schedule 600500

	RDA#
	Title
	Committee Action

	2013049
	Audit Reports
	New RDA

	2014185
	Compliance Audits
	New RDA

	2014182
	Subsequent Injury Claims Files
	New RDA

	1988180
	Collection Records: Uninsured Employers
	Delete this RDA

	1988181
	Billing Record: Insurers of Workman’s Compensation
	Delete this RDA

	2014209
	Fines and Penalties
	New RDA


Records Officer: Angel Corum, Virginia Wicklund, Jim Estrada, Jacque Everhart

Staff Presentation:
	RDA 2013049 represents regular compliance audits required by state law.
	RDA 2014185 represents audits conducted to investigate complaints or possible violations.
	The Division of Industrial Relations (DIR) administers the Subsequent Injury Fund and is the office of record for the administrative and fiscal records. The Insurer is the office of record for the employee claim file.
	RDAs 1988180 and 1988181 relate to the old SIIS (State Industrial Insurance	System) and no longer are produced. They are obsolete RDAs.
	RDA 2014209 documents the fines and penalties assessed by the DIR.

Committee discussion:
	This item was taken third. The committee suggested changing the retention on 2013049 from 5 years to 6 years. This is to ensure that the audit is available until the next audit is performed. It will cause the agency to hold the previous audit, in the event the next audit is not performed on schedule. The committee also suggested that the name of 2013049 be changed to Performance Audits. 

	Committee action on Agenda Item 3:
	Details:

	Motion: 
	Approve as Amended

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Jim Earl

	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: 
	General Records Retention and Disposition Schedule
	Schedule 100

	RDA#
	Title
	Committee Action

	2006054
	Licensing: Complaint and Investigation Files
	Modify this RDA

	2006137
	Licensing: Disciplinary Files, Serious Violation
	Modify this RDA

	2006059
	Licensing: Professional and Occupational Licensing
	Modify this RDA

	2014204
	Licensing: Disciplinary Files, Minor Violation
	New RDA

	2014205
	Licensing: Professional and Occupational Licensing, Renewals
	New RDA

	1997010
	Internal Affairs Investigations
	Transfer this RDA

	2014206 & TRDA 2014214
	Open Meeting Law: Meeting Notification List
	New RDA


Records Officers: Joy Elwood and Cheryl Fretwell (CNR); Jeff Kintop and Daphne DeLeon (NSLA)

Staff Presentation:
	During the 2011 Legislative Session several laws relating to professional licensing boards were modified. Among the modifications is a requirement to retain disciplinary type records for a ten year period of time. This is the major change to RDA 2006054.
	Since not all disciplinary actions are vital for retention, RDA 2006137 has been changed to address major violations. RDA 2014204 is being created to address minor violations which can be purged from the file.
	RDA 2014205 is being created to allow the licensing boards to purge renewal material from the files on a regular basis.
	RDA 1997010 is being transferred from the State Parks Division to the General Schedule because many agencies throughout state government produce similar records.
	RDA 2014206 and TRDA 2014214 are being created to cover the requirement in NRS 241.020 to retain these contact records for six months. Since this RDA will also affect NDOT, it has been given a TRDA number also.	

Committee discussion:
	This item was taken fourth. All items except 1997010 have been tabled. The committee has asked that the Licensing Boards be brought the RDA’s (2006054, 2006137, 2006059, 2014204, 2014205) to discuss how long they feel the records should be kept. The committee would also like to further discuss unlicensed professional’s disciplinary files could fit into these RDA’s. The RDA 1997010 is to be amended to say “against employees” rather than “against division employees.” RDA 2014206 and TRDA 2014214 were also tabled and will be brought to the Open Meeting Law Deputy. 

	Committee action on Agenda Item 4:
	Details:

	Motion: 
	Approve 1997010 as Amended, All others tabled. 

	The motion was made by:
	Sarah Bradley

	The motion was seconded by:
	Cynthia Laframboise

	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: 
	Department of Health and Human Services: Aging and Disability Services Division
	Schedule 550101

	RDA#
	Title
	Committee Action

	2006026
	Early Intervention Services: Services for Children with Disabilities Files
	Modify and Transfer this RDA 


Records Officer: Dale Ann Luzzi (ASDS), Peter Janson (HHS)

Staff Presentation:
	The 2013 Legislative Session transferred the function of early childhood services from the Health Division to the Aging and Disability Services Division.	

Committee discussion:
	This item was taken fifth. The committee was presented the item and there was no further discussion. The RDA number is incorrectly listed as 2013049 in the meeting materials, the correct RDA for this item is 2006026. 

	Committee action on Agenda Item 5:
	Details:

	Motion: 
	Move to Transfer and Modify

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Cynthia Laframboise

	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: Chairman Connie S. Bisbee

Staff Presentation:
	The June 11th Committee action on this RDA required staff to verify the description of the record and also the event that will trigger the retention. After consulting with the Board, the recommended changes are presented for action.
Committee discussion:
	 This item was presented to the committee. The committee moved to approve the RDA, but after further review the title was modified to reflect what the files actually are. These files are working papers, the title will have “working files” added in parenthesizes.  

	Committee action on Agenda Item 7:
	Details:

	Motion: 
	Move to Approve: Amend Motion, “Approve as Amended”  

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Sarah Bradley

	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: 
	Department of Public Safety: Parole and Probation Division
	Schedule 920100

	RDA#
	Title
	Committee Action

	2003008
	Case Files
	Modify this RDA


Records Officers: Melinda Ridgely, Jennifer Pongasi

Staff Presentation:
	The Committee required NSLA staff to work with Parole and Probation staff to modify the description of RDA 2003008 to include pre-sentence reports and to report this to the Committee during the August meeting.

Committee discussion:
	This item was taken first. The committee was presented the item and there was no further discussion. 

	Committee action on Agenda Item 6:
	Details:

	Motion: 
	Approve as Presented

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Jim Earl

	The Committee vote to approve the motion:
	Unanimous 



Item Number 8:						Sara Martel
	For possible action: Discuss and consider a motion to authorize NDOT staff to make technical changes to RDAs including General Schedule Items similar to the motion made on March 13, 2013.

Staff Presentation:
	The Committee has authorized “staff” to make technical changes as needed. It is unclear if this includes NDOT staff. The Committee is requested to clarify this by allowing NDOT staff to make technical changes.
Committee discussion
	The committee was presented the item, and agreed to allow NDOT records staff to make technical changes. 

	Committee action on Agenda Item 8:
	Details:

	Motion: 
	To allow NDOT Records staff to make technical changes

	The motion was made by:
	Maud Naroll

	The motion was seconded by:
	Cynthia Laframboise

	The Committee vote to approve the motion:
	Unanimous



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

● General Schedule public records requests.
● Gaming Control Board, Technology Division
● GCB: Tax & License Division
● GCB: Investigations Division
● B&I: Financial Institutions Division
● DMV vehicle titles, driver’s licenses
● Tabled items from this meeting.

INFORMATION ITEMS	
Margie Kassebaum’s term expires in September.
The Attorney General’s office will do a Board and Commission training class. This will include a public records segment. 
Sarah Bradley will ask the AG to discuss their BDR’s with this committee. 
	EIT’s also has several BDR’s that are to amend requirements to maintain a list of confidential records by the Homeland Security Act. 
PUBLIC COMMENT:  
There was no public comment. 

Item Number 10: 						Chairman Scott Anderson
For possible action:  Confirm the time and location of the next meeting. 
The next proposed meeting is scheduled for September 10, 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 2:46 PM.

