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STATE OF NEVADA

DEPARTMENT OF ADMINISTRATION
NEVADA STATE LIBRARY, ARCHIVES and PUBLIC RECORDS
100 N. Stewart Street
Carson City, Nevada 89701
(775) 684-3411 * Fax (775) 684-3426 * TDD (775) 687-8338

The Committee to Approve Schedules for the Retention
and Disposition of Official State Records

Meeting Notice

DATE: September 9, 2020
TIME: 1:15 p.m.
LOCATION: Teleconference

Per Governor Sisolak’s issued Declaration of Emergency Directive 006 and Declaration of Emergency
Directive 029 regarding open meetings during the COVID-19 pandemic. The Committee to Approve
Schedules for the Retention provides access to the meeting via teleconference. The public may
access the meeting through the following call in information. The public may also make comments via
email to records@admin.nv.gov.

On the date and time of the meeting you can connect by calling:
Carson City: 775-687-0999
Las Vegas: 702-486-5260
Use access code 43313

If you would like copies of the materials for the meeting they are posted on the Nevada State Library
Archives and Public Records website or they can be mailed to you upon request. If there are any
guestions concerning access to the meeting please contact Lewis Martin at 775-684-3411.

Notice: The Committee to Approve Schedules for the Retention and Disposition of Official State
Records may address items out of sequence. The Committee may combine two or more agenda
items for consideration, and the Committee may remove an item from the agenda or delay
discussion relating to an item on the agenda at any time. As used herein and during the meeting,
the term “RDA” means “Records Disposition Authorization” which is the control number given to an
official action on retention and/or disposition made by the Committee.
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Agenda
1. Callto Order, Welcome, Roll Call

2. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020). The
public may make comments via email to records@admin.nv.gov.

3. Review, correct, if necessary, and approve the minutes from the August 12, 2020 meeting.
Attachment A (For possible action)

4. Proposed New RDAs for Agency Specific Records Retention Schedules for Department
of Health and Human Services, Division of Public and Behavioral Health, Environmental
Health Section. Attachment B (For possible action)

5. Proposed Modification RDAs for Agency Specific Records Retention Schedules for Nevada
State Library, Archives and Public Records, Library Services, Department of Health and Human
Services, Division of Public and Behavioral Health, Environmental Health Section, and Department
of Health and Human Services, Division of Public and Behavioral Health, Public Health and Clinical
Services. Attachment C (For possible action)

6. Proposed Deletion RDAs for Agency Specific Records Retention Schedules for Nevada State
Library, Archives and Public Records, Library Services and Department of Health and Human
Services, Division of Public and Behavioral Health, Public Health and Clinical Services.
Attachment D (For possible action)

7. Proposed New, Modification, and Deletion of RDAs for General Records Retention
Schedule. Attachment E (For possible action)

8. Discuss Future Agenda Iltems (For possible action)
Medical Examiners Board
Department of Administration, Human Resource Management, Compensation,
Classification and Recruitment

9. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020) The
public may make comments via email to records@admin.nv.gov.

10. Confirm date and time of next meeting (For possible action)
Next meeting scheduled for October 14, 2020 at 1:15 p.m.

11. Adjourn (For possible action)
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General Information

Members of the public who are disabled or who may require special accommodations at the
meeting are requested to notify Lewis Martin in writing at 100 N. Stewart Street, Carson City, NV 89701 or
by calling (775) 684-3411 or by email records@admin.nv.gov prior to the meeting date.

A complete copy of the information submitted to the Committee for this “Agenda and Meeting
Notice” is available by contacting Records Management at (775) 684-3411. This agenda, the Committee
Packet and all other supplemental material made available to each Committee member will also be made
available to the public on the website of the Department of Administration, Nevada State Library, Archives
and Public Records prior to the meeting date and may be found at: www.nsla.nv.gov (under Records
Management, State Records Committee).

The material is also available by contacting Lewis Martin at 100 North Stewart St. Carson City, NV
89701 (775) 684-3423 records@admin.nv.gov

Per Governor Sisolak’s issued Declaration of Emergency Directive 006 and Declaration of
Emergency Directive 029 regarding open meetings during the COVID-19 pandemic physical
postings of the agenda have been suspended. This agenda has been posted at the following
locations:

NSLAPR website: https://nsla.nv.gov/state records services

As required by NRS 232.2175: https://notice.nv.gov/ Under the Department of Administration,
State Records Committee.
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Attachment A
Meeting Minutes for Approval

The Commattee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for August 12, 2020

1. Call to Order, Welcome, Roll Call

The meeting was called to order at 1:21 pm. Per Governor Sisolak’s issued Declaration of Emergency Directive 006 and
Declaration of Emergency Ditective 029 regarding open meetings during the COVID-19 pandemic. The Committee to
Approve Schedules for the Retention provides access to the meeting via teleconference. The public may access the meeting
through the following call in information. The public may also make comments via email to records@admin.nv.gov.

On the date and time of the meeting you can connect by calling:
Carson City: 775-687-0999
Las Vegas: 702-486-5260
Use access code 43313

Committee Members:

Scott Anderson, for Barbara K. Cegavske, Secretary of State — Present

Jerry Lindsay, Governor’s Appointee — Present

Harry B. Ward, for Aaron Ford, Nevada Attorney General — Present

Tammy Westergard, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Present

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Lewis Martin, Administrative Assistant II, Nevada State Library, Archives and Public Records — Present

Guests Present:

Ian Carr, Deputy Attorney General — Present

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

Scott Anderson announced that Tammy Westergard had been named to a prestigious Board. Tammy Westergard explained that
she had been named to the International Advisory Board of the Vaclav Havel Library Foundation.

3: Attachment Al. Review and Approve the Minutes for February 12, 2020

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Meeting Minutes for Approval

4. Attachment A2. Review and Approve the Minutes for May 13, 2020

5: Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

6: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. Department of Human Resources Management, Central Payroll

A. Title: Deduction Input Documents RDA: 1988247

Description:
These records document deductlons to employees payroll Thisineladesallformsused-te-inputinformationintothe

f ] g g d atton— The records may include but are not limited to:
authonzatlon forms for elective deductlons,, ch11d support deduction records,; court execution records, student loans,
associated documentation, ands-related correspondence.

Authorized Retention:

Retain thesereeerds for aperiod-ef-two (2) calendar years from the end of the calendar year in which the employee
was paid.-te-which-theypertain:

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1988247:
Staff recommends the deletion of the procedural information in the description as it is not applicable for records
retention. Staff also recommends removing “to which they pertain.” and replacing it with “in which the employee was

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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paid” while removing “these records” and “a period of” in the retention statement to make a more defined and accurate
trigeer event.

B. Title: Direct Deposit Records RDA: 2011009

Description:

These records document the requests for deposit of payroll, to a banking institution via electronic direct deposit. The
records may include but are not limited to: direct deposit forms,z payroll reports, associated documentation, andy
related correspondence.

Authorized Retention:

Retain-thesereeerds for aperiod-of four (4) calendar years from the end of the calendar year in which the funds were
deposited. to~which-theypertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 2011009:

Staff recommends the additions to the description to ensure the verbiage encompasses all components of the records
series. Staff also recommends removing “to which they pertain.” and replacing it with “in which the funds were
deposited” while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

C. Title: IRS Tax Documentation RDA: 1988245

Description:

This-sertesineludes These records consist of all reports and backup documentation for reporting to the Internal
Revenue Setvice (26 CFR 31.6001-5). The records fites may include but are not limited to: Quarterly Return of
Withheld Federal Income Tax (FI1T) and Medicare Tax (941 CE),; Reportable Fringe Benefits Reports,y W-2 Master

List and W-2/W-2-CA¥-4 employer-eopies; levies against employees, andssimilar-doeamentatonasrequited-by,

associated documentation, and related correspondence. 26-CFR31-6001-5

Authorized Retention:

Retain thesereeerds for aperiod-of four (4) calendar years from end of the calendar year ofthe tax period eenreetnred.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, legal, and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource

Management, Central Payroll.

Justification for Modification of RDA 1988245:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Staff recommends changes to the description to reflect the records being produced and encompasses all components of
the records series more accurately. Staff recommends removing “concerned.” and replacing it with “from end of the
calendar year of” while removing “these records” and “a period of” in the retention statement to make a more defined
and accurate trigger event.

D. Title: Pay Register Report RDA: 1994057

Description:

These records document the pay and benefits earned by employees. The records may include but are not limited to:
pzy teg1stet report, associated documentation, and re]zted cotrespondence

Authorized Retention:

Retain these-teports for a-period-of thirty (30) calendar years from the end of the calendar year in which the
transaction occurred. to-~which-theypertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1994057:

The description was changed to reflect the record being produced more accurately. Staff recommends removing “to
which they pertain.” and replacing it with “in which the transaction occurred” while removing “these reports” and “a
period of” in the retention statement to make a more defined and accurate trigger event.

E. Title: Payroll Reports RDA: 1996113

Description:

These records document reports produced on payroll matters used for administrative purposes. The reports may include

but are not limited to: Rpayroll maintenance reports,; direet-depesitrepertsi-deduction reports,; longevityreports;

retirement reports, afrd; employee year to date gross reports, associated documentation, and related
correspondence.

Authorized Retention:

Retain theseteeerds for aperiod-of three (3) fiscal years from the end of the fiscal year in which the report was
created. to~which-therecords-pertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1996113:

Staff recommends changes to the description to reflect the records being produced and encompasses all components of
the records series more accurately. Staff recommends removing “to which the records pertain.” and replacing it with
“year in which the report was created” while removing “these records” and “a period of”” in the retention statement to
make a more defined and accurate trigger event.

F. Title: Time and Pay Maintenance Records RDA: 1996114

Description:

Fhisreecotrd-setiesis-used-to These records document time, leave, and pay adjustments. The files records may include
but are not limited to: annual Eleave payouts,s leave adjustments,; retirement adjustments,; pay adjustments,
overpayments, associated documentation, and ;5 related correspondence.

Authorized Retention:

Retain thisreeordsseries for aperiod-of three (3) fiscal years from the fiscal year in which the transaction occurred.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1996114:

Staff recommends the addition of “Pay” to the title to more accurately reflect the records produced. Staff recommends
changes to the description to encompass all components of the records series more accurately. Staff also recommends
removing “to which the records pertain.” and replacing it with “in which the transaction occurred” while removing “this
record series” and “a period of” in the retention statement to make a more defined and accurate trigger event.

2. Department of Human Resources Management, Central Records

A. Title: Employee Service Jacket RDA: 2003100

Description:

TFhisreeotd-setiesis These records document the official personnel file for those employed by the Executive and
Judlclal Branches of the State of Nevada ﬂVAC 284 498(5)) &ﬂd—fef&med—by—fhe—Dﬁﬂs}e&—e—ﬁH&m&n—Re&e&fees

e g :+ The records may include but are not
11m1ted to: Hlnrmg documentanon 1nclud1ng apphcauons W1th as%ocmted documentation deeurments,; Sstate and
federal forms, irelading Employment Eligibility Verification (I-9) forms, an employee’s change of status
documentation, EmpleymentStatus Maintenanee;Transaetionetes; Ddisciplinary action documentation,; Rresignation

documentation,; Pperformance evaluations, training documentation, {Seej5andsRelated associated documentation,

and related correspondence. NAG284:498(5)

Authorized Retention:

Retain theseteeerds for aperiod-of ten (10) calendar years from the end of the calendar year in which the employee

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 2003100:

Staff recommends the deletion of “and retained by the Division of Human Resources Management, Central Records.
The files may contain, but are not limited to:”. Staff recommends changes to the description to encompass all
components of the records series more accurately. Staff recommends removing “year of separation from service.” and
replacing it with “the end of the calendar year in which the employee separated from service.” while removing “these
records” and “a period of” in the retention statement to make a more defined and accurate trigger event. Staff also
recommends removing the procedural instructions at the end of the retention description. These should be part of a
policy or procedure, not in the retention statement.

B. Title: Employment Verification Documents RDA: 1995152

Description:

Thisreeord-seriesisusedte These records document the verification of employment in accordance with the
Immigration Reform and Control Act of 1986 (See 8 U.S.C. § 1324a and 8 CFR 274a). The-documentsinelude; butare
nothimitedte: The records may include but are not limited to: Department of Justice Immigration and
Naturalization Form I-9 Employment Eligibility Verification, {OMBNe—H15-0136)-with-attachments;- Copiesof
aeeeptable other documents used to verify employment &ﬁdﬁérssee&ted—dee&meﬂfes associated documentation, and

related cotrespondence N

Authorized Retention:

Retain theseteeerds for aperiod-of three (3) calendar years from end of the calendar year in which the employee
separated from service. date-of separationfrom—serviee.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 1995152:

Staff recommends removing specific form information from the description to enable adaptability to changes outside
the agency’s control. Staff recommends removing “Copies” from the description as copies are non-records. Staff
recommends removing the note section of the description as this is a reference to a procedural practice. Staff also
recommends removing “date of separation from service.” and replacing it with “end of the calendar year in which the
employee separated from service” while removing “these records” and “a period of” in the retention statement to make
a more defined and accurate trigger event

3. Sectetary of State, Notaries Division

A. Title: Commissioned Abstracter Files RDA: 2007054

Description:

These records document Thisrecord-seties-doeumentsand-administers the commissioning of abstracters (See NRS
240.250). The records may include but are not limited to: The-files-may-eontainbutare-notlimited-to: applications,

commissions, bonds, oath of office, associated documentation, and related correspondence. and-similardoecuments:

Authorized Retention:

Retain thisreeord-seties for apetiod-of six (6) calendar years from the end of the calendar year in which the
commission was filed. date-of-the-filing:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 2007054:

Per the Agency, they have interfiled these with the Notary records under RDA 1999063. Although these two series are
similar in components, the Agency has stated that this has to do with water rights. This gives them historical value and
should remain under this series number. Staff recommends that both series be filed separately. Having to search through
all Notaries to locate only the Commissioned Abstractor can be costly. Staff recommends removing “date of the filing.”
and replacing it with “end of the calendar year in which the commission was filed.” while removing “this record series”
and “a period of” in the retention statement to make a more defined and accurate trigger event.

B. Title: Digital Signature Authorities Files RDA: 2007061

Description:

These records document Thisrecord-series-doeumentsand-administers the certification of digital signature authorities
and repositories by the Secretary of State (SOS), (see NRS and NAC chapter 720). The records may include Fhefiles
may-eontain but are not limited to: Aapplications, withrelated-doeumentation ;- Rrenewal documentation, ;
Iimvestigations (NRS 720.150, NAC 720.810 to 720.850), +- Cepy-ef compliance audit, +SOS disclosure statement (NAC
720.370), s~ Ecertification practice statement (NAC 720.360), + Aadministrative hearing / disciplinary documentation
(See NAC 720.550 to 720.610 and 720.900 to 720.950), ;- Rrepository recognition documentation (See NAC 720.650 to

720.710), s-associated documentation, and related correspondence. Related-—correspondence-and-similar documents:

Authorized Retention:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
Agenda #3 August 12, 2020 Minutes for Approval Page 10



Attachment A
Meeting Minutes for Approval

Retain hisreeordseries for aperiod-of six (6) calendar years from the end of the calendar year in Whlch tlze

certification expires, is suspended, or revoked.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 2007061:

Staff recommends removing “date of expiration, revocation or suspension of the certification.” and replacing it with

[13 1 i 1 1 M M 2 1 1 (13 2
end of the calendar year in which the certification expires, is suspended, or revoked.” while removing “these records

and “a period of” in the retention statement to make a more defined and accurate trigger event.

C. Title: Notaries Files RDA: 1999063

Description:

These records document Thisrecord-seties-doeumentsand-administers the appointments of notary publics (See NRS
240.030). The records may include but are not limited to: The-files-may-eontainbutare-notlimited-to: applications,

appointments, bends; oath of office, complaints, violations, disciplinary actions, associated documentation, and
related correspondence and-similar-doeuments.
Authorized Retention:

Retain this-reeord-seties for apetiod-of six{6) ten (10) calendar years from the end of the calendar year in which
appointment has ended. date-ofthefiling.

Recommended Disposition:

PermanentTransferto-State Archives Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 1999063:

The State Archives is requesting a change to this series. Per the State Archivist, the records do not hold archival value.
Staff is proposing the retention be changed to ten (10) years from the date of the filing. The agency has agreed and
approves the change to the retention. The record has evidential value for research because it documents the function of
the office of the Secretary of State (NRS 240.010(1)(d)). Staff recommends removing “date of the filing” and replacing it
with “end of the calendar year in which appointment was filed” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

D. Title: Arbitration Agreements RDA: 2007060

Description:

These records document Thisrecord-series-doeuments filing of arbitration agreements in accordance with NRS
614.060. The records may include but are not limited to: The-fles-mayeontainbutarenotlimited-to copyof
arbitration agreement, associated documentation, and related correspondence and-similar-doeaments.
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Authorized Retention:

Retain thisreeord-series for aperiod-of six (6) calendar years from the end of the calendar year in which agreement
was filed. date-of-thefiling:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007060:

The Notaries Division, is no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaries and the Operations Division are aware of the request to transfer and agree. Staff
recommends removing “date of the filing”” and replacing it with “end of the calendar year in which the agreement was
filed” while removing “this record series” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

E. Title: Assistance to Finance Housing Files RDA: 2007055

Description:

These records document Thisrecord-seties-doeuments the official filing of documents relating to assistance to finance
housing (See NRS chapter 319). The records may include but are not 11m1ted to: Thefiles-maycontainbutarenot
Limited-te: agreements providing for the service of collateral (See NRS 319.230), instruments providing remedies of bond
holders (See NRS 319.370), associated documentation, and related correspondence and-similardoeuments.

Authorized Retention:

Retain hisrecord-seties for apetiod-of six (6) calendar years from the end of the calendar year in which documents
were filed. date-ofthefiling:

Recommended Disposition:

PermanentTransferto-State Archives-Destroy

NSLAPR staff recommendation:
The retention period meets administrative, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007055:

The Notaries Division, is no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaries and the Operations Division are aware of the request to transfer and agree. Per the
State Archivist, the records do not hold archival value. Staff recommends removing “date of the filing” and replacing it
with “end of the calendar year in which documents were filed” while removing “this record series” and “a period of” in
the retention statement to make a more defined and accurate trigger event.

F. Title: Public Lands Filings RDA: 2007056

Description:

These records document Thisrecord-series-doeuments the filings relating to public lands (See NRS 321.310, NRS
324.050 & NRS 328.100). The records may include but are not limited to: Thefiles-mayecontainbutare-notlimited
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te: Rreports of transactions by the State Land Registrar concerning the Carey Act (See NRS 324.050), s Rresolutions
ceding state jurisdiction of public lands (See NRS 328.100), ;- Gepy-ef titles to state lands conveyed by patent (See NRS
321.310), s-associated documentation, and Rrelated correspondence and-similardecuments.

Authorized Retention:

Retain thisreeord-series for aperiod-of six (6) calendar years from the end of the calendar year in which the
document was filed. date-ofthefiling:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007056:

Per the Notaries Division, they are no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaries and the Operations Division are aware of the request to transfer and agree. Staff
recommends removing “date of the filing” and replacing it with “end of the calendar year in which the document was
filed” while removing “this record series” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

G. Title: Registration of Public Securities Files RDA: 2007057

Description:

These records document Thisrecordseries-doeumentsand-administers the registration of public securities (See NRS
348.370). The records may include but are not limited to: Fhefles-maycontainbutarenotlimitedte: signatures of

officers signing certificated public securities, associated documentation, and related correspondence and-similar

Authorized Retention:

Retain thisreeord-seties for aperiod-of six (6) calendar years from the end of the calendar year in which the
registration was filed. date-ofthefiling:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Securities Division.

Justification for Modification and Transfer of RDA 2007057:

Per the Notary Division, this is no longer their function and should be transferred to the Securities Division. The
Notaries and the Securities Division are aware of the request to transfer and agree. Staff recommends removing “date of
the filing” and replacing it with “end of the calendar year in which the registration was filed” while removing “this

record series” and “a period of” in the retention statement to make a more defined and accurate trigger event.
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Discussion and Vote:

The proposals in Attachment C were approved as presented. The motion for items 1 and 2 was made by Alisanne
Maffei and the second was by Maureen Martinez. The vote was unanimous. The motion for item 3 was made by
Harry Ward and the second was by Jerry Lindsay. Scott Anderson abstained from the vote on item 3 because the new
RDAs were Agency Specific for the Secretary of State’s office; the remaining votes were unanimous for the members
present.

7: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. Department of Human Resources Management, Central Payroll

A. Title: Eleetronie HumanResources Records RDA: 2046060

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Deletion of RDA 2010060:
This is a database. Per the Division the data is used for the Payroll Reports contained in RDA: 1996113 and the Pay
Register Report RDA: 1994057. As a non-record, it should be deleted from the schedule.

2. Department of Conservation and Natural Resources, Bureau of Safe Drinking Water

A. Title: EPA QuarterlyandAnnual Reports RDA: 2003105

Description:

Recommended Disposition:
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NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Deletion of RDA 2003105:
Per the State Archivist, the records do not hold archival value as these are federal records. Staff recommends deleting
this RDA in lieu of following the General Schedule RDA 2005125 Grants: Federal Grants - Administrative Records as

these records are a reporting requirement for federal grants awarded to the agency.

3. Secretary of State, Notaries Division

A. Title: Marriage(Minister)Files RDA: 1999061

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Deletion of RDA 1999061:

After a review by both the Agency and the State Archivist, it was determined that this is a database and is not a record
series. Minister certificates are under county jurisdiction and are not official records of the state. As such, they are
considered non records they should be deleted from the retention schedule.

Discussion and Vote:

The proposals in Attachment D were approved as presented. The motion for items 1 and 2 was made by Maureen
Martinez and the second was by Harry Ward. The vote was unanimous. The motion for item 3 was made by Harry
Ward and the second was by Alisanne Maffei. Scott Anderson abstained from the vote on item 3 because the deleted
RDAs were Agency Specific for the Sectetary of State’s office; the remaining votes wete unanimous for the members
present.

8: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

Discussion and Vote:
As there were no action items, there was no discussion or vote.
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9: 2019 Legislative Bill Review Status Update

10: Discuss future agenda items

11: Public Comment

There was no public comment made during the teleconference and no public comment was made by mail or email leading up to
or during the meeting.

12: Determine time of next meeting

The next meeting will be held September 9, 2020 at 1:15 pm in the Nevada State Library and Archives Board Room.

13: Adjourn

The meeting was adjourned at 2:02 pm with the motion made by Harry Ward. The vote was unanimous.
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1. Department of Health and Human Services, Division of Public and Behavioral Health,
Environmental Health Section

A. Title: Pool and Spa Permit Files - Denied RDA: 2020001

Description:

These records document the review of plans and permits denied by the Division of Public and
Behavioral Health for the construction or remodeling (improvement) of pools, spas, "water
attractions;", and similar public bathing related structures (NRS and NAC 444). The records may
include but are not limited to: applications plans, manufacture’s specifications (equipment and
supplies), technical documents (equipment and supplies), letters of denial, associated
documentation, and related correspondence.

Authorized Retention:

Retain for three (3) calendar years from the end of the calendar year in which the permit was
denied.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for New of RDA 2020001

Staff recommends the addition of this records series to provide for the retention and disposition of denied
permit files in accordance with the agencies regulatory and administrative needs. The Environmental
Protection Agency (EPA) is the regulatory body for the Environmental Health Services. The general
authorized retention imposed by the EPA is three (3) calendar years.
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1. Nevada State Library, Archives and Public Records

A. Title: Federal Publications: Inspection Report RDA: 1999088

Description:

Fhisisan These records contain the evaluation report from the Federal Superintendent of Documents,
Government Printing Office, which evaluates and rates the Nevada State Library as a selective
depository library. Fhe-files-eonsist-of: The records may include but are not limited to: U.S.
Depository Library Inspection Reports, associated documentation, and related correspondence.

Authorized Retention:

Retain this-records-series-until-superseded-by-a-currentreport: the two (2) most current inspection

reports.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention meets administrative needs.

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

Justification for Modification of RDA 1999088:

According to the agency and the Government Printing Office, these reports are published on an irregular
basis and have a recommended ten (10) year retention. Staff recommends removing “this records series
until superseded by a current report” and making the retention period “two (2) most current inspection
reports until superseded.” to meet the ten (10) year retention recommendation based on the irregularity of
the report. For example, the last inspection report was issued in 2012. In addition, the extended retention
period ensures documentation of inspection report outcomes overtime.

B. Title: Federal Publications: Menthly-Statisties File-Biennial Surveys RDA: 1999090

Description:

Fhisrecords-seriesis These records document an i-house-summary-ob-material{s)}-sentto-the-State

Library-and-is-used-to-compile data compiled for annual-and-specialreporisto the Biennial Survey
submitted to the U.S. Government Printing Office (GPO). and-the-State-of Nevada—DBata-includes: The

records may include but are not limited to: operational statistics, media statistics, collection

statistics, patron statistics, shippinglistrumber-totalnumber-ofitems-on-the listand, associated

documentation, and related correspondence. thosereceivedinpaper-disk-fichevideoorany-other
format:

Authorized Retention:

Retain for a-period-of-two(2)-years-from-date-ofreceipt— the three (3) most current surveys.

Recommended Disposition:

Destroy
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NSLAPR staff recommendation:
The retention meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

Justification for Modification of RDA 1999090:

According to the agency, these surveys are submitted to the GPO every two years. Staff recommends a
retention schedule of “three (3) most current surveys until superseded.” in order to retain records to report
any applicable statistics to the legislature while also maintaining the records in accordance with the
Government Printing Office agency standard of requesting depository libraries to retain records for 5
calendar years (no specific records citation to this records series, the standard applies to various types of
records within the GPO across the board).

C. Title: Reference-Statistiesfor Library Services’ Annual Report RDA: 2000025

Description:

TFhisrecord-seriesis These records document consistof-a-statisticalreports-which-documents-library
serviceand-are requests—Fhisreportis the report compiled by the-Public Library Services section-of-the

Nevada-State-Library-for the annual Comprehensive Annual Financial Report (CAFR). ard-may
contain: The records may include but are not limited to: tetalnumberof reference transactions
information, tetal-lnterllbrary Ioans through the Onl|ne Computer L|brary Center (OCLC), workload;
AN-inter library
Ioan requests through the Nevada L|brary Cooperaﬂve (CoOP) C|rculat|on |nformat|on gate count
information, federal publications collection additions (shipping lists), state publications collection
additions (shipping lists), general collection additions, Nevada related collection additions, total
publication additions, applicable Federal Biennial Survey data, infermation—and number of tours or
workshops given by library staff, associated documentation, and related correspondence.

Authorized Retention:

Retain record-series for a-period-of-one{l) three (3) fiscal years from the end of the fiscal year in which
the report was completed. to-which-they-pertain-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

Justification for Modification of RDA 2000025:

According to the agency, these reports are used to report to the Controller’s Office and the Legislature.
Staff recommends changing the authorized retention from 1 calendar year to 3 to ensure the reports are
being maintained to meet the reporting requirement. Staff also recommends removing “to which they
pertain.” and replacing it with “in which the report was completed” and removing “record series” and “a
period of” in the retention statement to make a more defined and accurate trigger event.
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D. Talking Book Program: Patron Applications File—-Activated RDA: 1987128

Description:
These records document the applications of patrons who use the services of the Talking Book Program.

Ihei#e&may—een&am%u{—a%mmt—hm%ed—te The records may mclude but are not I|m|ted to:

Aapplications w
associated documentaﬂon and related correspondence

Authorized Retention:

Retain the-eriginal-application for a-period-of five (5) calendar years from the end of the calendar year in
which date the patron becomes inactive. Retainthe reading-records-foraperiod-ofat-least-one(1)
calendar-year from-the date the patron-becomes-inactive-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Nevada State Library, Archives and Public
Records.

Justification for Modification of RDA 1987128:

Staff recommends removing the second retention statement “Retain the reading records for a period of at
least one (1) calendar year from the date the patron becomes inactive.” which addresses the patron
reading record. The Reading Record is addressed in RDA 2019014 Talking Book Program Patron
Reading File. Currently, RDA 2019014 is not on this agenda for approval, but will be brought to the
Committee for approval as it is still being drafted. In the meantime the Talking Books Program will retain
the records, without disposition. In addition, staff recommends removing “the original application”, and “a
period of” in the retention statement to make a more defined and accurate trigger event.

E. Title: Talking Book Program: Patron Applications File-- Non Activated RDA: 2016009

Description:

These records document potential patrons who have applied for the Nevada Talking Book Services
Program but who did not complete the application process. Fhefilesmay eentain The records may
include but are not limited to: applications, with associated documentation, and related correspondence.

Authorized Retention:

Retain theserecords for a-peried-of one (1) year from the end of the calendar year in which the
application was received.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention meets administrative and legal needs.

Agency review:
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The appraisal is supported by the Records Officer for the Nevada State Library, Archives and Public
Records.

Justification for Modification of RDA 2016009:
Staff recommends removing “record series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

2. Department of Health and Human Services, Division of Public and Behavioral Health,
Environmental Health Section

A. Title: Drug and Cosmetic Manufacturing Licensure Files RDA: 1990453

Description:

FhisThese records document series-consists-of the licensing files for the manufacture of drugs and
cosmetics in the State of Nevada in-aceordance-with (NRS Chapter585 and NAC 585:010-through
-840). The files records may eentain include but are not limited to: aApplication materials;, itnspection

reports;, cconfidential infermationregarding-the product and intellectual property to-be-produced;

(plans, description of processes, testing results, etc.);, oOfficial notices;, cComplaints, hearings, and
disciplinary actions;,-associated documentation, and rRelated correspondence.

Authorized Retention:

Retain these-recerds-for a-peried-of three (3) calendar years from the expiration-orclose-of-the-license-

end of the calendar year in which the license expires or the Nevada based facility closes.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for Modification of RDA 1990453:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately. Staff recommends removing “expiration or close of
the license.” and replacing it with “end of the calendar year in which the license expires or closes.” In
addition, staff recommends removing “these records” and “a period of” in the retention statement to make
a more defined and accurate trigger event.

B. Title: Health-Proteetion Non-Establishment Complaint Files RDA: 1990428

Description:

TFhis These records series documents-non-establishment related complaints made to the Division of
Public and Behavioral Health regarding food-borne illness, trash nuisances, sewage problems, food

or product complaints, foed-establshments-conditions,and-othercemplaints. The records may

include, but s are not limited to: cEomplaintant's name and contact information;,- dBescription
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of the complaint;,- ilnvestigation and actions taken;,-associated documentation, and rRelated
correspondence.

Authorized Retention:

Retain thesereeords for a-peried-of three (3) calendar years from date-of-entry-the end of the calendar
year in which the complaint was filed.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for Modification of RDA 1990428:

Staff recommends removing “date of entry.” and replacing it with “the end of the calendar year in which
the complaint was filed”, and removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event. In addition, staff recommends the addition of “non-
establishment related” to the title and description to encompasses non-establishment-based complaints
and streamline retention according to the agency’s administrative needs. Establishment based
complaints are addressed in RDA 2006159.

C. Title: Health-Protection Establishment Permit Files RDA: 2006159

Description:

Fhis These records document series-consists-of-the permits issued by the Bureau Division of Public &
Behavioral Health (NRS and NAC 444 and 446) to estabhshments mcludlng, but not limited to: food
establishments {i A
NRS#L@%JO—and—NAG—446~82—1—te#I—6—843 publlc spas m—aeeerdanee—wrth—NR%AM—%@and—NA@
444520, public bathing facilities in-accordance-with-NRS-444.080-and-NAC444.258, septic tank pumping
contractors, individual sewage-systems-owners in-accordance-with-NAC-444-820 and invasive body
decoration establishments-in-accordance-with-NAC-444.784-t0-444.818. The files records may include;
but are not limited to: application materials including renewals and-copies-ofpermits;, inspection reports:,
complaints, hearing documentation, and-ether disciplinary action documentation;, other associated
documentation, and related correspondence.

Authorized Retention:

Retain the original application(s) and the most recent complete six years of documentation within
the files theserecords for a-period-of six (6) calendar years from the end of the calendar year in which

the expiration-of-the permit expires.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.
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Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for Modification of RDA 2006159:

Staff recommends removing specific citation information from the description to enable adaptability to
changes outside the agency’s control. Staff recommends the addition of “the original application(s) and
the most recent complete six years of documentation within the files” to provide for retention compliance
without overly burdening the agency with maintaining all records for the life of the permit or establishment.
Staff also recommends removing “expiration of the”, “these records”, “a period of’ and replacing it with
“end of the calendar year in which the permit expires” in the retention statement to make a more defined

and accurate trigger event.

D. Title: Individual Sewage Disposal Systems (ISDS) Residential Files Plans: Approved
RDA: 2003085

Description:

These records are-used-te-document the review of plans for the construction or remelding remodeling
(improvement) of resideney residential individual sewage disposal systems by the Division of Public
and Behavioral Health as+eguired-by-(NRS 444-650 and NAC 444)-750-t6-444-8396. The records may
contain include but is are not limited to: applications:, plans and specifications;, test reports:, project
reviews;, construction permits, occupancy permits, associated documentation, and related
correspondence;-Simiardocuments.

Authorized Retention

Retain these-recerds for a-period-offorty{40) three (3) calendar years from the end of the calendar year
in which the permit-was-approved sewage disposal system fails or is deemed failed (properly
abandoned, abated or cleaned up) by the Division.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for Modification of RDA 2003085:

Staff recommends the title change from “File” to “Plans” to identify their records series more accurately.
Staff recommends removing specific citation information from the description to enable adaptability to
change outside the agency’s control. Staff recommends the additions and deletions to the description to
ensure the verbiage encompasses all components of the records series more accurately. Staff
recommends changing the retention period from “a period of forty (40) in which the permit was approved”
to “three (3) calendar years... in which the sewage disposal system fails, or is deemed failed (properly
abandoned, abated or cleaned up)” in accordance with permit validity parameters according to NAC
444.784 Section 5 which states “The operating permit is valid until: (a) The individual sewage disposal
system fails or (b) A community sewerage system: (1) Is installed and available to service the area; and
(2) Passes through or is in physical contact with the property line or is located adjacent to the property in
a street or right-of-way that abuts the property line.” In addition, the agency recommends the 3 year
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retention period following the trigger event to comply with the practices and requirements of the
Environmental Protection Agency (EPA).

E. Title: Out-of-School Recreation Program Permit Files RDA: 2011034

Description:

These records document the Out-of-School Recreation Program Permits issued to local governments
(NRS Chapter 432A and {See-Assembly Bill (AB) 362, from the 2011 Legislative Session). -ahd-NRS
Chapter432A). The records may censist-ef include; but is are not limited to: permit applications with
supportive-documentation;, fee information reeerds;, inspection reports;, associated documentation,
and related correspondence.

Authorized Retention:

Retain these-records for a-peried-of three (3) calendar years from the end of the calendar year in which
the expiration-of-the permit expires.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section, and Child Care Licensing. All
subdivisions of Public and Behavioral Health are overseen by the same Records Officer.

Justification for Modification and Transfer of RDA 2011034:

The agency requests the transfer of this RDA as they are not the office of record. The office of record is
the Nevada Department of Health and Human Services, Division of Public and Behavioral Health Child
Care Licensing. Child Care Licensing has reviewed the RDA and agrees with the transfer and the
proposed edits. Staff recommends removing specific citation information from the description to enable
adaptability to change outside the agency’s control. Staff recommends the additions and deletions to the
description to ensure the verbiage encompasses all components of the records series more accurately.
Staff recommends removing “expiration of the” and replacing it with “end of the calendar year in which the
permit expires”. In addition, staff recommends removing “these records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

F. Title: Pools and Spas Permit Files - Approved RDA: 2003090

Description:

Fhis These records series-is-used-to document the review of plans and permits issued by the
Division of Public and Behavioral Health for the construction or remelding remodeling (improvement)
of pools, spas, "water attractions;", and similar public bathing related structures as-authorized-by (NRS

444-080{NRS-444.0651t6-444-120} and NAC 444).-610t6-444.536

that-are-within-theirjurisdiction-{some
county-health-departments-have-thisrespensibility}—The files records may include; but are not limited to:
applications with-asseciated-documentation;, plans, manufacturer specifications (equipment and

supplies eutfits), technical documents (equipment and supplies eutfits), ete-; letters of approval er
denialk, issued permits, associated documentation, and related correspondence.
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Authorized Retention:

Retain theserecords for three (3) calendar years from the end of the calendar year in which the permit
was-approved;or-denied-and-or-notrenewed. pool, spa, “water attraction”, or other similar public

bathing structure is closed or demolished.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.

Justification for Modification of RDA 2003090:

Staff recommends the title of “Permit and “Approved” to identify the records series more accurately. Staff
recommends removing specific citation information from the description to enable adaptability to change
outside the agency’s control. Staff recommends the additions and deletions to the description to ensure
the verbiage encompasses all components of the records series more accurately. Staff recommends the
removal of permit denials and the creation of a new retention series in order to provide an accurate trigger
event based on the agency’s administrative needs and functions. In addition, staff recommends the
removal of “these records” and “permit was approved, or denied and or not renewed.” and replacing it
with “pool, spa, “water attraction” or other similar public bathing structure is closed or demolished.” To
establish a more defined and accurate trigger event.

G. Title: Truck Wrecks Files RDA: 1990446

Description:

TFhis These records document series-consists-ofreports-of notifications made to the Division of
Public and Behavioral Health regarding truck wrecks involving food and/or drugs. The files-records
may eonsist-of include; but is are not limited to: incident notifications, sanitarian's inspections efthe
lead;, condemnation decisions and reports;, Becision-notto-condemn-theload:, associated
documentation, and related correspondence.

Authorized Retention:

Retain these-records for a-peried-of three (3) calendar years from date-efreport- the end of the calendar
year in which the notification was received.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Environmental Health Section.
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Justification for Modification of RDA 1990446:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately. Staff recommends removing “date of report.” and
replacing it with “end of the calendar year in which the natification was received”. In addition, staff
recommends removing “these records” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

3. Department of Health and Human Services, Division of Public and Behavioral Health,
Public Health and Clinical Services

A. Title: Community Health Nursing: Medical Records (Adult) RDA: 1990423

Description:

These records document medical services provided to adult clients of the Community Health Nursing
program. These records may centair include but are not limited to: aAuthorizations;, lkaboratory and x-
ray reports;, itmmunizations;, cClient medical and social histories;, associated documentation, and
rRelated correspondence;-Similar-documentation.

Authorized Retention:

Retain for six (6) calendar years from the end of the calendar year in which the client receives their
last service. date-oflastservices:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 1990423:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately. In addition, staff recommends deleting “date of last
services.” And replacing it with “the end of the calendar year in which the client receives their last
service.” in order to establish as more consistent and defined trigger event.

B. Title: Community Health Nursing: Medical Records (Youth) RDA: 2015005

Description:

These records document medical services provided to youth clients of the Community Health Nursing
program. These records may centain include but are not limited to: authorizationss, laboratory and x-ray
reports;, immunizationss;, client medical and social histories;, associated documentation, and related
correspondence;-similar-decumentation.

Authorized Retention:

Retain until the end of the calendar year in which the individual attains the age of twenty-three (23).

The Committee to Approve Schedules for the Retention and Disposition of Official State Records

Agenda #5 September 9.2020 Page 26



Attachment C
Proposed Modification RDAs for Agency Specific Records Retention Schedules

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 2015005:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately. In addition, staff recommends the insertion of “end of
the calendar year in which the” to allow for a more systematic and consistent trigger event.

C. Title: Community Health Nursing: Communicable Diseases Notifications RDA: 1990379

Description:

TFhis These records document series-consists-of the notification of occurrences of communicable
diseases as reported by-county-public-health-nurses to the State-Health Division of Public and
Behavioral Health.

Authorized Retention:

Retain these-records for a-peried-of five (5) calendar years from receipt-orproduction the end of the
calendar year in which the occurrence was reported.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 1990379:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more succinct. Staff recommends the deletion of “receipt or production”
and replacing it with “from the end of the calendar year in which the occurrence was reported.” in order to
establish a more consistent and defined trigger event. In addition, staff recommends removing “these
records” and “a period of” to establish a more concise and accurate trigger event.

D. Title: Community Health Nursing: Protocols and Clinical Standards Guides RDA: 1990426

Description:

Fhis These records document series-consists-of the protocols and clinical standards guides for
Community Health Nurses. The protocols are written by the Division Public and Behavioral Health for
the guidance of nurses in the performance of their official duties.
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Authorized Retention:

Retain theserecords for a-period-of six (6) calendar years from the end of the calendar year in which
the standard aftertheprotocel was superseded.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 1990426:

Staff recommends the title be changed from “Guides” to “Standards” to better reflect the nature of the
records. Staff recommends the additions and deletions to the description to ensure the verbiage
encompasses all components of the records series more accurately. Staff recommends the removal of
“after the protocol” and replacing it with “from the end of the calendar year in which the standard” in order
to establish a more consistent and defined trigger event. In addition, staff recommends removing “these
records” and “a period of” to establish a more concise and accurate trigger event.

E. Title: Early Intervention Services: Individual Service Plan Records Files RDA: 1990522

Description:

Fhis These records document client information for the series-consists-of Individual Service Plan
Program clientrecords. These records file may eentain: include but are not limited to: aApplications with
asseociated-decumentation;, fRinancial reports:, itndividual program plans including client medical
histories, copies-ef-medicalrecords;, associated documentation, and rRelated correspondence.

Authorized Retention:

Retain for a-period-of five (5) calendar years from the end of the calendar year te-which-they-pertain-in

which the client leaves the program.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services and of the Nevada
Department of Health and Human Services, Aging and Disability Services Division.

Justification for Modification and Transfer of RDA 1990522:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Aging and Disability Services Division as they are the office of record. In addition,
staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more accurately. Staff recommends the deletion of
“to which they pertain” and replacing it with “in which the client leaves the program.” in order to establish a
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more consistent and defined trigger event. Staff recommends removing “a period of” to establish a more
concise and accurate trigger event.

F. Title: Early Intervention Services: Maternal and Child Health Program Records Files
RDA: 2006025

Description:

Fhis These records series documents the Early Intervention services available through the Maternal and
Child Health Program (MCH) (See-NRS 442.130). The records files may eentain: include but are not
limited to: pPatient assessments records;, pParental participation permissions recerds:, associated
documentation, and rRelated correspondence.

Authorized Retention:

Retain for a-period-of six (6) calendar years from the end of the calendar year in which the the-date-a
client is no longer involved in the program.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services and of the Nevada
Department of Health and Human Services, Aging and Disability Services Division.

Justification for Modification and Transfer of RDA 2006025:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Aging and Disability Services Division as they are the office of record. In addition,
staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more accurately. Staff recommends the deletion of
“the date a” and replacing it with “the end of the calendar year in which the” in order to establish a more
consistent and defined trigger event. Staff recommends removing “a period of” to establish a more
concise and accurate trigger event.

G. Title: Individual Sewage Disposal Systems (ISDS) Residential Files Plans: Not Approved
RDA: 2008035

Description:

These records document reviews of plans for the construction or remelding remodeling (improvement) of
individual residency sewage disposal systems that were not approved (See NRS 444.650 and NAC
444.750 to through 444.8396). The record may eentain; include but is are not limited to: aApplications;,
pPlans and specifications;, tFest reports;, pProject reviews {including denial}-, associated
documentation, and rRelated correspondence.

Authorized Retention:

Retain theserecords for a-peried-of six (6) calendar years from the end of the calendar year in which they
were the plan was denied.
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services, and Environmental Health
Services. The Records Officer referred staff to the subdivision’s Program Officer for further approval of
the transfer. Records Officer has approved based on the changes approved by the Program Officer.

Justification for Modification and Transfer of RDA 2008035:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Environmental Health Services as they are the office of record. In addition, staff
recommends the additions and deletions to the title and description to ensure the verbiage encompasses
all components of the records series more accurately. Staff recommends the deletion of “they were” and
replacing it with “the plan was” in order to establish a more consistent and defined trigger event. Staff
recommends removing “these records” and “a period of” to establish a more concise and accurate trigger
event.

H. Title: Individual Sewage Disposal Systems (ISDS) Residential Files Plans Withdrawn or
Incomplete RDA: 2008036

Description:

These records document the reviews of plans for the construction or remelding remodeling
(improvement) of individual residency sewage disposal systems that were withdrawn from review or
deemed incomplete netapproved-in accordance with (See-NRS 444.650 and NAC 444.750 te through
444.8396). The records may centain; include but is are not limited to: aApplications;, pPlans and
specifications;, tFest reports;, pProject reviews {including denial}, associated documentation, and
rRelated correspondence.

Authorized Retention:

Retain these-records for a-peried-of one (1) calendar year from the end of the calendar year te-which-they
pertain—in which the plan was withdrawn or deemed incomplete.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services, and Environmental Health
Services. The Records Officer referred staff to the subdivision’s Program Officer for further approval of
the transfer. Records Officer has approved based on the changes approved by the Program Officer.

Justification for Modification and Transfer of RDA 2008036:
Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Environmental Health Services as they are the office of record. In addition, staff
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recommends the additions and deletions to the title and description to ensure the verbiage encompasses
all components of the records series more accurately. Staff recommends the deletion of “to which they
pertain.” and replacing it with “in which the plan was withdrawn or deemed incomplete” to establish a
more consistent and defined trigger event. Staff recommends removing “these records” and “a period of”
to establish a more concise and accurate trigger event.

I. Title: Maternal and Child Health (MCH): Proegram Client Referrals to Outside Providers Files-
RDA: 2010012

Description:

These are records document of clientsreferred-referrals to outside providers for service to clients of
the Maternal and Child Health Program (MCH) (See NRS 442.130 te through 442.170 and NAC
Chapter 442). The records may eentain; include but are not limited to: aApplications material;, fRinancial
eligibility documentation;, rReferrals for services;, Copies-of healthcare records received from outside
sources (sueh-as: physicians, hospitals, clinics, labs, etc.)-, sService authorizations;, associated
documentation, and rRelated correspondence.

Authorized Retention:

Retain theserecords for a-period-of three (3) calendar years from the date-of receipt-orproduction-of-the

record—end of the calendar year in which the referral was requested.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 2010012:

Staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more accurately. In addition, staff recommends the
deletion of “date of receipt or production of the record.” and replacing it with “end of the calendar year in
which the referral was requested.” to establish a more consistent and defined trigger event. Staff
recommends removing “these records” and “a period of” to establish a more concise and accurate trigger
event.

J. Title: Maternal and Child Health (MCH): Pregram-Medical Files Records (Adult)
RDA: 2006005

Description:

These files-include-the-health-care records document the health care of adult clients of the Maternal and
Child Health Programs (MCH) who receive health-care services from provided-directly-by-licensed
individuals licensed ef by the MCH (See NRS 442.130 te through 442.170, NRS 629.031 and NAC
Chapter 442,and-NRS-629-031). The records may eentain; include but are not limited to: aApplications
material;, fRinancial eligibility documentation;, rReferrals for services;, hHealthcare records;-inecluding
(consultations, examinations, orders, reports, notes, evaluations and-similarrecerds ,etc.);,
aAuthorizations for services;, associated documentation, and rRelated correspondence.
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Authorized Retention:

Retain for six (6) calendar years from end of the calendar year in which the last service was
provided. from-the-date-of-lastservices-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 2006005:

Staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more accurately. In addition, staff recommends the
deletion of “from the date of last services.” and replacing it with “from end of the calendar year in which
the last service was provided.” to establish a more consistent and defined trigger event. Staff
recommends removing “these records” and “a period of” to establish a more concise and accurate trigger
event.

K. Title: Maternal and Child Health (MCH): Pregram-Medical Files Records (Youth)
RDA: 2015006

Description:

These records document filesinelude the health care records of youth clients of the Maternal and Child
Health programs (MCH) who receive health-care services from provided-directh-by-licensed individuals
licensed of by the MCH (see-NRS 442.130 te through 442.170, NRS 629.031 and NAC Chapter 442;
and-NRS-629.031). The records may eentain; include but are not limited to: application materials,
financial eligibility documentation, healthcare records;-ieluding (consultations, examinations, orders,
reports, notes, evaluations and-similarrecords ,etc.), authorizations for services, associated
documentation, and related correspondence.

Authorized Retention:

Retain until the end of the calendar year in which the individual attains the age of twenty-three (23).

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services.

Justification for Modification of RDA 2015006:
Staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more accurately. In addition, staff recommends the
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insertion of “end of the calendar year in which the” to establish a more consistent and defined trigger
event.

L. Title: Sanitation Investigation Files RDA: 1990445

Description:

Fhis These records series-consists-ef-the document investigative reports on sanitation in medical
faeilities, public institutions, childeare-facilities, senior citizen centers, public accommodations, schools,

private-water-systems, sewer systems, frozen-desertplants-milk-haulers, RV parks, etc. The files
records may eentain; include but are not limited to: itnvestigation records including-supportive-material;,

dBocumentation of findings:, associated documentation, and rRelated correspondence.
Authorized Retention:

Retain these-recerds for a-peried-of three (3) calendar years from the end of the calendar year in which
the date-of report was submitted.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services, and Environmental Health
Services. The Records Officer referred staff to the subdivision’s Program Officer for further approval of
the transfer. Records Officer has approved based on the changes approved by the Program Officer.

Justification for Modification and Transfer of RDA 1990445:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Environmental Health Services as they are the office of record. In addition, staff
recommends the additions and deletions to the title and description to ensure the verbiage encompasses
all components of the records series more accurately. Staff recommends the deletion of “date of” and
replacing it with “the end of the calendar year the report was submitted” to establish a more consistent
and defined trigger event. Staff recommends removing “these records” and “a period of” to establish a
more concise and accurate trigger event.

M. Title: Sewage and Water System Plan Reviews: RV Parks RDA: 2003094

Description:

Fhis These records series-is-usedte document the review of plans for the construction or remelding
remodeling (improvement) of RV Parks that are-within-theirjurisdiction{seme-county-health-departments
have-thisrespensibility)- report to the Division. The files records may include; but are not limited to:
pPRlans, equipment specifications;-ete—;, Copies-of permits;, Copy-ofany Environmental Protection
Agency (EPA) complaints;, [Letter of approval or denial;, associated documentation, and rRelated
correspondence.

Authorized Retention:

Retain theserecords for three (3) calendar years from the end of the calendar year in which the permit
was approved, er denied, or and not renewed.
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services, and Environmental Health
Services. The Records Officer referred staff to the subdivision’s Program Officer for further approval of
the transfer. Records Officer has approved based on the changes approved by the Program Officer.

Justification for Modification and Transfer of RDA 2003094:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to Environmental Health Services as they are the office of record. In addition, staff
recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately. Staff recommends removing “these records” to
establish a more concise and accurate trigger event.

N. Title: Maternal and Child Health (MCH): Statisties/-Association of State and Territorial
Health Officials (ASTHO) Report RDA: 1990421

Description:

Fhis These records series-documents the pregram activities of Maternal and Child Health program in an
annual statistical report. The report contains statistics on numbers of clients, types of services provided
and various demographic information.

Authorized Retention:

Retain theserecords for aperied-of five (5) calendar years from the end of the calendar year in which
the report was submitted. from-date-ofreport-

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative and archival values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services, and the Office of Public
Health Informatics and Epidemiology. The Records Officer referred staff to the subdivision’s Program
Officer for further approval of the transfer. Records Officer has approved based on the changes
approved by the Program Officer.

Justification for Modification and Transfer of RDA 1990421

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to the Office of Public Health Informatics and Epidemiology as they are the office of
record. In addition, staff recommends the additions and deletions to the title and description to ensure the
verbiage encompasses all components of the records series more accurately. Staff recommends the
deletion of “from date of report.” and replacing it with “from the end of the calendar year in which the
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report was submitted.” to establish a more consistent and defined trigger event. Staff recommends
removing “these records” and “a period of” to establish a more concise and accurate trigger event.

O. Title: Women, Infants & Children (WIC): Client Case Files RDA: 2006023

Description:

TFhis These records series-contains document the individual case files of clients of the Women, Infants &
Children (WIC) nutrition program. The files records may eentain; include but are not limited to:
aApplications material;, sSocial information;, eEligibility documentation;, mMedical histories;
dBocumentation of verbal communications:, fFiscal material;, associated documentation, and rRelated
correspondence.

Authorized Retention:

Retain these-recoerds for a-peried-of six (6) calendar years from the end of the calendar in which the
client leaves the program. date-offinal-action-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services and Bureau of Child, Family,
and Community Wellness. The Records Officer referred staff to the subdivision’s Program Officer for
further approval of the transfer. Records Officer has approved based on the changes approved by the
Program Officer.

Justification for Modification and Transfer of RDA 2006023:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to the Bureau of Child, Family, and Community Wellness as they are the office of
record. In addition, staff recommends the additions and deletions to the title and description to ensure the
verbiage encompasses all components of the records series more accurately. Staff recommends the
deletion of “date of final action.” and replacing it with “the end of the calendar in which the client leaves
the program.” to establish a more consistent and defined trigger event. Staff recommends removing.
Staff recommends removing “these records” and “a period of” to establish a more concise and accurate
trigger event.

P. Title: Women, Infants & Children (WIC): Reports RDA: 2006022

Description:

TFhis These records series-consists-of document menthhs-gquarterhand annual reports on Women, Infant
and Children (WIC) nutrition program functions. The files records may include but are not limited to: (&)
financial and program status reports, participation reports, vendor activity, WIC budget, WIC
Administrative Expenditure Report, Financial Status Report, and-(b} WIC State Plan, racial-ethnic
participation report, associated documentation, and related correspondence.
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Authorized Retention:

Retain annuatrepertsfor a—perred—ei SiX (6) calendar years from the end of the calendar year in which
the report was submitted. a U y

oReRRun-repert

Recommended Disposition:
Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative and archival values.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services and Bureau of Child, Family,
and Community Wellness. The Records Officer referred staff to the subdivision’s Program Officer for
further approval of the transfer. Records Officer has approved based on the changes approved by the
Program Officer.

Justification for Modification and Transfer of RDA 2006022:

Public Health and Clinical Services are not the office of record. The agency and staff recommend the
transfer of this RDA to the Bureau of Child, Family, and Community Wellness as they are the office of
record. In addition, staff recommends the additions and deletions to the title and description to ensure the
verbiage encompasses all components of the records series more accurately. Staff recommends the
deletion of “from date of report.” and replacing it with “from the end of the calendar year in which the
report was submitted.” to establish a more consistent and defined trigger event. Staff recommends
removing “annual reports” and “Retain quarterly and monthly reports until superseded by an annual
report.” as it creates multiple retention trigger points for a single records series. Staff recommends
removing “a period of” to establish a more concise and accurate trigger event.
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1. Nevada State Library, Archives and Public Records

A. Title: CopyrightFiles-Material-{nter-Library-Loan) RDA: 1998076

Description:

Recommended Disposition:

Destroy-Securely

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1998076:

This RDA consists of supportive documentation for reporting to the State Controller’s Office, which is
covered in the modifications made to RDA #2000025. Staff recommends deleting this RDA to reflect the
current administrative and reporting needs of the agency.

B. Title: FodomlPulblentons Dosooion: Shinome Lot RDA: 1999086

Description:

Recommended Disposition:

Destroy

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA
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Justification for Deletion of RDA 1999086:

This RDA consists of supportive documentation for reporting to the US Government Printing Office, which
is covered in the modifications made to RDA #1999090 Federal Publications: Biennial Survey. Staff
recommends deleting this RDA to reflect the current administrative and reporting needs of the agency.

C. Title: Reference Questions RDA: 2000024

Description:

Recommended Disposition:

Dochre s Socuely

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 2000024:

This RDA consists of supportive documentation for reporting to the State Controller’s Office, which is
covered in the modification made to RDA #2000025. Staff recommends deleting this RDA to reflect the
current administrative and reporting needs of the agency.

D. Title: SticAoonerDopoctiop s Shisoine Lot RDA: 1987120

Description:

Authorized Retention:

. he i : - _

Recommended Disposition:

Destroy

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA
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Justification for Deletion of RDA 1987120:

This records series consists of reference materials utilized by the Library to meet their NRS 378.210
mandate which involves the publication of information on the NSLAPR website. As a reference material
to support a publication, they are not a record. Staff recommends deleting this RDA.

E. Title: Stelebate-ContorAdiliateAgrecment—— RDA: 1999106

Description:

Recommended Disposition:

Destroy

Agency review:
The appraisal is supported by Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1999106:

According to the agency, these records are considered supportive documentation and the State Data
Center Memorandum of Understanding is considered a contract. Staff recommends deleting this RDA
and for the agency to follow the General Schedule RDA # 1995086 Legal: Contracts and Agreements
which states “These records document instruments of obligation, including contracts, cooperative
agreements (both in and out of state), etc., and may include, but is not limited to: Lease/rental
agreements; Contracts for program services; Personnel contracts; Related correspondence”. The
retention period is “six (6) fiscal years from the date of termination, completion or cancelation.”

F. Title: State-Data-Center-Memorandum-of-Understanding RDA: 1999107

Description:

Recommended Disposition:

Destroy
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Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1999107:

According to the agency, these records are considered a contract. Staff recommends deleting this RDA
and for the agency to follow the General Schedule RDA # 1995086 Legal: Contracts and Agreements
which states “These records document instruments of obligation, including contracts, cooperative
agreements (both in and out of state), etc., and may include, but is not limited to: Lease/rental
agreements; Contracts for program services; Personnel contracts; Related correspondence”. The
retention period is “six (6) fiscal years from the date of termination, completion or cancelation.”

G. Title: RDA: 1999087

Description:

Recommended Disposition:

Destroy

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1999087:

Per the Federal Publications Librarian, these items are a finding aid for reference material. They are non-
records and should be deleted from the schedule.

H. Title: FederalPublications:—KardexFile RDA: 1999089

Description:

Recommended Disposition:

Destroy
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Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1999089:

Per the Federal Publications Librarian, these items are a finding aid for reference material. They are non-
records and should be deleted from the schedule.

I. Title: Federal Publications:--Maps-Catalog RDA: 1999092

Description:

Recommended Disposition:
Destroy

Agency review:
The appraisal is supported by the Records Officer for the State Library, Archives and Public Records.

NSLAPR staff recommendation:
Delete this RDA

Justification for Deletion of RDA 1999092:

Per the Federal Publications Librarian, these items are finding aid for reference material. They are non-
records and should be deleted from the schedule.

2. Department of Health and Human Services, Division of Public and Behavioral Health,
Public Health and Clinical Services

A. Title: WIC Participantdata-base RDA: 2006024

Description:
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Recommended Disposition:

Destroy-Seeurely

NSLAPR staff recommendation:
Delete this RDA.

Agency review:

The appraisal is supported by the Records Officer for the Department of Health and Human Services,
Division of Public and Behavioral Health, Public Health and Clinical Services and the Bureau Chief of
Bureau of Child, Family, and Community Wellness.

Justification for Deletion of RDA 2006024:
Databases are non-records. In addition, the content listed in this records series is also included in the
records and documentation outlined in RDA 2006023. Staff recommends the deletion of this RDA.
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Attachment E
Proposed New, Modification, and Deletion of RDAs for General Records
Retention Schedule

There are no proposed new RDAs for new, modification, and
deletion of RDAs for General Records Retention Schedule.
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