
Administrative Services

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 04-01.S1REFERENCE NUMBER:

InsuranceRECORDS SERIES 

Aircraft, automobile, personal liability, fire, extended coverage policies; renewals' correspondence claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 04-02.S3REFERENCE NUMBER:

BondingRECORDS SERIES 

Fidelity and performance bonds, blanket bonds, individual bonds, renewals, correspondenceRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current 6 years While current plus 6 years

Final Disposition/Remarks:

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-02.S1REFERENCE NUMBER:

Affidavit for Duplicate WarrantRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-03.S1REFERENCE NUMBER:

Allotment Requests, Allotment Transfers, Cancelled Warrant, Stop Warrant PaymentRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-04.S1REFERENCE NUMBER:

Highway Expenditure AbstractRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-06.S1REFERENCE NUMBER:

Cancelled Warrant ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-07.S1REFERENCE NUMBER:

List of Outstanding WarrantsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-08.S1REFERENCE NUMBER:

Outdated Warrant ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-09.S1REFERENCE NUMBER:

Outstanding Warrants RecapRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-10.S1REFERENCE NUMBER:

Warrant Issue DetailRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

10 years (fiche) Record series cut-off plus 10 years (microfiche)

Final Disposition/Remarks: Microfilm. Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-11.S1REFERENCE NUMBER:

Warrant Issue RecapRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

15 years (microfiche) Record series cut-off plus 15 years (microfiche)

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-14.S1REFERENCE NUMBER:

Certification of Magnetic TapeRECORDS SERIES 

Input claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-16.S1REFERENCE NUMBER:

Commercial Printing and Centralized Printing Orders/RequisitionsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

3 months 14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-16.S2REFERENCE NUMBER:

Commercial Printing and Centralized Printing Orders/RequisitionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-18.S1REFERENCE NUMBER:

Purchase Orders and RequisitionsRECORDS SERIES 

Does not include requisitionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-18.S2REFERENCE NUMBER:

Purchase Orders and RequisitionsRECORDS SERIES 

Including specificationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-19.S1REFERENCE NUMBER:

Vehicle Dispatcher BillingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-20.S1REFERENCE NUMBER:

Voucher #1 - Capital ExpendituresRECORDS SERIES 

For construction of or extension of life of buildingRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

49 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-21.S1REFERENCE NUMBER:

ClaimsRECORDS SERIES 

All types.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

month

10 years 5 months Records series cut-off plus 10 years 6 months

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-24.S1REFERENCE NUMBER:

Voided or Spoiled WarrantsRECORDS SERIES 

Records Series Description:

When auditedRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Until audited Until audited



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-02.S1REFERENCE NUMBER:

Cash Receipts Transmittal - ModificationRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While active 10 years While active plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-04.S1REFERENCE NUMBER:

Return ItemsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-05.S2REFERENCE NUMBER:

Cash Receipts, Daily Receipts ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-06.S1REFERENCE NUMBER:

Cash Receipts, Monthly, Quarterly, and AnnualRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-10.S1REFERENCE NUMBER:

Monthly Listing of Journal EntriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-12.S1REFERENCE NUMBER:

Cash Receipts Subsidiary LedgerRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-02.S1REFERENCE NUMBER:

Legislative Appropriations, Appropriations Transfer, Outdated Warrants, Intra-FuRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-03.S1REFERENCE NUMBER:

Daily Transactions History JournalsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-04.S1REFERENCE NUMBER:

Accounting LedgersRECORDS SERIES 

Detail of posting to specific accountsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-05.S1REFERENCE NUMBER:

Chart of AccountsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-07.S1REFERENCE NUMBER:

List of Employee's Travel - AnnuallyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-08.S1REFERENCE NUMBER:

List of Employee's Travel - MonthlyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years



Final Disposition/Remarks: Microfiche

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-09.S1REFERENCE NUMBER:

Comptroller Financial Status Report (IFAS Reports)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-10.S1REFERENCE NUMBER:

Departmental Account BalancesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

3 years (fiche) 3 years (fiche)

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-12.S1REFERENCE NUMBER:

Month-end Account BalancesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-13.S1REFERENCE NUMBER:

Statewide Indirect Cost Allocation PlanRECORDS SERIES 

Including work papersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-15.S2REFERENCE NUMBER:

Treasurer's Daily Balance SheetsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-16.S1REFERENCE NUMBER:

General LedgerRECORDS SERIES 

Posting to fundsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-17.S1REFERENCE NUMBER:

Permanent School Fund LedgerRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-18.S1REFERENCE NUMBER:

Vehicle Depreciation LedgerRECORDS SERIES 

Records Series Description:

Disposal of VehicleRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Thru life of vehicle 3 years Thru life of vehicle plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-0.S1REFERENCE NUMBER:

Master Records File and Paid RefundsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-01.S1REFERENCE NUMBER:

Certification of Employment RegisterRECORDS SERIES 

Persons certified as employed at advent of IPERSRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-02.S1REFERENCE NUMBER:

Re-Calculation of IPERS BenefitsRECORDS SERIES 

1967Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-03.S1REFERENCE NUMBER:

Prior Service ElectionsRECORDS SERIES 

1953 FilingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-04.S1REFERENCE NUMBER:

Increase in IPERS BenefitsRECORDS SERIES 

1973 AmendmentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-01-05.S1REFERENCE NUMBER:

Record of Deleted IPERS WagesRECORDS SERIES 

Earnings and credits of individuals reported prior to December 1968Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-02-0.S1REFERENCE NUMBER:

Active Monthly Benefit Claims FileRECORDS SERIES 

Records Series Description:

Upon death of payeeRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Thru life of payee plus 2 years Permanent

Final Disposition/Remarks: Microfilm after 2 years; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-02-01.S1REFERENCE NUMBER:

Pay Order and Address CardsRECORDS SERIES 

Monthly payrollsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Destroy when new system is operative

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-02-02.S1REFERENCE NUMBER:

Monthly Retirement Benefits PaidRECORDS SERIES 

ListingRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-02-03.S1REFERENCE NUMBER:

Monthly Retirement Paid BenefitsRECORDS SERIES 

Warrants registerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-02-04.S1REFERENCE NUMBER:

Active Death Benefits Claims FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa. Microfilm after two years and destroy originals

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-03-0.S1REFERENCE NUMBER:

New Retirement and Death Benefits Claims and ProjectionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Administrative Services Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-03-01.S1REFERENCE NUMBER:

New Retirement and Death Benefits Claims IndexesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 25 

years

Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-04.S1REFERENCE NUMBER:

Terminated Retirement Benefit ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-05.S1REFERENCE NUMBER:

IPERS Death Benefits Claims Files ClosedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-06-0.S1REFERENCE NUMBER:

Applications for RefundsRECORDS SERIES 

Microfilm of paid refund claims, ledgers and warrant registersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-06-01.S1REFERENCE NUMBER:

Paid IPERS Refund TranscriptsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-06-02.S1REFERENCE NUMBER:

Interest Paid on Refunds to ClaimantsRECORDS SERIES 

Federal form 1099Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Sent to IRS at end of year

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-07.S1REFERENCE NUMBER:

Designation of BeneficiaryRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Terminated/Refunds purged and destroyed every three years; remainder microfilmed two years after death of 

member

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-08.S1REFERENCE NUMBER:

Signature VerificationRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-09.S1REFERENCE NUMBER:

IPERS Employer Tax ReturnsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa. Microfilm after 5 years and destroy originals

01/09/2003Adopted Date: 02/13/2003Effective Date:

EQU 01-01-01.S1REFERENCE NUMBER:

Contracts and Agreements for ServicesRECORDS SERIES 

Specifications, bids, quotations and purchase orders; lettings; contracts and agreements- commodity " case" filesRecords Series Description:

Upon fulfillment of contractRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Upon fulfillment of contract 10 years Upon fulfillment of contract plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-04-01.S1REFERENCE NUMBER:

Requests to Transfer State Surplus PropertyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-02-01.S1REFERENCE NUMBER:

DistributionRECORDS SERIES 

Issues, returns, or transfers; internal stock control records of supplies issued, returned to stock, or transferredRecords Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

While current 5 years While current 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-01.S1REFERENCE NUMBER:

Donee FilesRECORDS SERIES 

Records of agencies eligible to participate in program; distribution documents showing name of donee, date, 

code number of property received, government acquisition cost, service charge and records of receipt

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-02.GREFERENCE NUMBER:

Application for Surplus PropertyRECORDS SERIES 

Includes records of date of application, assigned number, location of property, type, government acquisition 

cost, date approved, date of property receipt, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-02.S1REFERENCE NUMBER:

Application for Surplus PropertyRECORDS SERIES 

Includes records of date of application, assigned number, location of property, type, government acquisition 

cost, date approved, date of property receipt, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-03.S1REFERENCE NUMBER:

DistributionRECORDS SERIES 



Transfers, auctions, disposal records of surplus equipment and suppliesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-04.S1REFERENCE NUMBER:

GSA Catalogs; Defense Property Catalogs and FlyersRECORDS SERIES 

Records of property available for donationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-01.S1REFERENCE NUMBER:

Telephone BillingRECORDS SERIES 

Including watts detail, toll detail, other charges and credits detail, local service detail, B022Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Hardcopy-3 months, 

Microfilm-5 years

Hardcopy-3 months, Microfilm-5 years

Final Disposition/Remarks: Destroy.  Retain hard copy 3 months after microfilm then destroy; destroy microfilm after 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-02.S1REFERENCE NUMBER:

Pre-edits, Edits, Corrections to Printout DetailRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-03.S1REFERENCE NUMBER:

Error ListsRECORDS SERIES 



Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-04.S1REFERENCE NUMBER:

Credits to Telephone BillsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-05.S1REFERENCE NUMBER:

List of Credit Card HoldersRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-06.S1REFERENCE NUMBER:

Telephone InventoryRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-07.S1REFERENCE NUMBER:

Year to Date Statewide Cost Allocation PlanRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Hardcopy 1 year, Microfilm 5 

years

Hardcopy 1 year, Microfilm 5 years

Final Disposition/Remarks: Microfilm after 1 year then destroy hardcopy.  Destroy microfilm after 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-03.S1REFERENCE NUMBER:

Mail Service - Daily Postage Use RecordsRECORDS SERIES 

Registered, certified and insured mail recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 03-02.0S1REFERENCE NUMBER:

Office Photocopiers Request for Placement and Supporting RecordsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current plus 1 year While current plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-02.S1REFERENCE NUMBER:

Microfilming Work OrdersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-03a.S1REFERENCE NUMBER:

Production Logs - MonthlyRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-03b.S1REFERENCE NUMBER:

Production Logs - AnnuallyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-03c.S1REFERENCE NUMBER:

Production Logs - WeeklyRECORDS SERIES 

Records Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-04.S1REFERENCE NUMBER:

Inventory of Security MicrofilmRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-04-01.S1REFERENCE NUMBER:

Word Processing Equipment JustificationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-01.S1REFERENCE NUMBER:

Vehicle Assignment RecordsRECORDS SERIES 

"Permanent" assignment of vehicles to individual employeesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-02.S1REFERENCE NUMBER:

Credit CardsRECORDS SERIES 

Official state credit card for each vehicle in poolRecords Series Description:

Disposal of vehicleRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Thru life of vehicle Thru life of vehicle

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-03.S1REFERENCE NUMBER:

Credit Card ReceiptRECORDS SERIES 

For each person assigned a vehicle on a permanent basisRecords Series Description:

Disposal of vehicleRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Thru life of vehicle Thru life of vehicle

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-04.S1REFERENCE NUMBER:

Vehicle IndexRECORDS SERIES 

Showing vehicle number, description of vehicle, department, date, purchase price, driver's name, etc.Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-05.S1REFERENCE NUMBER:

Requisition for State Pool Vehicles-White CopyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-05.S2REFERENCE NUMBER:

Requisition for State Pool Vehicles- Hard CopyRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-02-01.S1REFERENCE NUMBER:

Mileage ReportsRECORDS SERIES 

Monthly reports to vehicle dispatcherRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-02-02.S1REFERENCE NUMBER:

Garage FilesRECORDS SERIES 

Garage repair orders, vehicle assignment forms, warranty information, recalls, etc.Records Series Description:

Disposal of vehicleRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

Thru life of vehicle Thru life of vehicle

Final Disposition/Remarks: Destroy when vehicle is no longer owned by the state; garage repair order-billing copy kept with Vehicle 

Dispatcher claim vouchers; garage repair order - driver copy kept with the dept. copy of mileage report

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-05-0.S1REFERENCE NUMBER:

Accidents - Vehicle Accidents ReportsRECORDS SERIES 

Records of accidents involving state owned vehicles, legal action, and final settlementRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-05-01.S1REFERENCE NUMBER:

Vehicle Accident Log BookRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 7 

years

Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-02.S1REFERENCE NUMBER:

Space Administration - Space Allocation FilesRECORDS SERIES 

Records of state-owned, leased or rented space at seat of governmentRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-03-01.S1REFERENCE NUMBER:

Physical Plant Operation RecordsRECORDS SERIES 

Power house charts, boiler and heating plant records, water treatment plant records, and related records and 

reports of physical plant operations

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-03-02.S1REFERENCE NUMBER:

Work Requests for Maintenance and RepairsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-04-02.S1REFERENCE NUMBER:

After Hour Building PassesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-05.S1REFERENCE NUMBER:

UtilitiesRECORDS SERIES 

Records of utilities for state agenciesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-06.S1REFERENCE NUMBER:

Rent RevolvingRECORDS SERIES 

Record of rent paid for state agenciesRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 07-01.S1REFERENCE NUMBER:

Construction Project Files - Project Plans, Specifications and Contract RecordsRECORDS SERIES 

Feasibility studies, survey books, site reviews, aerial photos, blueprints, engineering drawings and tracings, 

specifications, contract bids, awards and change orders, etc.

Records Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Project completion plus 10 

years

Permanent

Final Disposition/Remarks: Purge and destroy contract payment record and incidental correspondence; microfilm blueprints, drawings and 

specifications.  Retain microfilm and hardcopy permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-01-01.S1REFERENCE NUMBER:

Section A - Performance Plan (M-12's)RECORDS SERIES 

Used to set job performance responsibilities and standards for state employeesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-01a.S1REFERENCE NUMBER:

Personnel Files of Employees Covered Under Chapter 19ARECORDS SERIES 

Documentation relative to individual's employment history; application (M-1). Report of Personnel Action 

(P-1), performance evaluations, general performance, work record documentation, etc.

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

73 years Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-02.S1REFERENCE NUMBER:



Payroll DocumentsRECORDS SERIES 

Documents supporting and payroll changes; Employee Deduction Information (P-8), Pay Information (P-8 & 

P-9A, Employee Pay Data (P-11). Annual salary lists changes (M3) Agency records are kept in individual 

employee's personnel files

Records Series Description:

End of current pay periodRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 pay 

period

2 years Record series cut-off plus 2 years plus 1 pay period

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 02-01.S1REFERENCE NUMBER:

Merit RulesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Deposit one copy in State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 02-02.S1REFERENCE NUMBER:

Policies, Methods and ProceduresRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Deposit one copy in the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-01-0.S1REFERENCE NUMBER:

Payroll JournalRECORDS SERIES 

Journal by departments, showing individual earnings, deductions, and net pay, with departmental summariesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



PER 03-01-01-01.S1REFERENCE NUMBER:

Certification PagesRECORDS SERIES 

Signed pages to certify correctness of the payroll journalRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

6 months 9 1/2 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-02.S1REFERENCE NUMBER:

Individuals Earnings ReportRECORDS SERIES 

Quarterly summary of earnings and deductions of each employee by pay periods with year-to-date accumulated 

totals

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-03.S2REFERENCE NUMBER:

Classification ReportRECORDS SERIES 

Section A - listing by department, class code, showing range and step of all filled positions, total authorized 

positions and number of vacancies; Section B - listing by class code, by department, of all filled positions

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-04.S2REFERENCE NUMBER:

Alpha listing of EmployeesRECORDS SERIES 

Section A - listing of all employees paid during calendar year and other data; Section B  - same by department; 

Section C - same by social security number.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-04.S1REFERENCE NUMBER:

Deferred Compensation FilesRECORDS SERIES 

All data and documents on each individual's deferred compensation planRecords Series Description:

No longer in effectRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While in effect plus 2 years While in effect plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-06.S1REFERENCE NUMBER:

Payroll Trustee ReportsRECORDS SERIES 

Detail of deductions from employee's pay, e.g., insurance, bonds, United Campaign, retirement, deferred 

compensation, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-09a.S1REFERENCE NUMBER:

Employee Garnishment RecordsRECORDS SERIES 

Individual files on each employee who has had garnished wagesRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-10.S1REFERENCE NUMBER:

Wage AssignmentRECORDS SERIES 

Employee wage assignment, order of court, record of payment from centralized payrollRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Closure plus 10 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-11a.S1REFERENCE NUMBER:

Dependent Care Plan Enrollment Application, Change Forms, Warrant Printouts, DepRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-11b.S1REFERENCE NUMBER:

CertificationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current plus 3 years 7 years While current plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-04.S2REFERENCE NUMBER:

Table of Authorized PositionsRECORDS SERIES 

Departmental report showing by class and position number the name and title of all employees, salary range, and 

present step, and other related information

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-01.S1REFERENCE NUMBER:

Position Control CardsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current 2 years While current plus 2 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-02.S1REFERENCE NUMBER:

Position DescriptionsRECORDS SERIES 

Position description questionnaires (M-2's), Audit Reports, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-03.S1REFERENCE NUMBER:

Request to Delete, Establish, Reallocate, or Transfer Authorized PositionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-04-0.S1REFERENCE NUMBER:

Class Master BooksRECORDS SERIES 

Materials used in developing or revising specifications, comparability studies, minimum qualifications reviews, 

deleted class specifications and standards

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-04-01.S1REFERENCE NUMBER:

Classification Standards and SpecificationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-04-02.S1REFERENCE NUMBER:

Salary Survey Information FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-05-01.S1REFERENCE NUMBER:

State Pay Plans for Merit System Covered PositionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-01-01.S1REFERENCE NUMBER:

AnnouncementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-02-01.S1REFERENCE NUMBER:

Applications and Resumes - Non-State EmployeesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PER 05-03-01.S1REFERENCE NUMBER:

Examination Room ListsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

PER 05-03-02.S1REFERENCE NUMBER:

Applicant Examination Answer SheetsRECORDS SERIES 

The test scores are bundled by month and then numerically by exam center.  A cover sheet is on each monthly 

bundle with the following data: name, score, date and social security number.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Cutoff plus 2 years 3 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-03-03.S1REFERENCE NUMBER:

Validation Study MaterialsRECORDS SERIES 

Item analysis files, content validity files, job analysis files, examination reference files, data bank files, etc.Records Series Description:

Test classification is not usedRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-03-04.S1REFERENCE NUMBER:

Job Analysis QuestionnairesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 06-01.S1REFERENCE NUMBER:

Eligible Applicant ListsRECORDS SERIES 

Request for certificationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 08-01-01.S1REFERENCE NUMBER:

Resolved or Withdrawn Grievances - Non-ArbitratedRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

29 years While active plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 08-01-02.S1REFERENCE NUMBER:

Arbitrated GrievancesRECORDS SERIES 

Includes grievance, appeal, arbitrators list, briefs filed by state and union, exhibits, and arbitrator's final award 

or decision

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

45 years While active plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-03.S1REFERENCE NUMBER:

Course MaterialRECORDS SERIES 

Handouts, outlines, course informationRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

While active plus 2 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-04.S1REFERENCE NUMBER:

Class ListsRECORDS SERIES 

Attendance rostersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-05.S1REFERENCE NUMBER:

Certificate Program Enrollment FormsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-06.S1REFERENCE NUMBER:

Educational Leave and Financial Assistance ApplicationsRECORDS SERIES 

Includes supporting documentationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 4 

years

1 year Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-04-01.S1REFERENCE NUMBER:

Worker's Compensation ReportsRECORDS SERIES 

First report of injury, Supplemental Reports of injury, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

While current 10 years While current plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-04-02.S1REFERENCE NUMBER:

Employee Case Index Card Reference FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-04-03.S1REFERENCE NUMBER:

Case BookRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-03.S1REFERENCE NUMBER:

Federal EEO-4 ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-02-04.S2REFERENCE NUMBER:

Fuel Tax Refund ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Administrative Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy



Agency

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-01-0.GREFERENCE NUMBER:

Executive CorrespondenceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-01-01.GREFERENCE NUMBER:

Commission/Council MinutesRECORDS SERIES 

Official minutes, orders, directives of a state commission, board or councilRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Print on acid-free paper or microfilm after 5 years.  Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-01-02.GREFERENCE NUMBER:

Departmental Staff MeetingRECORDS SERIES 

Minutes and supporting records documenting internal policy decisionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

Years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-01-03.GREFERENCE NUMBER:

Departmental Policies and ProceduresRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent



Final Disposition/Remarks: After a policy or procedure is no longer in effect, one copy is to be transferred to the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-01-04.GREFERENCE NUMBER:

Departmental Organization ChartsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: One copy to State Library.  After revision, agency copy goes to the State Archives unless it has been published 

in an annual or biennial report to the Governor

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-02.GREFERENCE NUMBER:

Systems Analysis, Surveys, Studies and ProposalsRECORDS SERIES 

Conducted to assist an agency in overall planning and programming (example: management by objectives)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 01-03.GREFERENCE NUMBER:

MembershipsRECORDS SERIES 

Requests and approvals to join associations, committees, etc.  Includes documentation to accompany requestRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy when agency is no longer a member

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-01.GREFERENCE NUMBER:

Programming Planning and Project Development FilesRECORDS SERIES 

Includes project plans, contracts and notices of grant awards, administrative reports, correspondence, data, and 

all long-range or on-going planning and programming.  Perpetual/Up-dated irregularly

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-02.GREFERENCE NUMBER:

Federal/State Programs and ProjectsRECORDS SERIES 

Includes project applications and approvals, contracts and notices of grant awards, administrative reports, 

correspondence, data, and all supporting documentation relative to administration of federal/state projects

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/09/2003Adopted Date: 02/13/2003Effective Date:

ADM 02-03.GREFERENCE NUMBER:

State Issued Contracts and Agreements for ServicesRECORDS SERIES 

Includes project applications and approvals, administrative reports, progress and inspection reports, 

correspondence, data and supporting documentation

Records Series Description:

Upon fulfillment of contractRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-04.GREFERENCE NUMBER:

State Plans and ProjectsRECORDS SERIES 

Includes administrative reports, correspondence, data, supporting documentation relating to administration of a 

state funded special program or project.  Examples: special "one-time" studies and programs requested by the 

Governor,  Iowa Legislature, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-06.GREFERENCE NUMBER:

Local Government Services Planning RecordsRECORDS SERIES 

Original Manuscripts of planning documentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 03-01-01.GREFERENCE NUMBER:

Annual/Biennial Reports to the GovernorRECORDS SERIES 

Reports required by statuteRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 6 

years

Permanent

Final Disposition/Remarks: One copy to the Governor and one copy to the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 03-01-02.GREFERENCE NUMBER:

Annual Reports of Internal Departmental Activity and OperationsRECORDS SERIES 

Reports not required by statuteRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 04-01.GREFERENCE NUMBER:

InsuranceRECORDS SERIES 

Aircraft, automobile, personal liability, fire, extended coverage policies; renewals' correspondence claimsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 07/12/2007Effective Date:

ADM 04-02.GREFERENCE NUMBER:

BondingRECORDS SERIES 

Fidelity and performance bonds, blanket bonds, individual bonds, renewals, correspondenceRecords Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current 6 years While current plus 6 years

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 05-01.GREFERENCE NUMBER:

Emergency Operations PlansRECORDS SERIES 

Continuity of operations, evacuation plans, designated sheltersRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 06-01.GREFERENCE NUMBER:

Government Agencies and OrganizationsRECORDS SERIES 

Reference files of minutes, policies and procedures, directives, guidelines, correspondence and similar material 

received from or relative to another government agency or organization

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 06-02.GREFERENCE NUMBER:

Advisory Boards, Commissions, Associations, Committees and Task ForcesRECORDS SERIES 

Reference files of quasi-governmental organizational units established to assist state agencies in policy 

decisions; or required to report activities and expenditures to state agencies; or of which a state official is a 

member by statute

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 06-03.GREFERENCE NUMBER:

Professional and Technical AssociationsRECORDS SERIES 

Reference files of reports, conference proceedings, announcements, and similar material received from such 

organizations as the American Management Association, etc.

Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 06-04.GREFERENCE NUMBER:

Private Industry and OrganizationsRECORDS SERIES 

Reference files and correspondence received from or relative to private industry or organizationsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-01-01.GREFERENCE NUMBER:

Press Releases/News ClippingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-01-02.GREFERENCE NUMBER:

Radio/TV ReleasesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-02-01.GREFERENCE NUMBER:

Internal (Publications)RECORDS SERIES 

Newsletters, bulletins, announcements for internal current departmental use onlyRecords Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-02-02.GREFERENCE NUMBER:

External (Publications)RECORDS SERIES 

Pamphlets, newsletters, brochures for distribution to the State LibraryRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Six copies to the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-02-02-01.GREFERENCE NUMBER:

Mailing/Contact ListsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-02-03.GREFERENCE NUMBER:

External (Publications)RECORDS SERIES 

To be used for reference material - other than those retained by the State LibraryRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-01.GREFERENCE NUMBER:

Exhibits, Films, Movies and Videotape productionsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-02-0.GREFERENCE NUMBER:

SpeechesRECORDS SERIES 

Agency officialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-03.GREFERENCE NUMBER:

Photographs/biographiesRECORDS SERIES 

Agency officialsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-04.GREFERENCE NUMBER:

Contests and AwardsRECORDS SERIES 

Lifesaving and Outstanding Service (citizen's awards) and other such awardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy at discretion of agency officials

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-05.GREFERENCE NUMBER:

Information and Education ProgramsRECORDS SERIES 

Outlines of material presented; program materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-04-01.GREFERENCE NUMBER:

General CorrespondenceRECORDS SERIES 

Complaints, criticisms, requests, letters of appreciation.  General only - otherwise file under appropriate subject 

or issue

Records Series Description:

6 months or until resolvedRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

6 months or until resolved 6 months or until resolved

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-04-02.GREFERENCE NUMBER:

Subject Correspondence (Issue Files)RECORDS SERIES 

Complaints, criticisms, requests, letters of appreciation and supportRecords Series Description:

6 months or until resolvedRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

6 months or until resolved 6 months or until resolved

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-07.GREFERENCE NUMBER:

MeetingsRECORDS SERIES 

Correspondence, memos, notices and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-08.GREFERENCE NUMBER:

Public ParticipationRECORDS SERIES 

General correspondence, newspapers, public commentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-09.GREFERENCE NUMBER:

Data Processing SystemRECORDS SERIES 

Correspondence, requests for programming, and background material for various department systemsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

18 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-0.GREFERENCE NUMBER:

State Agency Budgets-State/Federal FundsRECORDS SERIES 

Budget notes, calculations, statistics, background, minutes of departmental budget hearings, supplemental 

budget manual, capital appropriation request, budget details and related supportive documentation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-03.GREFERENCE NUMBER:

Federal Grant Pre-application, Approvals and ContractsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-01.GREFERENCE NUMBER:

Accounts Payable RecordsRECORDS SERIES 



Transactional expenditure source records and control records such as: purchase orders, requisitions, claims, 

bank accounts, travel expenditures, registers, logs, listings, related correspondence, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-01-01.GREFERENCE NUMBER:

Accounts Payable Backup Detail to ClaimsRECORDS SERIES 

Voluminous backup detail to claims paid by agency credit or procurement cards, payments including lengthy 

contract documentation, and also detail retained by agencies in any format for payments submitted electronically 

for batch processing.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

9 years, 6 months Record series cut-off plus 10 years, 6 months

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-01.GREFERENCE NUMBER:

Accounts Receivable RecordsRECORDS SERIES 

Source transactional and related control records documenting receipts owed to, collected by or deposited with 

the state, including, but not limited to, receipts, license and permit fees, grants drawdown, returns, 

reimbursements, and modifications.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-01.GREFERENCE NUMBER:

General Accounting RecordsRECORDS SERIES 

Records summarizing, and affording control over, detail contained in transactional records.  General accounting 

records include, but are not limited to, ledgers, journals, reports and financial statements.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-02.GREFERENCE NUMBER:

Indirect Costs - Indirect cost Analysis and ProposalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-01-0.GREFERENCE NUMBER:

Audit ReportsRECORDS SERIES 

State agency, county, municipality, school, 28E entity, other governmental subdivision or CPA reviewRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-02.GREFERENCE NUMBER:

Federal Audit Reports of State Agencies Receiving Federal FundsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-07.GREFERENCE NUMBER:

Annual Financial ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Agency Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-02.GREFERENCE NUMBER:

Error Reports, Adjustments, Reconciliations Cash Register TapesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-02.GREFERENCE NUMBER:

Federal Financial ReportsRECORDS SERIES 

Quarterly or annual reports to the federal government relative to federal programs and projectsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-01.GREFERENCE NUMBER:

State Water PlanRECORDS SERIES 

Plans, reports, and all supporting documentation and related materialsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/09/2003Adopted Date: 02/13/2003Effective Date:

EQU 01-01-01.GREFERENCE NUMBER:

Contracts and Agreements for ServicesRECORDS SERIES 

Specifications, bids, quotations and purchase orders; lettings; contracts and agreements- commodity " case" filesRecords Series Description:

Upon fulfillment of contractRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Upon fulfillment of contract 5 years Upon fulfillment of contract plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 02-01.GREFERENCE NUMBER:

Vendor ListsRECORDS SERIES 

Lists of eligible and potential vendors of equipment, supplies, and servicesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 02-02.GREFERENCE NUMBER:

Catalogs and BrochuresRECORDS SERIES 

Product bulletins, price lists and similar material relating to equipment, supplies, and servicesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-01.GREFERENCE NUMBER:

Requests and AssignmentsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy when equipment is retired from use

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-02.GREFERENCE NUMBER:

Equipment Lease/Rental ContractsRECORDS SERIES 

Records Series Description:

Closure (end of lease/contract)Records Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Closure plus 3 years Closure plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-03.GREFERENCE NUMBER:

Operations, Maintenance and RepairRECORDS SERIES 

Records of use, service, maintenance and repair of equipment, including maintenance and repairRecords Series Description:

Equipment has expiredRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Through life of equipment Through life of equipment

Final Disposition/Remarks: Destroy when equipment is retired from use

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-04-0.GREFERENCE NUMBER:

Inventories and AdjustmentsRECORDS SERIES 

Inventory records of property and equipment owned, leased or on loan by or to a state agencyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy year-end inventory after 3 years; maintain running inventory perpetually

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-02-01.GREFERENCE NUMBER:

DistributionRECORDS SERIES 

Issues, returns, or transfers; internal stock control records of supplies issued, returned to stock, or transferredRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

3 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-02-02.GREFERENCE NUMBER:

Inventories and AdjustmentsRECORDS SERIES 

Inventory records of supplies requisitioned and on-handRecords Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-03.GREFERENCE NUMBER:

Storage and Warehousing-Shipping and ReceivingRECORDS SERIES 

Warehouse manifests, receiving reports, and similar records used to document shipment and receipt of 

equipment and supplies

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 04-03.GREFERENCE NUMBER:

DistributionRECORDS SERIES 

Transfers, auctions, disposal records of surplus equipment and suppliesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 02-01.GREFERENCE NUMBER:

Legislative ProposalsRECORDS SERIES 

Requests and suggestions for new or amended legislationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 02-02.GREFERENCE NUMBER:

Reports and Recommendations to the General AssemblyRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 02-03.GREFERENCE NUMBER:

Legislative LiaisonRECORDS SERIES 

Correspondence, reports, other information submitted to or received from members of the Legislature (except 

material relating to departmental budget)

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-01.GREFERENCE NUMBER:

Copies of Bills and Joint ResolutionsRECORDS SERIES 

Individual copies and bill booksRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-03-01a.GREFERENCE NUMBER:

Copies of AmendmentsRECORDS SERIES 

Clip sheetsRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-04-01a.GREFERENCE NUMBER:

Copies of Fiscal NotesRECORDS SERIES 

Records Series Description:



End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-07-01.GREFERENCE NUMBER:

Copies of Enrolled BillsRECORDS SERIES 

Records Series Description:

When published in Session LawsRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Thru publication of Session 

laws

Thru publication of Session laws

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-02.GREFERENCE NUMBER:

Corrected JournalsRECORDS SERIES 

Records Series Description:

Completed journal issuedRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Until completed journal issued Until completed journal issued

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-03a.S1REFERENCE NUMBER:

Acts of the General Assembly - Session LawsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-04-00a.S1REFERENCE NUMBER:

Code of IowaRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 09-01.GREFERENCE NUMBER:

Federal Legislation - Proposed/EnactedRECORDS SERIES 

Reference files of federal legislation, rules, and regulations, guidelines, etc., governing state agency operation 

and administration of federally funded programs

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 09-02.GREFERENCE NUMBER:

Congressional LiaisonRECORDS SERIES 

Correspondence, reports, other information submitted to or received from members of the U.S. CongressRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-03.GREFERENCE NUMBER:

Proposed Rules to the Iowa Administrative CodeRECORDS SERIES 

Proposed rules, research, drafts, comments and final copies of rules as prepared and submitted by state agenciesRecords Series Description:

When effectiveRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Until effective 5 years Until effective plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-04.GREFERENCE NUMBER:

Iowa Administrative Code and BulletinRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Destroy sections when updated

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-02-01.GREFERENCE NUMBER:

HearingsRECORDS SERIES 

Petitions for hearing, tapes and transcripts of hearings, and related documentation and evidenceRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-02-02.GREFERENCE NUMBER:

DecisionsRECORDS SERIES 

Records of decisions by Hearings OfficerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-02-03.GREFERENCE NUMBER:

AppealsRECORDS SERIES 

Case files and tapes of Hearings Officer decisions appealedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 11-01.GREFERENCE NUMBER:

Attorney General OpinionsRECORDS SERIES 

Request to the Attorney General for opinions and interpretations on legal matters, and the opinion or 

interpretations and supporting research/documentation

Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-01-01.GREFERENCE NUMBER:

Non-litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-01-02.GREFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-01.GREFERENCE NUMBER:

Approved General ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-02.GREFERENCE NUMBER:

Disapproved General ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-02.GREFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-01.GREFERENCE NUMBER:

Non-Litigation Case Files - Paid and Denied Tort and Highway ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 3 years Closure plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-02.GREFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-03.GREFERENCE NUMBER:

Civil Rights Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-04.GREFERENCE NUMBER:

Notices to Agency Regarding Payment of ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 13-01.GREFERENCE NUMBER:

Litigated Case FilesRECORDS SERIES 

Investigations, original notices, pleadings, petitions, briefs, and all related information concerning the lawsuitsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-01.GREFERENCE NUMBER:

Civil Case FilesRECORDS SERIES 

Writs of certiorari, cases on appeal to courts; filings include petitions, stipulations, orders, returns to order to 

show cause, briefs, and other legal actions

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-06-01.GREFERENCE NUMBER:

Administrative Appeals Case FilesRECORDS SERIES 

Exhibits, documentation, and related material concerning agency programs and affirmative actions taken by 

state or local agency bodies

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-06-02.GREFERENCE NUMBER:

Administrative Appeals Hearings - Audio RecordingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-01.GREFERENCE NUMBER:

Original Consumer Complaint FilesRECORDS SERIES 

Complaint, correspondence, and final dispositionRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 16-01.GREFERENCE NUMBER:

28E AgreementsRECORDS SERIES 

Agreements filed to permit state and local governments to make efficient use of their powers by enabling them 

to provide joint services and facilities with other agencies

Records Series Description:

When no longer in effectRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While in effect 3 years While in effect plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-02-0b.GREFERENCE NUMBER:

Appointments Files - CopiesRECORDS SERIES 

Records Series Description:



End of appointee's term of serviceRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Thru appointee's term of office Thru appointee's term of office

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-01.GREFERENCE NUMBER:

Telephone BillingRECORDS SERIES 

Including watts detail, toll detail, other charges and credit detail, local service detail, B022Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-04.GREFERENCE NUMBER:

Credits to Telephone BillsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-05.GREFERENCE NUMBER:

List of Credit Card HoldersRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-01-06.GREFERENCE NUMBER:

Telephone InventoryRECORDS SERIES 

Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-02-01a.GREFERENCE NUMBER:

Radio LogsRECORDS SERIES 

Daily record of 2-way radio communications as required by FCCRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy. REFER ALSO TO: Law Enforcement and Regulation- Police Radio Broadcasting System

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-02-01b.GREFERENCE NUMBER:

FCC Applications and LicensesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy. REFER ALSO TO: Law Enforcement and Regulation-Police Radio Broadcasting System

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-04.GREFERENCE NUMBER:

Parcel Post - United Parcel Service RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 03-01.GREFERENCE NUMBER:

Printing - Original Drafts of Printing MaterialsRECORDS SERIES 

Art workRecords Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-01.GREFERENCE NUMBER:

Report of Records DestroyedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-02.GREFERENCE NUMBER:

Records Transfer AuthorizationRECORDS SERIES 

Transfers to State Records Center and State ArchivesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-06.GREFERENCE NUMBER:

Records Management Manual RevisionsRECORDS SERIES 

Records Series Description:

Printed in ManualRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Until printed in manual Until printed in manual

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-01.GREFERENCE NUMBER:

System Specifications, Procedures, Guidelines etc.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-02-02.GREFERENCE NUMBER:

Microfilming Work OrdersRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-03-01.G1REFERENCE NUMBER:

Forms Control FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-03-01.G2REFERENCE NUMBER:

Master Copy Forms FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-04-0.GREFERENCE NUMBER:

Word Processing System Specifications, Procedures, Guidelines, etc.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-05.GREFERENCE NUMBER:

Library ProgramsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-0.0GREFERENCE NUMBER:

Dispatching, Assignments, and SchedulingRECORDS SERIES 

Records pertaining to dispatching, assignments and schedulingRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-01-05.GREFERENCE NUMBER:

Requisition for State Pool Vehicles - Pink CopyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-02-01.GREFERENCE NUMBER:

Mileage ReportsRECORDS SERIES 

Monthly reports to vehicle dispatcherRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-05-0.GREFERENCE NUMBER:

Accidents - Vehicle Accidents ReportsRECORDS SERIES 

Records of accidents involving state owned vehicles, legal action, and final settlementRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-01-01.GREFERENCE NUMBER:

Deeds and AbstractsRECORDS SERIES 

Copies of deeds and abstracts to real property owned by the stateRecords Series Description:

Disposal of propertyRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Until property is no longer 

owned by state

Until property is no longer owned by state

Final Disposition/Remarks: Destroy.  REFER ALSO TO: Business, Industry and Commerce - Land Patents and Surveys

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-01-02.GREFERENCE NUMBER:

Lease and Rental FilesRECORDS SERIES 

Leases, contracts, agreements, and supporting documentation relating to office space or buildings utilized by 

state agencies

Records Series Description:

Termination of leaseRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Term of lease plus 3 years Term of lease plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 07-01.GREFERENCE NUMBER:

Construction Project Files - Project Plans, Specifications and Contract RecordsRECORDS SERIES 



Feasibility studies, survey books, site reviews, aerial photos, blueprints, engineering drawings and tracings, 

specifications, contract bids, awards and change orders, etc.

Records Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Project completion plus 10 

years

Permanent

Final Disposition/Remarks: Purge and destroy contract payment record and incidental correspondence; microfilm blueprints, drawings and 

specifications.  Retain microfilm and hardcopy permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-01a.GREFERENCE NUMBER:

Personnel Files of Employees Covered Under Chapter 19A, Employed 1969 or AfterRECORDS SERIES 

Documentation relative to individual's employment history; application (M-1). Report of Personnel Action 

(P-1), performance evaluations, general performance, work record documentation, educational leave and 

financial assistance applications, etc.

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3  years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-01b.GREFERENCE NUMBER:

Personnel Files of Employees Covered Under Chapter 19A, Employed Prior to 1969RECORDS SERIES 

Documentation relative to individual's employment history; application (M-1). Report of Personnel Action 

(P-1), performance evaluations, general performance, work record documentation, educational leave and 

financial assistance applications, etc.

Records Series Description:

Termination of EmploymentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

73 years Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-03.GREFERENCE NUMBER:

Disciplinary Actions and AppealsRECORDS SERIES 

Written reprimandsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 02-01.GREFERENCE NUMBER:

Merit RulesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 02-02.GREFERENCE NUMBER:

Policies, Methods and ProceduresRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-01-0.GREFERENCE NUMBER:

Payroll JournalRECORDS SERIES 

Journal by departments, showing individual earnings, deductions, and net pay, with departmental summariesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-02a.GREFERENCE NUMBER:

Retirement (FICA/IPERS) IPERS Report - Under $300RECORDS SERIES 

Quarterly listing of all employees subject to IPERS with earnings of less than $300 during quarterRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-02b.GREFERENCE NUMBER:

Departmental IPERS / FICA Quarterly ReportRECORDS SERIES 

Detailed listing by departments of taxes and taxable wages for the quarter subject to FICA and IPERSRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00b.GREFERENCE NUMBER:

Monthly Health Insurance BillingRECORDS SERIES 

Listing of all employees with health insurance, the plans and costRecords Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00e.GREFERENCE NUMBER:

Bankers Life Company - Life Insurance ListingRECORDS SERIES 

Listing of age changes of employee for premium purposesRecords Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00g.GREFERENCE NUMBER:

Disability Insurance Premium ReportRECORDS SERIES 

Departmental listing of all employees eligible for long term disability insurance showing monthly salary and 

premium

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current



Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-05a.GREFERENCE NUMBER:

Unemployment Compensation Quarterly Unemployment ReportsRECORDS SERIES 

Listings of employees, their quarterly income and taxable incomeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-05b.GREFERENCE NUMBER:

Gates, McDonald & Company RecordRECORDS SERIES 

Records of termination of employees, unemployment correspondence, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-06.GREFERENCE NUMBER:

Payroll Trustee ReportsRECORDS SERIES 

Detail of deductions from employee's pay, e.g., insurance, bonds, United Campaign, retirement, deferred 

compensation, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-08a.GREFERENCE NUMBER:

Direct Deposit - Agreements for Automatic DepositRECORDS SERIES 

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Term of employment Term of employment



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-09a.GREFERENCE NUMBER:

Employee Garnishment RecordsRECORDS SERIES 

Individual files on each employee who has had garnished wagesRecords Series Description:

End of current pay periodRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Current pay period Current pay period

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-02.GREFERENCE NUMBER:

Wage and Hour RecordsRECORDS SERIES 

Records of hours worked, overtime work, all time sheets/cards, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-03.GREFERENCE NUMBER:

Employee Attendance RecordsRECORDS SERIES 

Vacation leave, sick leave, leave without pay, educational leave, military leave, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-04.GREFERENCE NUMBER:

Vacation and Sick Leave Usage ReportRECORDS SERIES 

Quarterly report by employee on use of vacation and sick leave and costRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-04.GREFERENCE NUMBER:

Table of Authorized PositionsRECORDS SERIES 

Departmental report showing by class and position number the name and title of all employees, salary range, and 

present step, and other related information

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-02.GREFERENCE NUMBER:

Position DescriptionsRECORDS SERIES 

Position description questionnaires (M-2's), Audit Reports, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-03.GREFERENCE NUMBER:

Request to Delete, Establish, Reallocate, or Transfer Authorized PositionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-04-01.GREFERENCE NUMBER:

Classification Standards and SpecificationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-05-01.GREFERENCE NUMBER:

State Pay Plans for Merit System Covered PositionsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-05-02.GREFERENCE NUMBER:

Executive Council Exempt Positions Pay PlansRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-01-01.GREFERENCE NUMBER:

AnnouncementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-01-02.GREFERENCE NUMBER:

Agency Recruitment DocumentationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-02-01.GREFERENCE NUMBER:

Applications and Resumes - Non-State EmployeesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-02-02.GREFERENCE NUMBER:

Interviewing RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 06-01.GREFERENCE NUMBER:

Eligible Applicant ListsRECORDS SERIES 

Request for certificationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 06-02.GREFERENCE NUMBER:

Requests for Waiver of Hiring FreezeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Agency Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-02.GREFERENCE NUMBER:

Work AssignmentsRECORDS SERIES 

Highway patrol officers' territory assignments records, field assignments, ward schedules, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-01.GREFERENCE NUMBER:

Daily or Weekly Summaries of Time Spent on Individual ActivitiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut off plus1 year 2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 08-01-0.GREFERENCE NUMBER:

Grievances, Complaints, and AppealsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-01-01.GREFERENCE NUMBER:

Orientation ProgramsRECORDS SERIES 

Outlines of material presented, employee manuals and handbooks, schedules, and related material concerning 

new employee orientation

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-01-02.GREFERENCE NUMBER:

Employee Handbooks/ManualsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain one copy permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-01-03.GREFERENCE NUMBER:

Staff Development ProgramsRECORDS SERIES 

Workshop program materials, manuals, schedules, and related material concerning staff development training - 

Core Course Training Material

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-02-01.GREFERENCE NUMBER:

Educational Assistance ProgramsRECORDS SERIES 

Approved institutions, guidelines for participation, and related materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-01.GREFERENCE NUMBER:

Employee Training FilesRECORDS SERIES 

On-the-job training: educational assistance, and related materialRecords Series Description:

Termination of employmentRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-01.GREFERENCE NUMBER:

Insurance Programs and FormsRECORDS SERIES 

Brochures, enrollment forms, other related material on state life and health insurance plansRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-02.GREFERENCE NUMBER:

Retirement Programs and FormRECORDS SERIES 

Brochures, enrollment forms, other related material on federal and state retirement plansRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-03-01.GREFERENCE NUMBER:

OSHA/IOSHA  ReportsRECORDS SERIES 

Summary, occupational injuries and illnessesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-03-02.GREFERENCE NUMBER:

Accidents and InjuriesRECORDS SERIES 

Safety/accident prevention recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-04-01.GREFERENCE NUMBER:

Worker's Compensation ReportsRECORDS SERIES 

First report of injury, Supplemental Reports of injury, etc.Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While employed Termination of employment

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-04-04.GREFERENCE NUMBER:

Quarterly Billing for Workers Compensation on Federal FundsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 11-01.GREFERENCE NUMBER:

Collective Bargaining Negotiation FilesRECORDS SERIES 

All collective bargaining agreement informationRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-01.GREFERENCE NUMBER:

Affirmative Action PlansRECORDS SERIES 

Affirmative action programs, goals, implementation plans, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agency

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-02.GREFERENCE NUMBER:

Affirmative Action ReportsRECORDS SERIES 

EEO report data to Civil Rights CommissionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-03.GREFERENCE NUMBER:

Federal EEO-4 ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 13-01.GREFERENCE NUMBER:

Management Improvement ProgramsRECORDS SERIES 

Employee suggestion programs, awards and incentivesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agency

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy



Agriculture And Land Stewardship

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-01-01.S1REFERENCE NUMBER:

Licensed Grain Dealer FilesRECORDS SERIES 

All related material, such as grain dealer bond, copy of license, list of trucks presently licensed, financial 

statement, investigation reports, financial analysis, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 6 years While current plus 6 years

Final Disposition/Remarks: Retain bond for length of license plus 6 years, then destroy; all other material destroyed after 6 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-02-01-00a.S1REFERENCE NUMBER:

Licensed Warehouse FilesRECORDS SERIES 

All related material, such as copy of previously issued licenses, inspection or investigation reports, 

correspondence, financial statements, certificates of insurance coverage, warehouse operators  bond, capacity 

and facility charts, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 6 years Closure plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-02-01-00b.S2REFERENCE NUMBER:

Warehouse Operator's Monthly Statement of Product on HandRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-02-01-00c.S3REFERENCE NUMBER:

Warehouse Receipt CopiesRECORDS SERIES 

Receipt showing amount and kind of grain stored, grade, rate of storage, deposit date, name of depositor, etc.Records Series Description:

When notice of cancellation receivedRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While outstanding While outstanding



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-03.S1REFERENCE NUMBER:

Grain ReservesRECORDS SERIES 

Bulletins and other information received from USDARecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-04.S1REFERENCE NUMBER:

Grain Indemnity Fund RecordsRECORDS SERIES 

Monthly financial statements; Board member expense including documentation; credit certificates; summary of 

deposits; depositors & sellers claims form, supporting documentation and correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 01-05.S1REFERENCE NUMBER:

Commodity Audit ReportsRECORDS SERIES 

Soybean, corn check off and other commodity dealer reportsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-01.S1REFERENCE NUMBER:

Marketing Board MinutesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-02.S1REFERENCE NUMBER:

Market NewsRECORDS SERIES 

Pink sheetsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-03.S1REFERENCE NUMBER:

Livestock Market SummaryRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy. The State Library keeps one copy of each livestock market summary permanently

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-04-00a.S1REFERENCE NUMBER:

Agricultural Marketing Statistics Reports, -Weekly/MonthlyRECORDS SERIES 

Iowa Crop and Livestock Reporting statistics, Crop Reports, Livestock and Poultry Reports, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-04-00b.S1REFERENCE NUMBER:

Agricultural Marketing Statistics Reports - AnnualRECORDS SERIES 

Iowa Crop and Livestock Reporting statistics, Crop Reports, Livestock and Poultry Reports, etc.Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-05.S1REFERENCE NUMBER:

Foreign MarketingRECORDS SERIES 

Correspondence and reference files relating to international marketingRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-06.S1REFERENCE NUMBER:

Farm MarketsRECORDS SERIES 

Correspondence and reference files relating to feed grain program, feeder cattle trade, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-01-07.S1REFERENCE NUMBER:

Marketing ResearchRECORDS SERIES 

Correspondence and reference files relating to crop forecasting methods, check off promotion programs, grain 

costing, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-02-01.S1REFERENCE NUMBER:

Iowa Agricultural Export CompaniesRECORDS SERIES 

Correspondence and reference files relating to export activitiesRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 02-02-02.S1REFERENCE NUMBER:

Export StatisticsRECORDS SERIES 

Correspondence and reference files relating to non-Iowa export activitiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-01-0.S1REFERENCE NUMBER:

License Applications and CertificationsRECORDS SERIES 

Babcock, Cold Storage, Cheese Factory, Cream Grader, Cream Station Operator, Creamery Operator, Egg 

Candler/Grader/Handler, Frozen Food Locker, Gas Pump/Meter, Milk/Cream Rt, Milk Dealers & Graders, 

Poultry Buyer, Scale Licenses, Meat & Poultry, Pesticide

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-01-01.S1REFERENCE NUMBER:

Update Activity SheetsRECORDS SERIES 

Agriculture LicensingRecords Series Description:

1 monthRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

1 month 11 months Record series cut-off plus 12 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-02.S1REFERENCE NUMBER:



Fertilizer Manufacturer/Dealer CertificatesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-03-0.S1REFERENCE NUMBER:

Limestone Manufacturers - ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records when manufacturer is no longer in business

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-03-01.S1REFERENCE NUMBER:

Limestone Manufacturers - CertificatesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-04.S1REFERENCE NUMBER:

Seed ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-05.S1REFERENCE NUMBER:



Nursery Dealer ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-06-01.S1REFERENCE NUMBER:

Pesticide Dealer Renewal Applications & Sales ReportsRECORDS SERIES 

Restricted pesticidesRecords Series Description:

End of calendar year during which the training cycle ends)Records Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 10 years While current plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-06-03.S1REFERENCE NUMBER:

Commercial Pesticide Certifications & LicensesRECORDS SERIES 

Containment forms, copy of company license renewal form for each pesticide applicator listed for that particular 

location for the last 3 years, grades for each applicator tested, written requests for transfers of certifications and 

licenses

Records Series Description:

End of calendar year during which the training cycle ends)Records Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-06-04-0.S1REFERENCE NUMBER:

Private Pesticide CertificationsRECORDS SERIES 

Training verification forms, verification of testing, validation documentation of paymentRecords Series Description:

End of the calendar year during which the training cycle endRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



AGR 03-01-06-04-01.S1REFERENCE NUMBER:

Private Pesticide Applicator Training DocumentationRECORDS SERIES 

Documentation of attendance by pesticide applicators at training sessionsRecords Series Description:

End of calendar year during which the training cycle ends)Records Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-06-05.S1REFERENCE NUMBER:

Pesticide Applicator Test Score SheetsRECORDS SERIES 

Records Series Description:

2 weeks or until entered into applicator fileRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

2 weeks or until entered into 

applicator files

2  weeks or until entered into applicator file

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-07-00a.S1.REFERENCE NUMBER:

Pig Dealer ApplicationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-07-00b.S2REFERENCE NUMBER:

Pig Dealer Duplicate LicensesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



AGR 03-01-07-01a.S2REFERENCE NUMBER:

Pig Dealer Agents Duplicate LicensesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-07-01b.S1REFERENCE NUMBER:

Pig Dealer Agents ApplicationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-08.S1REFERENCE NUMBER:

HatcheriesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-09-00a.S1REFERENCE NUMBER:

Rendering Plants ApplicationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-09-00b.S2REFERENCE NUMBER:

Rendering Plants Duplicate LicensesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-10-00a.S1REFERENCE NUMBER:

Inedible Permits ApplicationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-10-00b.S2REFERENCE NUMBER:

Inedible Permits Duplicate LicensesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-11-0.S1REFERENCE NUMBER:

Livestock Dealer/Broker/Packing CompaniesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-11-01.S1REFERENCE NUMBER:

Livestock Dealer/Broker/AgentRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-12-0.S1REFERENCE NUMBER:

Small Animals/PetsRECORDS SERIES 

Applications licenses and complaintsRecords Series Description:

When out of businessRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While in business While in business

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-12-01.S1REFERENCE NUMBER:

Small Animals/PetsRECORDS SERIES 

Renewal applicationsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-12-02.S1REFERENCE NUMBER:

Small Animals/Pets Federal License PrintoutRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-02.S1REFERENCE NUMBER:

Register of Licenses IssuedRECORDS SERIES 

Computer license listRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-02-01-00.S1REFERENCE NUMBER:

Scale Inspection ReportsRECORDS SERIES 

Red tag and lock-up actions, general inspections, railroad measures ,track scales, etc.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-02-01-01.S1REFERENCE NUMBER:

Inspector's Weekly Itinerary ReportsRECORDS SERIES 

Includes railroad track scalesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-02-02.S1REFERENCE NUMBER:

LP Gas Meter and Bulk Truck Inspection ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Agriculture And Land Stewardship Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-02-03.S1REFERENCE NUMBER:

Gas Pump Meter Bulk Truck Inspection ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-02-04.S1REFERENCE NUMBER:

Moisture Testing Inspection ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-03.S1REFERENCE NUMBER:

Medicated Feed Mill Inspection Reports and ViolationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-04-0.S1REFERENCE NUMBER:

Nursery Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-04-01.S1REFERENCE NUMBER:

Certificate of Nursery InspectionRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-05.S1REFERENCE NUMBER:

Bee Inspection ReportsRECORDS SERIES 

Annual inspection cards on facilities at which bees are keptRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-06-0.S1REFERENCE NUMBER:

Dairy Plant Inspection ReportsRECORDS SERIES 

In-state and out-of-state dairy plant inspection reportsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

years

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-07.S1REFERENCE NUMBER:

Sheep Inspection ReportsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-08.S1REFERENCE NUMBER:

Livestock Market Inspection ReportRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-09.S1REFERENCE NUMBER:

Animal Health Inspection ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-10.S1REFERENCE NUMBER:

Key ReportsRECORDS SERIES 

Used in place of an inspection report when an inspection cannot be performedRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-01.S1REFERENCE NUMBER:

Scale Inspection IndexRECORDS SERIES 



Index of all scales located in stateRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records of obsolete scales

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-02-0.S1REFERENCE NUMBER:

Scale Servicemen's BondsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

58 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-02-01.S1REFERENCE NUMBER:

Scale Servicemen's Bond TestRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-03.S1REFERENCE NUMBER:

Weighmaster CertificatesRECORDS SERIES 

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Termination of employment Termination of employment

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-04.S1REFERENCE NUMBER:

Scale BlueprintsRECORDS SERIES 



Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 10 

years

Until scale is no longer in use Until scale is no longer in use

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-05.S1REFERENCE NUMBER:

Pitless ScalesRECORDS SERIES 

Company location reportsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy when no longer current

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-01-06.S1REFERENCE NUMBER:

Split Weights - Official Notices of Non-complianceRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-02-01.S1REFERENCE NUMBER:

Calibration and Certification TestsRECORDS SERIES 

Calibration of tanks, bulk trucks, LP gas units, etc.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-02-02.S1REFERENCE NUMBER:

LP Gas Meter RegistrationsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru life of meter Thru life of meter

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-02-03-0.S1REFERENCE NUMBER:

LP Gas and Meter Servicemen RegistrationRECORDS SERIES 

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru term of employment Thru term of employment

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-02-03-01.S1REFERENCE NUMBER:

LP Gas and Meter Company RegistrationRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-03-01.S1REFERENCE NUMBER:

Anti-freeze Production RegistrationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records when product is no longer manufactured

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-03-02.S1REFERENCE NUMBER:

Motor Vehicle Fuel Collection ReportsRECORDS SERIES 

Distillation and octane test sample reportsRecords Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-03-03.S1REFERENCE NUMBER:

Laboratory ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1  

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-04-01.S1REFERENCE NUMBER:

Moisture Checking Device IndexRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records when device is no longer in use

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-04-02.S1REFERENCE NUMBER:

Moisture Testing and Tolerance ChartsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 04-04-03.S1REFERENCE NUMBER:

Grain Moisture Testing ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-01-01.S1REFERENCE NUMBER:

Commercial Feed Facility RegistrationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records when facility is no longer in operation

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-02-01.S1REFERENCE NUMBER:

Violation ReportsRECORDS SERIES 

Warning letters and replies which concern samples requiring follow-up actionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-02-02.S1REFERENCE NUMBER:

Commercial Feed Products ReportsRECORDS SERIES 

Withdrawn from distributionRecords Series Description:

ComplianceRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Compliance plus 1 Year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-02-03.S1REFERENCE NUMBER:

Collaborative Check Sample ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-02-04.S1REFERENCE NUMBER:

Monthly and Quarterly Medicated Feed ReportsRECORDS SERIES 

State contract with FDARecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current plus 1 year While current plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-03-0.S1REFERENCE NUMBER:

Commercial Feed Tonnage ReportsRECORDS SERIES 

Dealer's reports on sales of feedRecords Series Description:

Semi-annually (6/30 or 12/31)Records Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

1 1/2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Transfer from Commercial Feed to Audit after 6 months; destroy after a total of 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-04-01.S1REFERENCE NUMBER:

Feed Analysis Tickets - Sample ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-04-02.S1REFERENCE NUMBER:

Vitamin and Antibiotic Analysis Data WorksheetRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 05-04-03.S1REFERENCE NUMBER:

Federal Reports and BulletinsRECORDS SERIES 

Relayed via TWXRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-01.S1REFERENCE NUMBER:

Commercial and Specialty Fertilizer Products RegistrationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-02.S1REFERENCE NUMBER:

Anhydrous Ammonia Dealer's Operations and Installations SurveillanceRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-03.S1REFERENCE NUMBER:

Collaborative Check Sample ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-04.S1REFERENCE NUMBER:

Fertilizer Samples - History TicketsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-05.S1REFERENCE NUMBER:

Fertilizer County Distribution ReportRECORDS SERIES 

Numbers of tons sold in each countyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-06-0.S1REFERENCE NUMBER:

Fertilizer Tonnage ReportRECORDS SERIES 

Dealers report on sales of fertilizer; groundwater reportsRecords Series Description:

End of calendar half year (6/30 and 12/31)Records Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 06-07.S1REFERENCE NUMBER:

Limestone Lab ReportsRECORDS SERIES 

Analyze limestone for calcium carbonateRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 07-01-01.S1REFERENCE NUMBER:

Seed Samples Analysis ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 07-01-02.S1REFERENCE NUMBER:

Seed Analysis CardsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 07-02-01.S1REFERENCE NUMBER:

Seed Operation FilesRECORDS SERIES 

Storage, cleaning, testing, and stratification records, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-01-01.S1REFERENCE NUMBER:

Phytosanitary CertificatesRECORDS SERIES 

Federal and StateRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

years

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-01-03.S1REFERENCE NUMBER:

Out-of-State Nursery and Dealer ListRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-03.S1REFERENCE NUMBER:

Quarantine ReportsRECORDS SERIES 

Federal and StateRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While Current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-04-01.S1REFERENCE NUMBER:

European Corn Borer SurveyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-04-02.S1REFERENCE NUMBER:

Iowa Insect Pest SurveyRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-04-03.S1REFERENCE NUMBER:

Corn Borer CertificationsRECORDS SERIES 

Indicating non-festationRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 years Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-04-04.S1REFERENCE NUMBER:

European Corn Borer Compliance AgreementRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-04-05.S1REFERENCE NUMBER:

Beetle CertificationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-05-01.S1REFERENCE NUMBER:

Worksheets and ChromatographsRECORDS SERIES 

Records Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-05-04.S1REFERENCE NUMBER:

Pesticide Report Forms on SamplesRECORDS SERIES 

Collaborative and Sample AnalysisRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-06-01.S1REFERENCE NUMBER:

Pesticide Product RegistrationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current plus 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-06-01-01.S1REFERENCE NUMBER:

Experimental Use Permit Applications (EUP)RECORDS SERIES 

Initial letter of application, letter of acknowledgment, listing of cooperators, product labeling, test protocol, list 

of project participants

Records Series Description:

End of calendar year during which permitted project endsRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-06-03.S1REFERENCE NUMBER:

Grant Chargeback ReportsRECORDS SERIES 



Summary reports of activities to include mileage and expenses, by grant program, generated by field staffRecords Series Description:

End of calendar year during which the grant closesRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-06-06.S1REFERENCE NUMBER:

Application for Product Registration- Special Local NeedsRECORDS SERIES 

Approved and DisapprovedRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 3 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-07-02.S1REFERENCE NUMBER:

Pesticide Episode Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-01-01-0.S1REFERENCE NUMBER:

Federally-Inspected Establishment RecordsRECORDS SERIES 

Applications, licenses, labelings, drawings, correspondence, related compliance recordsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current 2 years While current plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-01-01-01.S1REFERENCE NUMBER:

FDA ContractsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-01-02.S1REFERENCE NUMBER:

USDA Egg SurveillanceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-02-01.S1REFERENCE NUMBER:

Dairy, Food, and Meat Laboratory ReportsRECORDS SERIES 

Monthly laboratory reports, food sample laboratory reports, sanitation reports, related dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-02-02.S1REFERENCE NUMBER:

Collaborative Check Sample ReportsRECORDS SERIES 

Meat and poultry, food and dairy products filed by inspectorRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-02-03.S1REFERENCE NUMBER:



State Milk Lab Evaluation ReportsRECORDS SERIES 

Narrative report of individual evaluation of official, commercial and industry milk testing labs in the stateRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-02-04.S1REFERENCE NUMBER:

Federal Meat split samplesRECORDS SERIES 

Round robin - competency test of analyst workRecords Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-03.S1REFERENCE NUMBER:

Beef GradingRECORDS SERIES 

Reference files and correspondence relating to beef grading standardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-04-01.S1REFERENCE NUMBER:

T-3 Monthly Production ReportsRECORDS SERIES 

Number/types of animals slaughtered and pounds/types of meat processed in official establishmentsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



AGR 09-04-02.S1REFERENCE NUMBER:

T-28 Inspectors' Weekly ReportsRECORDS SERIES 

Report of establishments called on by inspectors and area veterinariansRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-04-03.S1REFERENCE NUMBER:

Sanitation ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-04-04.S1REFERENCE NUMBER:

Compliance Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy individual records of out-of-business firms

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-04-05.S1REFERENCE NUMBER:

T-78's - Monthly Reports on Slaughtered AnimalsRECORDS SERIES 

Number and species of animals slaughteredRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



AGR 09-04-06.S1REFERENCE NUMBER:

History Cards on Locker PlantsRECORDS SERIES 

Records Series Description:

Business terminatedRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While in business While in business

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 09-04-07.S1REFERENCE NUMBER:

Blueprints of LockersRECORDS SERIES 

Records Series Description:

Business terminatedRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While in business While in business

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-01.S1REFERENCE NUMBER:

Apiary - Bee IndustryRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-02-01.S1REFERENCE NUMBER:

Brand Registration Applications and CertificatesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-02-02.S1REFERENCE NUMBER:



Brand RenewalsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-03-01.S1REFERENCE NUMBER:

USDA Water ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-03-02.S1REFERENCE NUMBER:

Certified State Dairy Laboratory SurveysRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-03-03.S1REFERENCE NUMBER:

Dairy Grade A PermitsRECORDS SERIES 

Permits to sell grade A milkRecords Series Description:

Farm no longer sells milkRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Until farm no longer sells milk Until farm no longer sells milk

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-04.S1REFERENCE NUMBER:



Dairy Laboratory ReportsRECORDS SERIES 

Worksheets and AnalysisRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-05-01REFERENCE NUMBER:

Dairy Price FilingsRECORDS SERIES 

Records Series Description:

When obsoleteRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-06.S1REFERENCE NUMBER:

Master Lamb ProgramRECORDS SERIES 

Entry forms, acceptance or rejection lettersRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

While current plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 10-07.S1REFERENCE NUMBER:

Small Animals/Pets - InvestigationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



AGR 11-01-01.S1REFERENCE NUMBER:

Report of Suspected DiseaseRECORDS SERIES 

Inspectors and veterinarians' reports; Anaplasmosis, Johne's Disease, Lepto, Pseudorabies, Tge, Dysentery, 

Encephalomyelitis, Heartworm

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-01-02-01.S1REFERENCE NUMBER:

Health Certificates -Imported and Exported Small Animals, Livestock, Breeding HeRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-01-02-02.S1REFERENCE NUMBER:

Health Certificates - SteersRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

AGR 11-01-03.S1REFERENCE NUMBER:

Johne's Disease Lab ReportsRECORDS SERIES 

The test results/ lab reports are necessary to allow tabulation and forwarding information pertaining to the 

National Johne's Control Program on a quarterly and yearly basis.  The information from the lab reports is 

entered into a federal database in agreement with the Johne's Cooperative Agreement.

Records Series Description:

Cutoff: end of calander yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Cutoff plus 2 years 5 years Cutoff plus 7 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-01.S1REFERENCE NUMBER:

Bovine and Swine Private/Negative Brucellosis ChartsRECORDS SERIES 

Including Lab Blood testsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-02.S1REFERENCE NUMBER:

Bovine Private/Negative Tuberculosis ChartsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-03.S1REFERENCE NUMBER:

Animal Health Laboratory ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-04-0.S1REFERENCE NUMBER:

Quarantine ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Agriculture And Land Stewardship Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-04-01.S1REFERENCE NUMBER:

Order of Quarantine for Swine - Feeder PigsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-05.S1REFERENCE NUMBER:

Condemnation of Livestock ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-06.S1REFERENCE NUMBER:

Slaughter AffidavitsRECORDS SERIES 

Records Series Description:

When returned to inspectorRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Final Disposition/Remarks: Return to inspector

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-07REFERENCE NUMBER:

State Approved Premises- Feed Lots and Auction MarketsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-08.S1REFERENCE NUMBER:

Animal Welfare ComplaintsRECORDS SERIES 

Reports of abuse or mistreatment of animals; investigation reports; record of action taken; etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-09.S1REFERENCE NUMBER:

Infectious Disease ReportsRECORDS SERIES 

Including Aujeszky's DiseaseRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-10.S1REFERENCE NUMBER:

Vaccination of CalvesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-11.S1REFERENCE NUMBER:

Pseudorabies Negative SerologyRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-12.S1REFERENCE NUMBER:

Pseudorabies VaccinationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-13.S1REFERENCE NUMBER:

Swine Private Tuberculosis InspectionsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 11-02-14.S1REFERENCE NUMBER:

PRV (Pseudorabies) - Pilot ProjectRECORDS SERIES 

Federally funded pilot program to control and eradicate pseudorabies - includes testing and vaccination recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 12-01-0.S1REFERENCE NUMBER:

Veterinarian Examination ApplicationsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 12-01-01.S1REFERENCE NUMBER:

Veterinarian Exam ResultsRECORDS SERIES 

Computer printoutsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 12-02-0.S1REFERENCE NUMBER:

Licensed VeterinariansRECORDS SERIES 

Computer printoutsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 12-02-01.S1REFERENCE NUMBER:

Temporary Veterinarian PermitsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 12-03.S1REFERENCE NUMBER:

Continuing Education FileRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 14-01.S1REFERENCE NUMBER:

State Horticulture AssociationRECORDS SERIES 

Membership; etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 14-02.S1REFERENCE NUMBER:

Horticulture NewsRECORDS SERIES 

Bi-monthlyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 14-03.S1REFERENCE NUMBER:

Horticulture AwardsRECORDS SERIES 

Awards presented for outstanding service in the field of horticultureRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 14-04.S1REFERENCE NUMBER:

Horticulture ResearchRECORDS SERIES 

Gardening, plant research and disease, Iowa trees and flowers, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 15-01.S1REFERENCE NUMBER:

Referendum BallotsRECORDS SERIES 

Dairy, soybean, egg, beef, corn, etc.Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 16-01-01.S1REFERENCE NUMBER:

Grant Applications and AidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 16-01-02.S1REFERENCE NUMBER:

Statistical Analysis and ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 17-01.S1REFERENCE NUMBER:

Weather StatisticsRECORDS SERIES 

Daily temperature, precipitation, river gauge, evaporation, and soil temperature readings from all weather 

reporting stations

Records Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 17-02.S1REFERENCE NUMBER:

Cloud SeedingRECORDS SERIES 

Reference files regarding cloud seeding attempts and resultsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 20 

years

Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 18-01.S1REFERENCE NUMBER:

County Weed Commissioner FilesRECORDS SERIES 

Reports, correspondence, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 19-01.S1REFERENCE NUMBER:

Century Farms ApplicationsRECORDS SERIES 

Records of farms that have been in a family for 100 years or moreRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 20-01.S1REFERENCE NUMBER:

Agricultural Development Bond Program (IADBP) - Beginning Farmer LoansRECORDS SERIES 

Correspondence, applications, bonds and resolutions A & BRecords Series Description:



ApprovalRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Until approved 30 year Until approved plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 20-02.S1REFERENCE NUMBER:

Iowa Agricultural Loan Assistance Program (IALAP)- Operating Loan Interest Buy DRECORDS SERIES 

Application, buy down agreement, buy down payment request, FMHA forms, financial & cash flow statements, 

correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-03-0.S1REFERENCE NUMBER:

WatershedsRECORDS SERIES 

Plans, maps, applications for assistance, environmental impact statements, reports and related material 

concerning the administration and operation of the Watershed Protection and Flood Prevention Act

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-04-0.S1REFERENCE NUMBER:

River Basin StudiesRECORDS SERIES 

Plans, reports, and related correspondence including upper Mississippi River Basin Commission and Missouri 

River Basin Commission

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-06.S1REFERENCE NUMBER:

Conservancy District PlanningRECORDS SERIES 



Plans, reports, and all supporting documentation and related materialRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-04-0.S1REFERENCE NUMBER:

Mine OperationRECORDS SERIES 

Licensing of underground and surface mining of coal, gypsum, clay, stone, sand, gravel or other ores or mineral 

solids; registrations of lands to be mined; requests for and approval of rehabilitation work and bond release; 

reports and related material

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-04-01.S1REFERENCE NUMBER:

Operator's LicensesRECORDS SERIES 

Records Series Description:

When supercededRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-06.S1REFERENCE NUMBER:

Statewide Land PreservationRECORDS SERIES 

Policy committee minutes, record of hearings; county reports and recommendations; overall report and 

recommendations to Legislature

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 05-01.S1REFERENCE NUMBER:



Resource Conservation and DevelopmentRECORDS SERIES 

Project files of applications, project plans, reviews and approvals and related materialsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives Of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 05-02.S1REFERENCE NUMBER:

Standard Soil Survey ProgramRECORDS SERIES 

State status maps, memoranda of understanding, plans of operations, county reports and surveys, and supporting 

documentation

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives Of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 05-03.S1REFERENCE NUMBER:

Soil Loss Limit RecordsRECORDS SERIES 

Complaints/reports relating to soil loss limitsRecords Series Description:

Until resolvedRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Until resolved Until Resolved

Final Disposition/Remarks: Destroy complaints after final resolution.  Retain reports permanently as part of Commission Minutes

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 05-04-0.S1REFERENCE NUMBER:

Financial Incentive ProgramRECORDS SERIES 

Program documentation supporting requests for and transfers of funds to districts; ledgers and reports of funds 

usage

Records Series Description:

Upon closure of program periodRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Closure of program period plus 

5 years

Closure of program period plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 05-04-01.S1REFERENCE NUMBER:



Financial Incentive ProgramRECORDS SERIES 

Vouchers, maintenance agreements, and other attachmentsRecords Series Description:

Upon closure of program periodRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Closure of program period plus 

5 years

15 years Closure of program period plus 20 years

Final Disposition/Remarks: Destroy. *Exception: 1973-77 program records are to be retained in the State Records Center for 5 years and 

destroyed after a total of 10 years after the close of the program period.

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-05.S1REFERENCE NUMBER:

Field Auditors ReportsRECORDS SERIES 

Weekly audit and contact reports, monthly reportsRecords Series Description:

End of fiscal yearRecords Series Cut-off:

Retention

Office of Record

Agriculture And Land Stewardship

Office State Records Center Total

Record series cut-off plus 1 

month

End of fiscal year plus 1 month

Final Disposition/Remarks: Destroy



Attorney General

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01a.S1REFERENCE NUMBER:

Private Foundation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-01-01.S2REFERENCE NUMBER:

Subdivided Land and Time Share Registration FilingsRECORDS SERIES 

Property reports, plats, maps offering statements and disclosure materials filed by each developerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-01-02.S1REFERENCE NUMBER:

Land Resale CompaniesRECORDS SERIES 

Complaint and investigation files against land resale companiesRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-06-01b.S2REFERENCE NUMBER:

Extradition - Extradition Case FilesRECORDS SERIES 

Approval letters to Governor; records of cases set for hearing in Governor's OfficeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 11-01.S1REFERENCE NUMBER:

Attorney General OpinionsRECORDS SERIES 

Request to the Attorney General for opinions and interpretations on legal matters, and the opinion or 

interpretations and supporting research/documentation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Destroy extra copies of opinions after publication of bound volume; retain one copy of opinion and any unusual 

research or other significant documentation permanently; retain one copy of published volumes in State 

Archives of Iowa
01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 11-02.S1REFERENCE NUMBER:

Research MaterialsRECORDS SERIES 

County Attorneys' correspondence, statistics, background research and other related materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 11-03.S1REFERENCE NUMBER:

Charitable TrustsRECORDS SERIES 

Filed wills creating charitable foundationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-01.S2REFERENCE NUMBER:

Approved General ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Retain claim and release only; destroy after 10 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-02.S2REFERENCE NUMBER:

Disapproved General ClaimsRECORDS SERIES 

Records Series Description:

General Assembly actionRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 6 

months

10 years 10 years from date of filing

Final Disposition/Remarks: Destroy 10 years after the claim was filed

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-02.S2REFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-01.S2REFERENCE NUMBER:

Non-Litigation Case Files - Paid and Denied Tort and Highway ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

6 months (paid) / 1 year 

(denied)

2 1/2 years (paid) / 2 years 

(denied)

Record series cut-off plus 3 years

Final Disposition/Remarks: Retain claim, release and warrant only; destroy after 3 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-02.S2REFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:



ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-03.S1REFERENCE NUMBER:

Civil Rights Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-06.S1REFERENCE NUMBER:

Settled CasesRECORDS SERIES 

Files of cases or controversies settled prior to administrative hearing or court action, non-contested and 

non-litigated cases

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-07.S1REFERENCE NUMBER:

State Appeal Board ListsRECORDS SERIES 

Tort claimsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

08/14/2008Adopted Date: 09/03/2008Effective Date:

LEG 12-08.S1REFERENCE NUMBER:

Actions involving state's interest in realestateRECORDS SERIES 



The original documents are in the court files.  They receive copies of documents in the case, but these 

documents rarely impact the state's interest.  Also received are some post-decree orders/ motions relating to 

overages following sheriff sales.  There are occasional notes or letter.

Records Series Description:

Cutoff: when case is considered closed.Records Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

paper copy: until scanned

electronic copy: 5 years

Cutoff plus 5 years

Final Disposition/Remarks: destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 13-01.S1REFERENCE NUMBER:

Litigated Case FilesRECORDS SERIES 

Investigations, original notices, pleadings, petitions, briefs, and all related information concerning the lawsuitsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-01.S1REFERENCE NUMBER:

Civil Case FilesRECORDS SERIES 

Writs of certiorari, cases on appeal to courts; filings include petitions, stipulations, orders, returns to order to 

show cause, briefs, and other legal actions

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 3 

months

24 years, 9 months Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-02-0.S1REFERENCE NUMBER:

Criminal Case FilesRECORDS SERIES 

Notice of appeal, abstract of record, motions, stipulations, orders, records, briefs, legal pleadings, closed 

criminal files, post conviction relief files, federal case files discretionary review files transcripts, certiorari files, 

criminal law handbook

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 50 years Closure plus 50 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-02-01.S1REFERENCE NUMBER:

Area Prosecution Case FilesRECORDS SERIES 

For convictions with sentences up to 10 years (court pleadings, investigation reports, DCI reports, depositions of 

witnesses, correspondence, photographs, exhibits, etc

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-02-02.S1REFERENCE NUMBER:

Area Prosecution Case FilesRECORDS SERIES 

For convictions with sentence from 10 years to lifeRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

29 years Closure plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-03.S1REFERENCE NUMBER:

Post conviction Case FilesRECORDS SERIES 

Filings including notices of appeal, motions, stipulations, orders, briefs, and other legal pleadings; also district 

court pleadings

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 10 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-07.S1REFERENCE NUMBER:

Docket Cases - Criminal and CivilRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-09.S1REFERENCE NUMBER:

Registered Victim InformationRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

49 years Closure plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-01.S1REFERENCE NUMBER:

Original Consumer Complaint FilesRECORDS SERIES 

Complaint, correspondence, and final dispositionRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 3 

years

12 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-01-01.S1REFERENCE NUMBER:

Index of Respondents and ComplainantsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 5 

years

10 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-02-0.S1REFERENCE NUMBER:

State of Iowa Consumer Investigation FilesRECORDS SERIES 

Research and records resulting from investigationsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 25 years Closure plus 25 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-02-01.S1REFERENCE NUMBER:

Evidence MaterialRECORDS SERIES 

Investigations (checks, contracts, letters, photographs, advertisements, etc. Material can be subpoenaed or 

confiscated and used in litigated or non-litigated cases

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 25 years Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-01-03.S1REFERENCE NUMBER:

Litigated Consumer Case FilesRECORDS SERIES 

Court pleadings, petitions, briefs, transcripts, final orders or decreesRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Closure 25 years Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-02.S1REFERENCE NUMBER:

Trade and Correspondence School FilingsRECORDS SERIES 

Letters, bonds, catalogs, certificates of authority, financial statements, filing formsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 15-03.S1REFERENCE NUMBER:

Real Estate FilingsRECORDS SERIES 

Includes financial reports, plat description and correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 3 

years

10 years Record series cut-off plus 13 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 19-01.S1REFERENCE NUMBER:

Training Conference Manual MaterialRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-09b.S1REFERENCE NUMBER:

Log Receipt of GarnishmentRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Attorney General

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Auditor Of State

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 04-02.S2REFERENCE NUMBER:

BondingRECORDS SERIES 

Fidelity and performance bonds, blanket bonds, individual bonds, renewals, correspondence (for Secretary of 

State's office only)

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-05.S3REFERENCE NUMBER:

Cash Receipts, Daily Receipts ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

BUD 04-01-01-0.S1REFERENCE NUMBER:

Audit ReportsRECORDS SERIES 

State agency, county, municipality, school, 28E entity, other governmental subdivision or CPA reviewRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 2 

years (paper); 5 years (digitized 

format); thru end of current 

fiscal year (microfilm master)

Record series cut-off plus 2 years (paper); Permanent (digitized copy to State Archives); Permanent (microfilm master)

Final Disposition/Remarks: Microfilm immediately upon receipt; microfiche master transferred to State Archives at the end of the fiscal 

year; digitized copy retained in office for 5 years; one digitized copy transferred to State Archives at end of state 

fiscal year.
01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-01-01.S1REFERENCE NUMBER:

Audit WorkpapersRECORDS SERIES 

State agency, county, municipality, school, 28E entity, other governmental submission or CPA reviewRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-03.S1REFERENCE NUMBER:

Annual Reports on MunicipalitiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-07.S1REFERENCE NUMBER:

Annual Financial ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-04.S2REFERENCE NUMBER:

Vacation and Sick Leave Usage ReportRECORDS SERIES 

Quarterly report by employee on use of vacation and sick leave and costRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Auditor Of State

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy



Blind

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-00a.S2REFERENCE NUMBER:

Vocational Rehabilitation Client Case FilesRECORDS SERIES 

All records relative to each client including deceased clients, file includes medical, social, psychological, 

vocational information, progress evaluations, etc.

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Blind

Office State Records Center Total

Record series cut-off plus 3 

years

57 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-00b.S1REFERENCE NUMBER:

Vocational Rehabilitation Client Case Files - DeceasedRECORDS SERIES 

Records Series Description:

Upon death of clientRecords Series Cut-off:

Retention

Office of Record

Blind

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-04.S1REFERENCE NUMBER:

Business Enterprise ProgramRECORDS SERIES 

Closed vending stands: summary of activity produced after first year following closure and submitted to the 

State

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Blind

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Citizens' Aide/Ombudsman

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 18-01-01.S1REFERENCE NUMBER:

Citizens' Aide Case Files - with Formal ResponseRECORDS SERIES 

Notes, correspondence, evidence, reports, etc.Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Citizens' Aide/Ombudsman

Office State Records Center Total

Closure plus 5 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 18-01-02.S1REFERENCE NUMBER:

Citizens' Aide Case Files - without Formal ResponseRECORDS SERIES 

Notes, correspondence, evidence, reports, etc.Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Citizens' Aide/Ombudsman

Office State Records Center Total

Closure plus 5 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Civil Rights Commission

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-01.S1REFERENCE NUMBER:

Affirmative Action PlansRECORDS SERIES 

Affirmative Action Programs, goals, implementation plans, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-04.S1REFERENCE NUMBER:

Annual report to the Governor on State Agencies Affirmative Action Efforts.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-01-0.S1REFERENCE NUMBER:

Notice of Complaint InquiriesRECORDS SERIES 

Complaints received, parties involved, staff assignment, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-01-01REFERENCE NUMBER:

Case DispositionRECORDS SERIES 

Records kept by investigator on each complaint assignedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-02.S1REFERENCE NUMBER:

Complaint Inquiries Not FiledRECORDS SERIES 

Records of individuals who have inquired into the possibility of filing a charge, but have not done soRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-03.S1REFERENCE NUMBER:

Pending Complaint FilesRECORDS SERIES 

Records of complaints which have not yet signed and notarizedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-04.S1REFERENCE NUMBER:

No-Jurisdiction FilesRECORDS SERIES 

Records of complaints filed and in which the Commission, after a formal jurisdictional review, was found to 

have no jurisdiction

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-05.S1REFERENCE NUMBER:

Closed Case FilesRECORDS SERIES 

Records of complaints received and investigated, final disposition, and rationale for decision settled out of courtRecords Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-06.S1REFERENCE NUMBER:

Employer Case Target FilesRECORDS SERIES 

Records of employers under study, statistical information relating to number of persons employed, number of 

minority employees, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 19-07.S1REFERENCE NUMBER:

EEO Advertising - Newspaper AffidavitsRECORDS SERIES 

Statements from Iowa's newspapers regarding compliance with advertising anti-discrimination regulationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Civil Rights Commission

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Commerce

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-14.S1REFERENCE NUMBER:

Billing Data/Utility BillsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-00b.S1REFERENCE NUMBER:

Articles of Incorporation and Amendments; list of shareholders; oaths of directoRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/08/2004Adopted Date: 02/12/2004Effective Date:

BUS 04-01-01.S1-F1REFERENCE NUMBER:

New Bank Charters and Charter RelocationsRECORDS SERIES 

Correspondence and documents relating to applications to charter new banks (Hardcopy - paper)Records Series Description:

Closure (Requested action effective date)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-02REFERENCE NUMBER:

Closed and Dissolved Banks FilesRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-02-01.S1REFERENCE NUMBER:

Report of the Closure and Final Disposition of the ReceivershipRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-02-02.S1REFERENCE NUMBER:

Operating Records Confiscated from Banks in Receivership.RECORDS SERIES 

May include customer account records such as cancelled checks, ledger cards, balance sheets, loan files, etc.Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-03.S1REFERENCE NUMBER:

Receivership FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

10 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-04.S1REFERENCE NUMBER:

Depositor's Trust FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

10 years Record series cut-off plus 20 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-05.S1REFERENCE NUMBER:

Bank Office FilesRECORDS SERIES 

Approved, DeniedRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-02-0.S1REFERENCE NUMBER:

Bank Holding Company FilesRECORDS SERIES 

Applications, Inspection Reports and CorrespondenceRecords Series Description:

Through cutoff (closure or dissolution of holding company)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Paper records:  cutoff plus 1 

year;  Electroic records:  cutoff 

plus 20 years.

19 years (paper records format 

only)

Record series cutoff plus 20 years (both paper and electronic records formats)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-02-01.S1REFERENCE NUMBER:

Bank Holding Company FR Y-6 ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-03-0.S1REFERENCE NUMBER:

Bank Examination ReportsRECORDS SERIES 

Bank examination files, reports, abstractsRecords Series Description:

Through cutoff (closure or dissolution of bank)Records Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Paper records: cutoff plus 1 

year;  Electronic records:  

cutoff plus 10 years.

9 years (paper records format 

only)

Cutoff plus 10 years (both paper and electronic records formats)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-03-01.S1REFERENCE NUMBER:

Line SheetsRECORDS SERIES 

Records of loans-notes, collateral, customer's financial statementsRecords Series Description:

When resolvedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Thru final resolution plus 1 

year

Thru final resolution plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-03-02.S1REFERENCE NUMBER:

Verification filesRECORDS SERIES 

Audit reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-04-0.S1REFERENCE NUMBER:

Call reports and E & D'sRECORDS SERIES 

Annual statements of condition; reports of earnings and deposits, FDIC reports of income-Quarterly reports of 

the financial condition of all State Chartered banks in Iowa

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-04-01.S1REFERENCE NUMBER:

Bank Statistical DataRECORDS SERIES 



E & D's, ratios, abstractsRecords Series Description:

Through cutoff (closure or dissolution of bank)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Paper:  record series cutoff plus 

1 year;  Electronic: permanent.

Paper: permanent in state archives; electronic format:  permanent in agency.

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-05.S1REFERENCE NUMBER:

EDP FilesRECORDS SERIES 

EDP contracts and letters of assurancesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-06.S1REFERENCE NUMBER:

Bank InventoriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Records series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-08.S1REFERENCE NUMBER:

Bank CorrespondenceRECORDS SERIES 

General correspondence to and from Iowa chartered banksRecords Series Description:

Through cutoff (closure or dissolution of bank)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Paper: record series cutoff plus 

1 year; Electronic: cutoff plus 

10 years.

9 years (paper only) Record series cutoff plus 10 years (paper and electronic)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-0.S1REFERENCE NUMBER:



Savings and Loan Companies Corporate FilesRECORDS SERIES 

Articles of Incorporation, By-laws; fidelity bondsRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-01.S1REFERENCE NUMBER:

Examination ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

5 years Record series cut-off plus 8 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-02.S1REFERENCE NUMBER:

Federal Home Loan Bank ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-03.S1REFERENCE NUMBER:

CPA Audit ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-04.S1REFERENCE NUMBER:



Savings and Loan Branch Office FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-05.S1REFERENCE NUMBER:

Merger and Conversion FilesRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-01-06.S1REFERENCE NUMBER:

Savings and Loan Associations General Office FilesRECORDS SERIES 

General office records and miscellaneous subjects of concern that pertain to regulation of state-chartered savings 

and loan associations

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-02-0.S1REFERENCE NUMBER:

Small Loan Company License Case FilesRECORDS SERIES 

Applications for licenses, copies of bonds, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-02-01.S1REFERENCE NUMBER:



Annual Reports FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-03-0.S1REFERENCE NUMBER:

Industrial Loan Licensee Master FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 5 years While Active plus 5 years

Final Disposition/Remarks: Destroy. When company closes, file annual report files with master files before transferring to State Records 

Center

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-03-01.S1REFERENCE NUMBER:

Annual Reports FileRECORDS SERIES 

Annual reports, annual CPA audit reports, annual regulatory audit reports, examination reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-03-02.S1REFERENCE NUMBER:

Industrial Loan Companies - General Office FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

4 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-03-03.S1REFERENCE NUMBER:



Receivership Files for Industrial Loan CompaniesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

10 years Record series cut-off plus 11 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-04.S1REFERENCE NUMBER:

Debit Management Company Case FilesRECORDS SERIES 

Applications for and copies of licenses, copies of examination reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 05-05.S1REFERENCE NUMBER:

Money Order Company Licensee Case FilesRECORDS SERIES 

Applications for licenses, copies of bonds, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-01-0.S1REFERENCE NUMBER:

Credit Union Corporate FilesRECORDS SERIES 

Charters, articles of incorporation and amendments, auditing committee reports, oaths of directors, annual 

reports to the superintendent

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 20 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-01-01-0.S1REFERENCE NUMBER:

Dissolved Credit Unions FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-01-01-01.S1REFERENCE NUMBER:

Member AccountsRECORDS SERIES 

Dissolved credit unionsRecords Series Description:

Dissolved credit unionRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

11 years Record series cut-off plus 11 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-02REFERENCE NUMBER:

Credit Union Examination FilesRECORDS SERIES 

Examination reports, records of insurance and bondsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

10 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-02-01.S1REFERENCE NUMBER:

Line SheetsRECORDS SERIES 

Records of loans-notes, collateral, customers financial statementsRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

1 year after loan is closed

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 06-02-02.S1REFERENCE NUMBER:

Abstract FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-02.S1REFERENCE NUMBER:

Fraternal Beneficiaries Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-03.S1REFERENCE NUMBER:

Benevolent Associations Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-04.S1REFERENCE NUMBER:

County Mutual Insurance Companies Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-05.S1REFERENCE NUMBER:

Iowa Insurance Guaranty Association Case FilesRECORDS SERIES 

Information on insurance companies belonging to association and on individuals helped by the associationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

18 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-06.S1REFERENCE NUMBER:

Mergers and Acquisitions Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

45 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-07.S1REFERENCE NUMBER:

Receivership Case FilesRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-08.S1REFERENCE NUMBER:

No-Fault Insurance FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

12 years Record series cut-off plus 15 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-09.S1REFERENCE NUMBER:

FAIR Plan FilesRECORDS SERIES 

Statistics on disasters and how insurance companies handled claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

17 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-10.S1REFERENCE NUMBER:

Health Maintenance Organization FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

20 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-11.S1REFERENCE NUMBER:

Service of Process Legal FeesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-12-01-0.S1REFERENCE NUMBER:

Worker's Compensation Self-Insurance FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy previous year's applications and certificates when renewed

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-12-01-01.S1REFERENCE NUMBER:

Cancelled Self-InsurersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-13-01.S1REFERENCE NUMBER:

Domestic Holding Company Case FilesRECORDS SERIES 

Registration statementsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

20 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-13-02.S1REFERENCE NUMBER:

Foreign Holding Company Files -Non Iowa CompaniesRECORDS SERIES 

Registration statementsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

20 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-01-01.S1REFERENCE NUMBER:

DomesticRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Commerce Record series cut-off plus 15 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain Permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-01-02.S1REFERENCE NUMBER:

ForeignRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-02-01.S1REFERENCE NUMBER:

Domestic Iowa Based (including County Mutuals)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-02-02.S1REFERENCE NUMBER:

Foreign - based outside IowaRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-03.S1REFERENCE NUMBER:

DOC FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

While current plus 10 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-04.S1REFERENCE NUMBER:

Insurance Company Surety BondRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-05-0.S1REFERENCE NUMBER:

Security Depositor Listing (EDP)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-05-01.S1REFERENCE NUMBER:

EDP Deposit Transaction TicketsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-06.S1REFERENCE NUMBER:

Admission ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-07.S1REFERENCE NUMBER:

Company Certifications IssuedRECORDS SERIES 

Record of verification of annual statements, evaluations, deposits, sureties, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-08.S1REFERENCE NUMBER:

Premium Tax/Ocean Marine TaxRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-09.S1REFERENCE NUMBER:

Cusip Number HistoryRECORDS SERIES 

Card fileRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-10.S1REFERENCE NUMBER:

Publication StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-11-0.S1REFERENCE NUMBER:

Vault Transaction History LedgersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-11-01.S1REFERENCE NUMBER:

Vault Signature CardsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-12.S1REFERENCE NUMBER:

Evaluation of Securities Manuals (NAIC)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-13.S1REFERENCE NUMBER:

Insurance Company History BooksRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 09-14.S1REFERENCE NUMBER:

Insurance LawsRECORDS SERIES 

Reference file of other states' insurance lawsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-01-0.S1REFERENCE NUMBER:

Insurance Agent Qualification, Examination and Application Case FilesRECORDS SERIES 

Resident and non resident applications, examinations and answer sheetsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-01-01.S1REFERENCE NUMBER:

Application LedgerRECORDS SERIES 

Resident and non-residentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-01-02.S1REFERENCE NUMBER:

Certification and Clearance LedgerRECORDS SERIES 

Resident and non-residentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-01-03.S1REFERENCE NUMBER:

Examinations FailuresRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-02.S1REFERENCE NUMBER:

Licensed Agent and Company FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-03-0.S1REFERENCE NUMBER:

Licensed Agents Status ReportsRECORDS SERIES 

Daily activities printoutRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-03-01.S1REFERENCE NUMBER:

Licensed Agents Renewal ListingsRECORDS SERIES 

Daily run files (microfiche)Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfiche

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-04.S1REFERENCE NUMBER:

Complaint FilesRECORDS SERIES 

Company/agentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 10-05.S1REFERENCE NUMBER:

Test Question and Answer FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated as required

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 11-01-0.S1REFERENCE NUMBER:

General Accident and Health Insurance Companies Case FilesRECORDS SERIES 

Application for admission; bylaws, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years and destroy originals. Retain microfilm masters permanently in the State Archives of 

Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 11-01-01.S1REFERENCE NUMBER:

Approved and Disapproved Accident & Health Policy Forms; Credit & Credit HealthRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

23 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 11-01-03.S1REFERENCE NUMBER:

Approved and Disapproved Life Policy FormsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

98 years Record series cut-off plus 100 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-01-0.S1REFERENCE NUMBER:

Property/Casualty Insurance Company FilesRECORDS SERIES 

Applications for admission; bylaws, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-01-01.S1REFERENCE NUMBER:

Approved and Disapproved Property/Casualty Companies FormsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-01-02.S1REFERENCE NUMBER:

Unlicensed Carriers FilesRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain Permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-01.S1REFERENCE NUMBER:

Rating and Statistical Bureaus FilesRECORDS SERIES 

Manuals, filings of statistical plans, filing authorization letters, members and subscribers lists, statistical and 

experience reports, schedules, plans, rules, correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-02-0.S1REFERENCE NUMBER:

Rate Approval FilingsRECORDS SERIES 

Records of rates submitted, rate pages, supporting information, requests for additional information, 

correspondence, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-02-01.S1REFERENCE NUMBER:

"Future Effective Date" FilingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Final Disposition/Remarks: Filed in company folder or manual

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-03.S1REFERENCE NUMBER:

Surplus Lines Affidavits and FormsRECORDS SERIES 



Affidavits filed by resident agents of risks placed in non-admitted insurance companies; duplicate affidavits, 

correspondence, forms, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-04-0.S1REFERENCE NUMBER:

Rate Manuals LibraryRECORDS SERIES 

Manuals of rate pages filed by insurance companies and approved by insurance divisionRecords Series Description:

When superceded or withdrawnRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Final Disposition/Remarks: Transfer to "Superceded" series  (BUS 12-2-4-1) when superceded or withdrawn

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 12-02-04-01.S1REFERENCE NUMBER:

Superceded Manuals and Pages from Active Rate LibraryRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 13-01.S1REFERENCE NUMBER:

Complaint Case FilesRECORDS SERIES 

Initial complaints and follow-up relating to complaints against insurance companiesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-0.S1REFERENCE NUMBER:



Securities Registration Case FilesRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Closure 7 years Closure plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-01-0.S1REFERENCE NUMBER:

Deactivated Securities RegistrationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Destroy 5 years after deactivated

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-01-01.S1REFERENCE NUMBER:

Withdrawals/AbandonmentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-02-0.S1REFERENCE NUMBER:

Iowa Securities RegistrationsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 20 years While active plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-02-01.S1REFERENCE NUMBER:

Revocations and Suspensions - Iowa Based CompaniesRECORDS SERIES 

Records Series Description:



Revocation or suspension issuedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Upon issuance of revocation or 

suspension is issued

10 years Until revocation or suspensions issued plus 10  years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-03.S1REFERENCE NUMBER:

Post Effective FilingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-01-04.S1REFERENCE NUMBER:

Duplicate Securities RegistrationsRECORDS SERIES 

Ledger BooksRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

17 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-02.S1REFERENCE NUMBER:

General ExemptionsRECORDS SERIES 

Requests from securities issuers having statutory exemption from registration requirementsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-03-0.S1REFERENCE NUMBER:

Broker/Dealer Companies - General FilesRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-03-01.S1REFERENCE NUMBER:

Broker/Dealer Agent LicensingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-03-02.S1REFERENCE NUMBER:

Duplicate Broker/Dealer CertificatesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

17 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-04.S1REFERENCE NUMBER:

Securities Investigations, Complaints, and InquiriesRECORDS SERIES 

Relating to possible securities violationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-05-01.S1REFERENCE NUMBER:



BSOP - Exemptions/RegistrationsRECORDS SERIES 

Business Opportunities Registrations and exemptions, correspondence, advertising and promotional materials, 

contracts, etc.

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 14-05-02.S1REFERENCE NUMBER:

BSOP - Abandonments/WithdrawalsRECORDS SERIES 

Correspondence, advertising and promotional materials, contracts, application, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 2 years While active plus 2 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

BUS 14-06-01.S1REFERENCE NUMBER:

Residential Service Contracts (RSC)RECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cutoff plus 2 

years

4 years Record series cutoff plus 6 years

Final Disposition/Remarks: Destroy

02/12/2004Adopted Date: Effective Date:

BUS 14-06-02.S1REFERENCE NUMBER:

Motor Vehicle Service Contracts (MVSC)RECORDS SERIES 

Records Series Description:

Through cutoff.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 2 years. 4 years Records series cutoff plus 6 years.

Final Disposition/Remarks: Destroy

01/08/2004Adopted Date: 02/12/2004Effective Date:

BUS 14-06-03.S1REFERENCE NUMBER:



Prearranged Funeral Plans (PFP)RECORDS SERIES 

Records Series Description:

Through cutoff.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 2 years. 4 years. Records series cutoff plus 6 years.

Final Disposition/Remarks: Destroy.

01/08/2004Adopted Date: 02/12/2004Effective Date:

BUS 14-06-04.S1REFERENCE NUMBER:

Cemeteries (PCC & NPCC)RECORDS SERIES 

Records Series Description:

Through cutoff.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 2 years. 4 years. Records series cutoff plus 6 years.

Final Disposition/Remarks: Destroy.

01/08/2004Adopted Date: 02/12/2004Effective Date:

BUS 14-06-05.S1REFERENCE NUMBER:

Continuing Care Retirement Communities (CCRC)RECORDS SERIES 

Records Series Description:

Through cutoff.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 2 years. 4 years. Records series cutoff plus 6 years.

Final Disposition/Remarks: Destroy.

Adopted Date: Effective Date:

BUS 14-06-06.S1REFERENCE NUMBER:

Investment Advisers & Representatives FilesRECORDS SERIES 

Records Series Description:

Through cutoff (state fiscal year end)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 1 year 4 Cutoff plus 5 years

Final Disposition/Remarks:

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-01-01.S1REFERENCE NUMBER:

Rate Notification FilesRECORDS SERIES 

Copies of letters sent to utility customers as notification of proposed rate changeRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-02-0.S1REFERENCE NUMBER:

Tariff FilesRECORDS SERIES 

Working rules of utility governing services and rate information (T file)Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current While Current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-02-01.S1REFERENCE NUMBER:

Tariff Files - Revised FilingsRECORDS SERIES 

Covering rates and service adjustments (TF)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

6 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-03.S1REFERENCE NUMBER:

Fuel Adjustment Clause FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

4 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-04.S1REFERENCE NUMBER:

Purchase Gas Adjustment FilesRECORDS SERIES 

Records of costs passed onto utility customers as a result of increased wholesale pricesRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

4 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-05.S1REFERENCE NUMBER:

Depreciation FilesRECORDS SERIES 

Records of amortization periods of equipment owned by a utility companyRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

47 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-01-06.S1REFERENCE NUMBER:

Annual Reports - Rate and Non-Rate Regulated UtilitiesRECORDS SERIES 

Utility calendar year activities; revenues, expense, plant and operation dataRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

22 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

BUS 15-01-07.S1REFERENCE NUMBER:

Rulemaking (RMU)RECORDS SERIES 

The records contain the order commencing rule making, the order adopting amendments, the "Notice of 

Intended Action" and "Adopted and Filled" with the Code Editor, Comments filed by partipants, and the 

transcripts of a hearing in one is held.

Records Series Description:

Inclusion in Administrative RulesRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 10 years 40 years Cutoff plus 50 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-01-08.S1REFERENCE NUMBER:



Declaratory Ruling (DRU)RECORDS SERIES 

A request for a declartory ruling, board orders and any other documets by the parties in the docketRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 10 years Cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-01-09.S1REFERENCE NUMBER:

Utilities Rate Proceeding (RPU)RECORDS SERIES 

Iowa Utilities Board creates the record for the purpose of decision making in contested case proceedings 

regarding utility rates and services.  The records include documents and other evidence filed by parties to the 

case.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 10 years 15 years Cut-off plus 25 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-01-10.S1REFERENCE NUMBER:

Request for Waiver of Commission Rules (WRU)RECORDS SERIES 

Records are created and maintained in proceedings before the board and the records are used initially to allow 

for a rule or order and then for research when similiar requests for waiver are made.

Records Series Description:

Cut-off: Closing of the docketRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 3 years Cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-01-11.S1REFERENCE NUMBER:

Accounting Ruling(ARU)RECORDS SERIES 

A utility may request a waiver on any of the rules by filling a request for waiver.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



BUS 15-02-01-0.S1REFERENCE NUMBER:

E DocketRECORDS SERIES 

Electric franchise applications and authority.  The file contains intial petition, maps, correspondence and board 

orders.  The file may also contain objections, interventions, motions, exhibits, testimony, inspections, memos 

and any filings made by the parties in the docket.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

95 years Record series cut-off plus 100 years

Final Disposition/Remarks: retain for 100 years then offer to the State Archives

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-02-01-02.S1REFERENCE NUMBER:

Electric Transmission FilesRECORDS SERIES 

Pending cases, exhibits, transcriptsRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Closure plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-02-02-0.S1REFERENCE NUMBER:

P DocketRECORDS SERIES 

Pipeline construction, applications, amendments, renewalsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

95 years Record series cut-off plus 100 years

Final Disposition/Remarks: retain for 100 years then offer to the State Archives.

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-02-02-01.S1REFERENCE NUMBER:

Pipeline FilesRECORDS SERIES 

Pending casesRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Closure plus 1 year



Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

BUS 15-02-02-02.S1REFERENCE NUMBER:

Hazardous Liquid Pipeline Permits (HLP Dockets)RECORDS SERIES 

The file contains initial petition, maps, correspondence and board orders.  The file may also contain objections, 

interventions, mtions, exhibits, testimony, inspections, memos and any filings made by parties in the docket.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years 95 years Cutoff plus 100 years

Final Disposition/Remarks: retain for 100 years then offer to the State Archives.

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-02-03.S1REFERENCE NUMBER:

Generation FilesRECORDS SERIES 

Construction site locations of utility companiesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 15-02-04.S1REFERENCE NUMBER:

Telephone Interview Files (superceded)RECORDS SERIES 

Interview with customers complied during engineering studiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-02-05.S1REFERENCE NUMBER:

Telephone Service Interruption Files (superceded)RECORDS SERIES 

Outage reports from telephone companiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Commerce Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

BUS 15-02-06.S1REFERENCE NUMBER:

Utility Service ProceedingRECORDS SERIES 

Other than complaint (SPU)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

97 years Cutoff plus 100 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-03-01.S1REFERENCE NUMBER:

C DocketRECORDS SERIES 

Complaints from utility customers regarding service billings, telephone directory listingsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 3 years Cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUS 15-03-02.S1REFERENCE NUMBER:

Formal Utility Complaint (FCU)RECORDS SERIES 

written complaints, utility response, staff notes, C filwes for slamming and crammingRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cut-off plus 5 years Cut-off lus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-01-0.S1REFERENCE NUMBER:

Liquor License Files - ActiveRECORDS SERIES 

Original applications, renewals, bond and dram shop certificates, license investigations, etc.Records Series Description:

When no longer activeRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

While active While active

Final Disposition/Remarks: Microfilm on a monthly schedule and destroy originals; transfer film to cancelled files when license is no longer 

active

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-01-01.S1REFERENCE NUMBER:

Cancelled Liquor License FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-02a.S1REFERENCE NUMBER:

Class "A" Beer Distributors FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active While active

Final Disposition/Remarks: Transfer to cancelled files when no longer active

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-02b.S1REFERENCE NUMBER:

Cancelled Class "A" Beer Distributors FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-03a.S1REFERENCE NUMBER:

Class "B" and "C" Beer Distributors Application and Permits Files - ActiveRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

While active While active

Final Disposition/Remarks: Microfilm on a monthly schedule and destroy originals; transfer file to Cancelled Files when permit is no longer 

active

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-03b.S1REFERENCE NUMBER:

Cancelled Class "B" and "C" Distributors FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-04.S1REFERENCE NUMBER:

Manufacturers and Wholesalers LicensesRECORDS SERIES 

Records Series Description:

When renewedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Until renewed Until renewed

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-05.S1REFERENCE NUMBER:

Special PermitsRECORDS SERIES 

Records Series Description:

When renewedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Until renewed Until renewed

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-06.S1REFERENCE NUMBER:

Certificates of ComplianceRECORDS SERIES 

Register of liquor distilleries and authorized agentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-01-07.S1REFERENCE NUMBER:

Liquor Stamps and Decals IssuedRECORDS SERIES 

Record of stamps and decals issued, used or returnedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-02.S1REFERENCE NUMBER:

Store Operations - Stores Transaction FilesRECORDS SERIES 

Mark-ups, mark-downs, interstate transfers, bottle shortage, breakage reports, correction memos, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-01-0.S1REFERENCE NUMBER:

Daily Cash Receipts and Store Inventory ReportsRECORDS SERIES 

Weekly printoutRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-01-01.S1REFERENCE NUMBER:

Daily Sales and Cash Report (S-21)RECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-02.S1REFERENCE NUMBER:

General Ledger - (BLCD)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-03-0.S1REFERENCE NUMBER:

General Sales JournalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-03-01.S1REFERENCE NUMBER:

Sales Journals I, II, IIIRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-03-02.S1REFERENCE NUMBER:

Liquor Miscellaneous Sales JournalRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-04-0.S1REFERENCE NUMBER:

Monthly Volume Sales PrintoutRECORDS SERIES 

Records Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-04-01.S1REFERENCE NUMBER:

Error Reports -Store SalesRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-04-02.S1REFERENCE NUMBER:

SalesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-05.S1REFERENCE NUMBER:

Store Inventories, Breakage and ShortageRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-06-0.S1REFERENCE NUMBER:

Warehouse Inventories, Breakage and ShortageRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-06-01a.S1REFERENCE NUMBER:

Shipments: By Stores and CodesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-07-0.S1REFERENCE NUMBER:

State Liquor Store AuditsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-03-07-01.S1REFERENCE NUMBER:



Field Auditor's ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-04-01.S1REFERENCE NUMBER:

Brewery ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-04-02.S1REFERENCE NUMBER:

Beer TaxRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-05-01.S1REFERENCE NUMBER:

Shipping and ReceivingRECORDS SERIES 

Warehouse manifests, receiving reports, and similar records used to document shipment and receipt of liquor 

inventories

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 16-05-02.S1REFERENCE NUMBER:

Concealed Breakage BillingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-01-01.S1REFERENCE NUMBER:

Subdivided Land and Time Share Registration FilingsRECORDS SERIES 

Property reports, plats, maps offering statements and disclosure materials filed by each developerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-01.S1REFERENCE NUMBER:

Board Minutes and Original Books of RegistrationRECORDS SERIES 

Professional Engineers, Engineers-in-Training, and Land SurveyorsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-02.S1REFERENCE NUMBER:

Registered Professional Engineer and Land Surveyor FilesRECORDS SERIES 

Applications, test dates/scores, disciplinary action, supplemental experience form, comity approval letters and 

verification forms

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

59 years Record series cut-off plus 60 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-03.S1REFERENCE NUMBER:

Engineering Intern and Land Surveying Intern FilesRECORDS SERIES 

Applications, test dates and scoresRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

59 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-04.S1REFERENCE NUMBER:

ApplicationsRECORDS SERIES 

For exam failures, denials, and pendingRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-05.S1REFERENCE NUMBER:

ExaminationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-06.S1REFERENCE NUMBER:

License Renewal Forms and Audit NoticesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Commerce Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-01-07.S1REFERENCE NUMBER:

Complaint and Disciplinary FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-01a.S1REFERENCE NUMBER:

Register Books - Certificate HoldersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-01b.S1REFERENCE NUMBER:

Examination and Reciprocity CandidatesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-01c.S1REFERENCE NUMBER:

Annual RegisterRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Retain one copy permanently, 

destroy others when updated

Retain one copy permanently, destroy others when updated

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 01-02-02a.S1REFERENCE NUMBER:

Registered Accountants filesRECORDS SERIES 

Also known as:  Licensing Current Register.  Documentation of each certifed public accountant licensed by 

board.  Includes application for licensure, college transcripts, documentation AILPA Ethics test, application for 

attest services.

Records Series Description:

Cutoff:  end of state fiscal year during which license becomes inactive.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years. 25 years Cutoff plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-02b.S1REFERENCE NUMBER:

Permits to PracticeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-02c.S1REFERENCE NUMBER:

RenewalsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-02d.S1REFERENCE NUMBER:

Continuing Education Summary FormRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 60 

years

Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-02e.S1REFERENCE NUMBER:

Continuing Education Reporting FormRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While current plus 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-03a.S1REFERENCE NUMBER:

Examination and Reciprocity Examination PapersRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-03b.S1REFERENCE NUMBER:

Successful Candidates - No ExperienceRECORDS SERIES 

Records Series Description:

When certificate issuedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Until certificate issued Until certificate issued

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-03c.S1REFERENCE NUMBER:

Unsuccessful CandidatesRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 15 

years

Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-03d.S1REFERENCE NUMBER:

Denied ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 15 

years

Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-04a.S1REFERENCE NUMBER:

Complaints - LicenseeRECORDS SERIES 

Records Series Description:

Until no longer licensedRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-04b.S1REFERENCE NUMBER:

Non-licenseeRECORDS SERIES 

Records Series Description:

End of fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-02-04c.S1REFERENCE NUMBER:

Hearings and AppealsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 60 

years

Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-03-01.S1REFERENCE NUMBER:

Annual Roster of Real Estate LicenseesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Retain one copy permanently, 

destroy all other copies after 1 

year

Retain one copy permanently, destroy all other copies after 1 year

Final Disposition/Remarks: Retain one copy permanently, destroy all other copies after 1 year

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-03-01-01.S1REFERENCE NUMBER:

Criminal history background check for applicantsRECORDS SERIES 

Applicant creates and commission uses to determine compliance with licensing rules and regulations.  Includes 

fingerprint cards, waiver forms, and supporting documents.

Records Series Description:

Through the end of the calendar year.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 1 year Cutoff plus 1 year

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-03-02.S1REFERENCE NUMBER:

Application for Real Estate Broker and SalespersonRECORDS SERIES 

Individual application, business application, consent to examine trust account forms, change in trust account 

status forms, audit report, trust account questionnaire, continuing education certificate, general correspondence

Records Series Description:

Through the end of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

While active 3 years While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



EMP 01-03-03REFERENCE NUMBER:

License RenewalsRECORDS SERIES 

Application form and continuing education certificatesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-03-04-01.S1REFERENCE NUMBER:

Complaints Against Licensees Resulting in a Formal Hearing /Disciplinary ActionRECORDS SERIES 

Investigation reports, formal orders, correspondence and other documents related to complaints against 

licensees

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-03-04-02.S1REFERENCE NUMBER:

Complaints Against Licensees Which Result in DismissalRECORDS SERIES 

Investigation reports, correspondence and other documents related to complaints filed against licenseesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-03-04-03.S1REFERENCE NUMBER:

Complaint Files Not Resulting in Formal Hearing/Disciplinary ActionRECORDS SERIES 

Complaint files containing investigative materials not resulting in formal hearing and/or disciplinary action.

Public, licensees, other agencies, and real estate commission create.  Commission uses to see if liecnsee has 

violated a law or rule.

Records Series Description:

End of calendar year of the year case is closed.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 2 years Cutoff plus 2 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-04-01a.S1REFERENCE NUMBER:

Architect Application Registration Ledger BookRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 01-04-01b.S1REFERENCE NUMBER:

Architect Application FilesRECORDS SERIES 

Records created at time of original architect registration, including (but not limited to) application, supporting 

documentation, transcripts, exam scores.

Records Series Description:

Cutoff:  end of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

25 years Record series cut-off plus 30 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

EMP 01-04-03.S1REFERENCE NUMBER:

Architect License RenewalsRECORDS SERIES 

Registrant renewals are created by on-line processing and with mailed in manual renewal forms created by the 

Bureau's licensing specialist.

Records Series Description:

End of state fiscal year (during which the record is superseded)Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

EMP 01-04-03.s2REFERENCE NUMBER:

Architectural Licensing RenewalsRECORDS SERIES 

Registrant renewals are created by on-line processing and with mailed in manual renewal forms created by the 

Bureau's licensing specialist.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-04-04a.S1REFERENCE NUMBER:

Discipline Files - Formal Discipline TakenRECORDS SERIES 

Record created by Architectural Examining Board to track circumstances of complaint cases which lead to 

formal disciplinary action.  Includes supporting documentation: drawings, original complaint, copy of consent 

order.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 55 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-04-04b.S1REFERENCE NUMBER:

Complaint Files - Closed - No DisciplineRECORDS SERIES 

The Architectural Examining Board creates file used to track complaint through investigation to close.  Contains 

complaint, investigative materials, letters.

Records Series Description:

End of state fiscal year during which compalint file is closed.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

while active Cutoff plus 10 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-05-01.S1REFERENCE NUMBER:

Board Minutes and Roster of Landscape ArchitectsRECORDS SERIES 

Contains motions, continuing education review and approval of applicant's documented evidence and eligibility 

to become a registered landscape architect

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 01-05-02.S1REFERENCE NUMBER:



Registered Landscape ArchitectsRECORDS SERIES 

Application, grade results, and correspondenceRecords Series Description:

Cutoff:  end of state fiscal year during which the license becomes inactiveRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years 25 years Cutoff plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-05-03.S1REFERENCE NUMBER:

Documented EvidenceRECORDS SERIES 

Broad scope of examples of professional experienceRecords Series Description:

Board ActionRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 6 

months

Record series cut-off plus 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-05-04.S1REFERENCE NUMBER:

Continuing EducationRECORDS SERIES 

Record of continuing education hoursRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-05-05.S1REFERENCE NUMBER:

RenewalsRECORDS SERIES 

Renewal cardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 01-08-01.S1REFERENCE NUMBER:



Real Estate Appraisers Registration filesRECORDS SERIES 

Records of registration of real estate appraisers, including application, transcripts, course completion 

certificates, affidavits, resumes, work product, exam results, work logs and supporting documents.

Records Series Description:

Cutoff:  end of state fiscal year during which license becomes inactive.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years 25 years Cutoff plus 30 years.

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-08-02a.S1REFERENCE NUMBER:

Discipline Files - Formal Discipline TakenRECORDS SERIES 

Iowa Real Estate Appraiser Examining Board creates.  File used to track circumstances of complaint which led 

to disciplinary action.  Contains complaint, invetigative materials, letters, formal consent orders and statements 

of matters asserted, findings of fact, conclusions of law, decision and order.

Records Series Description:

End of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years 55 years Cutoff plus 60 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-08-02b.S1REFERENCE NUMBER:

Complaint Files - Closed - No DisciplineRECORDS SERIES 

Iowa Real Estate appraiser Examining Board creates.  Filed used to track complaint through investigation to 

close.  Contains complaint, investigative materials and letters.

Records Series Description:

End of State fiscal yearRecords Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

while active Cutoff plus 10 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 01-09-01.S1REFERENCE NUMBER:

Interior Designer Registration filesRECORDS SERIES 

Documentation of individual interior designer registrations.  Inludes application, college transcripts,  

verification of examination, supporting documents.

Records Series Description:

Cutoff:  end of state fiscal year during which license becomes inactive.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus 5 years 25 years Cutoff plus 30 years

Final Disposition/Remarks: Destroy



07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-09-02a.S1REFERENCE NUMBER:

Discipline Files - Formal Discipline TakenRECORDS SERIES 

Iowa Interior Design Examining Board creates.  File used to track circumstances of complaint which led to 

disciplinary action.  Contains complaint, investigative materials, letters, formal consent orders and statement of 

matters asserted, findings of fact, conclusions of law, decision and order.

Records Series Description:

End of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

Cutoff plus five years 55 years Cutoff plus 55 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

EMP 01-09-02b.S1REFERENCE NUMBER:

Complaint Files - No DisciplineRECORDS SERIES 

Interior Design Examining Board creates.  Files used to track investigation form complaint start to close.  

Contains complaint, investigative materials, and letters.

Records Series Description:

End of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Commerce

Office State Records Center Total

while active Cutoff plus 10 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy



Comptroller

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-03.S1REFERENCE NUMBER:

Classification ReportRECORDS SERIES 

Section A - listing by department, class code, showing range and step of all filled positions, total authorized 

positions and number of vacancies; Section B - listing by class code, by department, of all filled positions

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-04.S1REFERENCE NUMBER:

Alpha listing of EmployeesRECORDS SERIES 

Section A - listing of all employees paid during calendar year and other data; Section B  - same by department; 

Section c - same by social security number

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-05.S1REFERENCE NUMBER:

Personal Services ReportRECORDS SERIES 

Comparative salary and employee schedule by full-time, part-time, or temporary; number of employees and 

salaries for current year as compared to the same month the prior year with year- to- date totals

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-01-0.S1REFERENCE NUMBER:

WithholdingRECORDS SERIES 

Federal/StateRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-02a.S1REFERENCE NUMBER:

Retirement (FICA/IPERS) IPERS Report - Under $300RECORDS SERIES 

Quarterly listing of all employees subject to IPERS with earnings of less than $300 during quarterRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-02b.S1REFERENCE NUMBER:

Departmental IPERS / FICA Quarterly ReportRECORDS SERIES 

Detailed listing by departments of taxes and taxable wages for the quarter subject to FICA and IPERSRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-02c.S1REFERENCE NUMBER:

Quarterly FICA and IPERS ReportRECORDS SERIES 

Detailed listing by employee of wages paid by calendar quarter subject to FICA and IPERSRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00a.S1REFERENCE NUMBER:

Insurance - Health, Life, Disability; Insurance Enrollment CardsRECORDS SERIES 

Individual enrollment cards for Bankers Life Company Life InsuranceRecords Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 1 

year

Term of employment plus 1 year



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00b.S1REFERENCE NUMBER:

Monthly Health Insurance BillingRECORDS SERIES 

Listing of all employees with health insurance, the plans and costRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

6 months (hard copy) / 

Permanent (microfilm)

6 months (hard copy) / Permanent (microfilm)

Final Disposition/Remarks: Destroy hard copy; retain microfilm permanently.

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00c.S1REFERENCE NUMBER:

Bankers Life - Life Insurance Monthly ReportRECORDS SERIES 

Listing of all employees insured, plan, and premiumRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00d.S1REFERENCE NUMBER:

Bankers Life - Life Insurance ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00e.S1REFERENCE NUMBER:

Bankers Life Company - Life Insurance ListingRECORDS SERIES 

Listing of age changes of employee for premium purposesRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

6 months 6 months



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00g.S1REFERENCE NUMBER:

Disability Insurance Premium ReportRECORDS SERIES 

Departmental listing of all employees eligible for long term disability insurance showing monthly salary and 

premium

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00h.S1REFERENCE NUMBER:

Disability Insurance ClaimsRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 6 

months

5 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00i.S1REFERENCE NUMBER:

Monthly Report on Disability Insurance Premiums DueRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-05a.S1REFERENCE NUMBER:

Unemployment Compensation Quarterly Unemployment ReportsRECORDS SERIES 

Listings of employees, their quarterly income and taxable incomeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-07a.S1REFERENCE NUMBER:

Monthly Savings Bonds Balance ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-07b.S1REFERENCE NUMBER:

Monthly Savings Bonds Purchase ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-08a.S1REFERENCE NUMBER:

Direct Deposit - Agreements for Automatic DepositRECORDS SERIES 

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Term of employment Term of employment

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-08b.S1REFERENCE NUMBER:

Direct Deposit ListingRECORDS SERIES 

A listing of employees participating in direct deposit and related informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-01.S1REFERENCE NUMBER:

Overtime ReportRECORDS SERIES 

Section A- departmental listing, by employee, of overtime paid during current pay period; Section B - same, 

with cumulative totals for fiscal year-to-date; Section C - departmental totals showing current period with 

year-to-date cumulative totals

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-04.S1REFERENCE NUMBER:

Vacation and Sick Leave Usage ReportRECORDS SERIES 

Quarterly report by employee on use of vacation and sick leave and costRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-04.S1REFERENCE NUMBER:

Table of Authorized PositionsRECORDS SERIES 

Departmental report showing by class and position number the name and title of all employees, salary range, and 

present step, and other related information

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Comptroller

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 04-05-02.S1REFERENCE NUMBER:

Executive Council Exempt Positions Pay PlansRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Comptroller

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy



Corrections

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01b.S1REFERENCE NUMBER:

Breakdown expense ledgersRECORDS SERIES 

Distribution of appropriated funds by object of expenditureRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-01-03.S2REFERENCE NUMBER:

Daily Census ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

1 year/Permanent

Final Disposition/Remarks: Destroy daily reports after 1 year; retain annual year-end summary permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-01-04.S2REFERENCE NUMBER:

Movement Reports and StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-01-01.S2REFERENCE NUMBER:

X-RaysRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years



Final Disposition/Remarks: Record findings of x-rays in patient/resident case file; destroy actual x-ray after 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-01-02.S2REFERENCE NUMBER:

EKG and EEG TracingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-02.S2REFERENCE NUMBER:

Daily Nursing ReportsRECORDS SERIES 

Records of individual services provided, incident reports, medications administered, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-01.S2REFERENCE NUMBER:

Dispensing RecordsRECORDS SERIES 

Records of all medication orders and fulfillmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02a.S2REFERENCE NUMBER:

Pharmacy InventoriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Corrections Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02b.S2REFERENCE NUMBER:

Pharmaceutical Purchase RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02c.S2REFERENCE NUMBER:

Pharmacy Monthly ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02d.S2REFERENCE NUMBER:

Controlled Drug Proof-of-Use RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-03.S2REFERENCE NUMBER:

Pharmacy Packaging/Manufacturing Control RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 13-01.S1REFERENCE NUMBER:

Community Corrections Data CollectionRECORDS SERIES 

Data regarding adult offenders connected with pretrial programs, probationers, parolees, residents of halfway 

houses/ residential facilities

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 13-02.S1REFERENCE NUMBER:

Halfway House Institutional FilesRECORDS SERIES 

Client case filesRecords Series Description:

Upon discharge of clientRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

While client remains in 

program

While client remains in program

Final Disposition/Remarks: Return file to originating institution

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-01-01.S1REFERENCE NUMBER:

Admissions/Discharges RegisterRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-01-02.S1REFERENCE NUMBER:

Population RecordsRECORDS SERIES 

Count sheets, work crew sheets, status rosters, security staff logs, shift logs, daily population sheets, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years, except for year-end 

summary to be retained 

permanently

Record series cut-off plus 5 years/Permanent

Final Disposition/Remarks: Destroy except for year-end summary to be retained permanently in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-01-03.S1REFERENCE NUMBER:

Movement RecordsRECORDS SERIES 

Furlough records, phone check log, population movement reports, isolation unit log, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Retain Year End Summary permanently in the State Archives of Iowa; purge other records after 5 years.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-01-04.S1REFERENCE NUMBER:

Escape LogRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-02-0.S1REFERENCE NUMBER:

Inmate RecordsRECORDS SERIES 

Social file, legal file, treatment file, admission summary; progress reports; disciplinary actions, pastoral 

counseling summaries, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 20 

years

Record series cut-off plus 20 years

Final Disposition/Remarks: After resident has been discharged for 20 years. All destroyed except a permanent record shall be kept of the 

information required by 218.21 and 218.22, Code of Iowa.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-02-01.S1REFERENCE NUMBER:



Resident Inventory SheetsRECORDS SERIES 

Listing of property brought by each inmateRecords Series Description:

Upon discharge of inmateRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-02-02.S1REFERENCE NUMBER:

Inmate Information Index CardsRECORDS SERIES 

Records Series Description:

Upon discharge of inmateRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-01-0.S1REFERENCE NUMBER:

Institutional Billing Adjustments Job # 100L045RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-01-0.S2REFERENCE NUMBER:

Institutional Billing Adjustments Job # 100L045RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 14-03-01-01.S1REFERENCE NUMBER:

Source Documents for Institutional Billing Adjustments (Patient billing AbstractRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-01-01.S2REFERENCE NUMBER:

Source Documents for Institutional Billing Adjustments (Patient billing AbstractRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-02.S1REFERENCE NUMBER:

County Abstracts (Statement of Charges) Job #100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years (COM)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-02.S2REFERENCE NUMBER:

County Abstracts (Statement of Charges) Job #100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-03.S1REFERENCE NUMBER:

County Summary Job # 100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-03.S2REFERENCE NUMBER:

County Summary Job # 100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-04.S1REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing Job #100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years (COM)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-04.S2REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing Job #100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-03-05.S1REFERENCE NUMBER:

Alcoholic Listing Job #475C470RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-030-5.S2REFERENCE NUMBER:

Alcoholic Listing Job #475C470RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 10 

years(hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 14-04.S1REFERENCE NUMBER:

Jail Inspections ReportsRECORDS SERIES 

Reports of inspection on all county and city jails in IowaRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-02-01.S1REFERENCE NUMBER:

Interstate CompactRECORDS SERIES 

Pre-sentence investigation, court order, conditions of supervision and probation or parole agreement, agreement 

to return, application for compact services, acceptance or rejection report, progress report, violation report, 

discharge report, discharge

Records Series Description:

When closedRecords Series Cut-off:



Retention

Office of Record

Corrections

Office State Records Center Total

Closure plus 1 year 9 years Closure plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-02-01-02.S1REFERENCE NUMBER:

Inmate Information Index CardRECORDS SERIES 

Records Series Description:

Upon discharge of inmateRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Discharge plus 5 years Discharge plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-06-01.S1REFERENCE NUMBER:

Risk Assessment Reports - Computer PrintoutsRECORDS SERIES 

Used to assess risk factors of inmatesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-07.S1REFERENCE NUMBER:

Inmate Risk Assessment-FilesRECORDS SERIES 

Used to calculate individual risk assessment for parole release - includes criminal histories, substance abuse 

histories, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Corrections

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



Cultural Affairs

Adopted Date: Effective Date:

[unnumbered]REFERENCE NUMBER:

[placeholder entry for unscheduled archives holdings]RECORDS SERIES 

Placeholder entry for unscheduled archives holdings.Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-01.S1REFERENCE NUMBER:

National Register of Historic PlacesRECORDS SERIES 

Applications and approvals for placement on the National RegisterRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-02-01.S1REFERENCE NUMBER:

Gardner Cabin Site RecordsRECORDS SERIES 

Guest registers; financial; plans for construction & remodeling (preservation project)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-02-02.S1REFERENCE NUMBER:

Toolesboro Site RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-02-03-0.S1REFERENCE NUMBER:

Montauk Mansion Accession WorksheetsRECORDS SERIES 

Preliminary identification of objects in Montauk collectionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-02-03-01.S1REFERENCE NUMBER:

Montauk Mansion Collection CatalogRECORDS SERIES 

Physical and historical or stylistic description of all historical objects at MontaukRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-02-03-02.S1REFERENCE NUMBER:

Montauk Mansion Collection Document FileRECORDS SERIES 

Reports on and references to objects in the Montauk collectionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-03.S1REFERENCE NUMBER:

Archaeological, Architectural, and Historic SurveysRECORDS SERIES 

Contracts, survey data, reports and related recordsRecords Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Project completion plus 5 years Permanent



Final Disposition/Remarks: Retain permanently in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-04-01.S1REFERENCE NUMBER:

Copyright RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Manuscript Collection

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-04-02.S1REFERENCE NUMBER:

Manuscript Submitted for PublicationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Manuscript Collection

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 01-05.S1REFERENCE NUMBER:

Museum DonationsRECORDS SERIES 

Donor CardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 02-01.S1REFERENCE NUMBER:

Census RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Census Collection

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-03-04.S1REFERENCE NUMBER:

Reference CorrespondenceRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-09-01.S1REFERENCE NUMBER:

Annual Patron RegistrationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-09-02.S1REFERENCE NUMBER:

Daily Patron RegistrationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 04-01.S1REFERENCE NUMBER:

ArtistsRECORDS SERIES 

Biographical information on artists residing in IowaRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

While current Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 04-02.S1REFERENCE NUMBER:

Arts ProgramsRECORDS SERIES 

Case files of arts program grant recipients, including applications and evaluation reports of completed programRecords Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Project completion plus 3 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-01.S1REFERENCE NUMBER:

Report of Records DestroyedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-02.S1REFERENCE NUMBER:

Records Transfer AuthorizationRECORDS SERIES 

Transfers to State Records CenterRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

While current plus 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-02.S2REFERENCE NUMBER:

Records Transfer AuthorizationRECORDS SERIES 

Transfers to the State ArchivesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-03.S1REFERENCE NUMBER:

Retrieval RequestsRECORDS SERIES 

Request for records at Records CenterRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-04.S1REFERENCE NUMBER:

Records Transfer and Retrieval StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-05.S1REFERENCE NUMBER:

File Equipment SpecificationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Perpetual; update regularly

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-06.S1REFERENCE NUMBER:

Records Management Manual RevisionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 04-01-07.S1REFERENCE NUMBER:

Agency Information SheetRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-01-04.S1REFERENCE NUMBER:

Building Rental Files - Historical BuildingRECORDS SERIES 

Rental applications, agreements and supporting documentationRecords Series Description:

State fiscal year (or until audited)Records Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Record series cut-off plus 1 

year (or until audited)

Record series cut-off plus1 year or until audited

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 17-01.S1REFERENCE NUMBER:

Eugenics LedgerRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 17-02.S1REFERENCE NUMBER:

Eugenics Case FilesRECORDS SERIES 

Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Cultural Affairs

Office State Records Center Total

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Economic Development

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-01-01.S1REFERENCE NUMBER:

Industrial Prospect Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-01-02.S1REFERENCE NUMBER:

Industrial Development Fact Files and Community Quick ReferencesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Update regularly

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-01-03.S1REFERENCE NUMBER:

Industrial Development Site EvaluationsRECORDS SERIES 

Records Series Description:

While currentRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: When site is re-evaluated or is no longer available

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-01-04.S1REFERENCE NUMBER:

Available Buildings RecordsRECORDS SERIES 

Records Series Description:

While currentRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: When building is filled or is no longer available



01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-02-01.S1REFERENCE NUMBER:

European Office Industrial Prospect Case FilesRECORDS SERIES 

Joint ventures, licensing, acquisitions, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-02-02.S1REFERENCE NUMBER:

Foreign Trade MissionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-02-03.S1REFERENCE NUMBER:

Governor's Export ConferenceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-03-01.S1REFERENCE NUMBER:

Regional Travel Council Project FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Purge and retain selected materials. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-03-02.S1REFERENCE NUMBER:

"Vacation in Iowa" Special Project FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-04-01.S1REFERENCE NUMBER:

Iowa Community Betterment ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Permanent

Final Disposition/Remarks: Purge and retain selected materials . Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-04-02.S1REFERENCE NUMBER:

Rural Community Development ProgramsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Purge and retain selected materials . Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-05-01.S1REFERENCE NUMBER:

Agricultural PromotionRECORDS SERIES 

Iowa Chop, Fine Iowa MeatsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Purge and retain selected materials

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-05-02.S1REFERENCE NUMBER:

GasoholRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-06.S1REFERENCE NUMBER:

Community Development Block Grant Program; Economic Development Set Aside PrograRECORDS SERIES 

Grantee application filesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-07-01.S1REFERENCE NUMBER:

Iowa Occupational Information Network Data Reports/RecordsRECORDS SERIES 

Statewide occupational surveys, occupational planning areas; employer-merged area directories, employment 

projections

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-02-02.S1REFERENCE NUMBER:

JTPA/CETA Grant FilesRECORDS SERIES 

Grant applications, approved grants and modifications, correspondence, audits, statistical reporting, etc.Records Series Description:

End of federal fiscal yearRecords Series Cut-off:



Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-02-03.S1REFERENCE NUMBER:

JTPA/CETA Contractor FilesRECORDS SERIES 

Original contract, modifications, claims, closeout documents, audits, correspondence, etc.Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-02-04.S1REFERENCE NUMBER:

JTPA/Grant Agreements-Audit Reports/CETA Participant FilesRECORDS SERIES 

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Economic Development

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy



Education

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-06.S1REFERENCE NUMBER:

School District Budget FilesRECORDS SERIES 

Budget forms, summary information papersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-07.S1REFERENCE NUMBER:

Area Education Agencies Budget FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-08.S1REFERENCE NUMBER:

Area Schools Budget FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently  in the State Archives of Iowa

07/10/2003Adopted Date: 08/14/2003Effective Date:

BUD 02-10-26.S1REFERENCE NUMBER:

ClaimsRECORDS SERIES 

All typesRecords Series Description:

When closed (date of final VR federal expenditure report)Records Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Records series cut-off plus 6 

months

2 years, 6 months Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01d.S1REFERENCE NUMBER:

Cost Center - Federal Accounting LedgersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01e.S1REFERENCE NUMBER:

Cost Analysis Reports - Area School ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

10/09/2003Adopted Date: 10/13/2003Effective Date:

BUD 04-01-04.S1REFERENCE NUMBER:

Local School District and Area Education Agency Audit ReportsRECORDS SERIES 

-Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

months

2 years, 9 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01b.S1REFERENCE NUMBER:

County Board of Education Financial ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Education Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01c.S1REFERENCE NUMBER:

Public School Districts - Secretary's Annual ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years (original documents) / Permanent (summary report)

Final Disposition/Remarks: Destroy original documents after 10 years; retain summary report permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01d.S1REFERENCE NUMBER:

Public School Districts - Treasurer's Annual ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years (original documents) / Permanent (summary report)

Final Disposition/Remarks: Destroy original documents after 10 years; retain summary report permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01e.S1REFERENCE NUMBER:

Public School Districts - Reimbursements for TuitionRECORDS SERIES 

Boarding homes and charitable institutionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-04.S1REFERENCE NUMBER:

Area Schools Annual ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 01-01.S1REFERENCE NUMBER:

Schools- Public and Non-public Schools of IowaRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 01-02-02.S1REFERENCE NUMBER:

GED Education RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-01-01.S1REFERENCE NUMBER:

Public Enrollment RecordsRECORDS SERIES 

Records of public schools enrollment of resident childrenRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-01-02.S1REFERENCE NUMBER:

Shared-time and Part-time Enrollment RecordsRECORDS SERIES 

Records of shared-time and part-time pupils enrolled in each public school districtRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-01-03.S1REFERENCE NUMBER:

Headcounts and Full-time Equivalent Enrollment ReportRECORDS SERIES 

Form AS-10Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-01-04.S1REFERENCE NUMBER:

Special Education Enrollment CountRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-02.S1REFERENCE NUMBER:

Non-Public Schools Enrollment ReportRECORDS SERIES 

Records of non-public enrollment for purposes of determining funding for those servedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-03-01.S1REFERENCE NUMBER:

Enrollment Reports of Area SchoolsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-03-02.S1REFERENCE NUMBER:

Area School Term Enrollment RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-04-01.S1REFERENCE NUMBER:

Enrollment Projection RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 02-04-02.S1REFERENCE NUMBER:

Population/Enrollment TrendsRECORDS SERIES 

Records of research projectsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-01.S1REFERENCE NUMBER:

Maximum Tuition RatesRECORDS SERIES 



Report on school costs for computing maximum tuition rates, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-02.S1REFERENCE NUMBER:

Applications for Grants/ScholarshipsRECORDS SERIES 

Applicants' individual files containing application form, financial statement, and related correspondenceRecords Series Description:

When processedRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Final Disposition/Remarks: Transferred to appropriate file

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-03.S1REFERENCE NUMBER:

Iowa Medical Tuition Loan ProgramRECORDS SERIES 

Individual recipients' files containing application, contracts, related correspondence, payment schedules, 

repayment records, etc.

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Closure Closure

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-04.S1REFERENCE NUMBER:

Iowa Vocational/Technical Tuition GrantsRECORDS SERIES 

Applicants' individual files containing application form, financial statement, reply form and related 

correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-05S1REFERENCE NUMBER:



United Student Aid FundRECORDS SERIES 

Printouts, cumulative reserve account reports, official agreements, descriptive information, and related 

correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-06.S1REFERENCE NUMBER:

Title I Construction Grants- Past RecipientsRECORDS SERIES 

Grant application, grant agreement, project summary forms and all related correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-07-0.S1REFERENCE NUMBER:

Title VI Equipment Grants- Past RecipientRECORDS SERIES 

Grant application, letter of acceptance, notice of award, grant management material, and related correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-07-01.S1REFERENCE NUMBER:

Title VI Unfunded ApplicantsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-03-01.S1REFERENCE NUMBER:

Iowa Tuition Grant RecipientsRECORDS SERIES 

Application, financial statement, notice of award, and related correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-03-02.S1REFERENCE NUMBER:

Iowa Tuition Grants Non-recipientsRECORDS SERIES 

Applicants not offered awards and applicants who refused awardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-03-03.S1REFERENCE NUMBER:

Iowa Tuition Grants Files- ClosedRECORDS SERIES 

Recipients, non-recipients, printouts of funds paid, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-04-01.S1REFERENCE NUMBER:

State of Iowa Scholarship FilesRECORDS SERIES 

Application, financial statement, reply form, and related correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-04-02.S1REFERENCE NUMBER:

State of Iowa Scholarships- Honorary/Non-RecipientsRECORDS SERIES 

Applicants who for reasons of low academic score or insufficient financial need were ineligible for scholarships 

and those who accepted honorary rather than monetary awards

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-01-01-0.S1REFERENCE NUMBER:

Curriculum GuidesRECORDS SERIES 

Research projects designed to develop guides to aid teacher in structuring courses in a particular vocational areaRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-01-01-01.S1REFERENCE NUMBER:

Guidelines for Achieving a Multicultural Sex-Bias-Free Curriculum in Iowa SchoolRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-01-01-02.S1REFERENCE NUMBER:

Multi-cultural, Non-sexist Curriculum Guide for SchoolsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-01-01-03.S1REFERENCE NUMBER:

Progress Reports on the Achieving of a Multicultural, Non-sexist CurriculumRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-01-02.S1REFERENCE NUMBER:

Educational and Curriculum MaterialsRECORDS SERIES 

Material used in conducting workshops, assisting with program and curriculum improvement and other 

consultative functions

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-02.S1REFERENCE NUMBER:

Resource Center  ERIC Document FileRECORDS SERIES 

Research data to support the information retrieval system and services provided by Iowa Network for Obtaining 

Resource Materials for Schools  (microfiche)

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 15 

years

10 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

EDU 04-03-01.S1REFERENCE NUMBER:

Teacher CertificationRECORDS SERIES 

Records of college training, high school normal training, etc., standard elementary certificates, standard 

secondary and other certificates, certification checks, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Total: 70 years (electronic 

copy)

0 Total: 70 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-03-02.S1REFERENCE NUMBER:

Teacher Certification and Education HandbookRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-03-03.S1REFERENCE NUMBER:

Certification Audit Records: Fees Earned Register, Fees Received Register, RecorRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-04-01-0.S1REFERENCE NUMBER:

Equity EducationRECORDS SERIES 

Iowa school districts' progress in complying with guidelines on non-discriminationRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-04-01-01.S1REFERENCE NUMBER:

Policy and Guidelines on Nondiscrimination in Iowa SchoolsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 04-04-02.S1REFERENCE NUMBER:

Title IV CRA (Civil Rights Act) ContractsRECORDS SERIES 

Records of technical assistance provided to Iowa school districts in the process of desegregationRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-01.S1REFERENCE NUMBER:

Special Education Area Education Agency Plans`RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-01.S1REFERENCE NUMBER:

Education of the Handicapped Act (EHA) Projects FilesRECORDS SERIES 

Applications, financial reports, evaluations, etc.Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-02.S1REFERENCE NUMBER:

ESEA Title I (PL 89-313) Project FilesRECORDS SERIES 

Abstracts, applications, approvals, reports, financial recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-03.S1REFERENCE NUMBER:

ESEA Title I (PL 93-380) Project FilesRECORDS SERIES 

Abstracts, applications, approvals, reports, financial recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-04.S1REFERENCE NUMBER:

Title I EvaluationsRECORDS SERIES 

Reports from local education agencies evaluating the previous year's Title I programRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-05-0.S1REFERENCE NUMBER:

Title I ESEA Project FilesRECORDS SERIES 

Applications, correspondence, invoices, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current plus 1 year 4 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-05-01.S1REFERENCE NUMBER:

Title IV Guidance and Counseling Testing RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-02-06.S1REFERENCE NUMBER:

EHA Title VI Project FilesRECORDS SERIES 

Abstracts, applications, approvals, correspondence contractual agreements, financial records, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

3 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-03-01.S1REFERENCE NUMBER:

CISI Project FilesRECORDS SERIES 

Records of subscribers, contracting agencies, memorandums of agreement, correspondence, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-03-02-0.S1REFERENCE NUMBER:

CISI Occupational Briefs FilesRECORDS SERIES 

Descriptive data on specific occupations, sources of training, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-03-02-01.S1REFERENCE NUMBER:

CISI Needle-sort Card DeckRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-03-02-02.S1REFERENCE NUMBER:

CISI Post-Secondary Educational OpportunitiesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-03-02-03.S1REFERENCE NUMBER:

CISI OccupationsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-04-01.S1REFERENCE NUMBER:

Special Needs Program FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 05-04-02.S1REFERENCE NUMBER:

Special Needs Section Evaluation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-01-0.S1REFERENCE NUMBER:

Program AgreementsRECORDS SERIES 

National school lunch, special milk, school breakfast, child care food programsRecords Series Description:

When renewed or terminatedRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off 5 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-01-01.S1REFERENCE NUMBER:

Program Correspondence and ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-02.S1REFERENCE NUMBER:

Administrative ReviewsRECORDS SERIES 

National school lunch, school breakfast, special milk, child care food programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-03-0.S1REFERENCE NUMBER:

Summary ListsRECORDS SERIES 

National school lunch and school breakfast programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 7 

years

Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-03-01.S1REFERENCE NUMBER:

Participation Summary RecordsRECORDS SERIES 

Average daily participation of lunches served by recipientsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-01-04.S1REFERENCE NUMBER:

Child Nutrition Short Course RostersRECORDS SERIES 

Records of school lunch workers who have attended series of school lunch short coursesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-02-01.S1REFERENCE NUMBER:

Food Service Equipment Assistance Program RecordsRECORDS SERIES 

Federal assistance to schools and child care institutions for equipmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

25 years Record series cut-off plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-02-02.S1REFERENCE NUMBER:

Summary List- Food Service Equipment Assistance ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-01-0.S1REFERENCE NUMBER:

Commodity and Agreement RecordsRECORDS SERIES 

Records of public, private, and service institution programs, applications, delivery order receipts from recipient 

agencies, correspondence, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-01-01.S1REFERENCE NUMBER:

Summer Camp Program Commodity and Agreement RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-02.S1REFERENCE NUMBER:

Commodity Availability Notice and Request RecordsRECORDS SERIES 

Documentation of amounts requested by recipient agencies, proof of distribution, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-0.S1REFERENCE NUMBER:

Commodity Allocation and Notification of Receipt RecordsRECORDS SERIES 

USDA allocation of commodities, requisition of government commodities, shipping notices, warehouse receipts, 

etc.

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-01.S1REFERENCE NUMBER:

Federal Program Outlay ReportRECORDS SERIES 

Record of total commodity values for all recipients, type A lunches, breakfast program. special food services, 

summer camps, NPE programs

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-02a.S1REFERENCE NUMBER:

Receipt and Distribution of Donated CommoditiesRECORDS SERIES 

Warehouse inventory report; report of commodity distribution, ledger sheets, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-02b.S1REFERENCE NUMBER:

Year-to-Date Commodity Value RecordsRECORDS SERIES 

Warehouse release amount and values for delivery of commoditiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-02c.S1REFERENCE NUMBER:



Inventory Summary RecordsRECORDS SERIES 

Inventory on hand for all recipients; individual summary sheets from recipientsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 06-03-03-02d.S1REFERENCE NUMBER:

Claims for Loss of Commodities by RecipientsRECORDS SERIES 

Records regarding loss of commodities by schools, service institutions, summer camps and warehousesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-01-0.S1-F1REFERENCE NUMBER:

Annual Transportation ReportRECORDS SERIES 

Statistical data on number of pupils transported, cost of operations, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

3 years (hard copy) 3 years (hard copy)

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-01-0.S1-F2REFERENCE NUMBER:

Annual Transportation ReportRECORDS SERIES 

Statistical data on number of pupils transported, cost of operations, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent (microfiche) Permanent (microfiche)

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-01-01.S1REFERENCE NUMBER:

Transportation Reports from All Public School DistrictsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-02.S1REFERENCE NUMBER:

School Bus Accident ReportsRECORDS SERIES 

Record of drivers, vehicles, date, time and place of occurrence, weather and road conditions, nature of injuries, 

etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-03.S1REFERENCE NUMBER:

School Bus Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-04-0.S1REFERENCE NUMBER:

Schools Bus Drivers RecordsRECORDS SERIES 

Accumulative record form, number of permit, date of issue, record of any accident in  which the driver is 

involved, etc.

Records Series Description:

When drive is deceased or retired driverRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Until driver is deceased or 

retired

Until driver is deceased or retired

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



EDU 07-01-04-01.S1REFERENCE NUMBER:

Application for School Bus Driver's PermitRECORDS SERIES 

Including physical examination report, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-01-04-02.S1REFERENCE NUMBER:

Test Scores for School Bus Driver Training ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-02-01.S1REFERENCE NUMBER:

Driver Education ProgramsRECORDS SERIES 

Approval of program, teachers, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-02-02.S1REFERENCE NUMBER:

Highway Safety Act Records (PL 89-564)RECORDS SERIES 

Records of approved grant application, contracts and project expenditure recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 07-02-03.S1REFERENCE NUMBER:

Drinking Drivers ReportsRECORDS SERIES 

Results of courses taken by persons convicted of an OMVUIRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 60 

years

Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-01-01-0.S1REFERENCE NUMBER:

Area Schools FilesRECORDS SERIES 

Record of area schools administration, educational program approvals, history, accreditation, reciprocity 

agreements, audit reports, 28E agreements, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-01-01-01.S1REFERENCE NUMBER:

Area Schools Team Visits ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-02-01.S1REFERENCE NUMBER:

State Plan for Adult EducationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm



01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-02-02.S1REFERENCE NUMBER:

Adult Education ReportsRECORDS SERIES 

Reports of adult education enrollments, tuition, salary data, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-02-03-0.S1REFERENCE NUMBER:

High School Equivalency Diploma IssuedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-02-03-01.S1REFERENCE NUMBER:

High School Equivalency Diploma ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-02-04.S1REFERENCE NUMBER:

Annual GED ContractsRECORDS SERIES 

Contracts between General Educational Testing Service and GED testing centers in IowaRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-03-01.S1REFERENCE NUMBER:

Veterans Administration ReportsRECORDS SERIES 

Training outlines, report of firms denied by consultants, programs approvals, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 08-03-02.S1REFERENCE NUMBER:

Approved ProgramsRECORDS SERIES 

Records of courses approved for veterans, approval applications, correspondence, catalogs, supervisory visit 

reports, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Purge file annually and destroy outdated material and incidental correspondence as appropriate

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-01.S1REFERENCE NUMBER:

Chapter 713A FilesRECORDS SERIES 

Records of courses of instruction offered for profit or tuition charge, continuous corporate surety bond or annual 

sworn financial statement, inquiries, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-01-0.S1REFERENCE NUMBER:

College Parallel - Career Option ProgramsRECORDS SERIES 

Approval forms, objectives, curriculum, occupation analysis, compliance statements, evaluations, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-02.S1REFERENCE NUMBER:

Career Education Program (Vocational Education) ProposalsRECORDS SERIES 

Program information, course outlines, approval letters regarding preparatory programs in Iowa's merged area 

schools

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Purge files annually and destroy outdated and incidental material as appropriate

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-02-01.S1REFERENCE NUMBER:

Computer Printout of Program InformationRECORDS SERIES 

Record of taxonomy number, state title, program length, approval date, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-03.S1REFERENCE NUMBER:

Career Education Contracts and AgreementsRECORDS SERIES 

Contracts and agreements with agencies and individuals outside department for specific tasks to be performedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-04.S1REFERENCE NUMBER:

Career Education Secondary Program ProposalsRECORDS SERIES 

Program information, course content, approval letters regarding vocational, preparatory programs in Iowa's 

secondary schools districts

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-05.S1REFERENCE NUMBER:

Annual Vocational Program Approval Applications for Secondary DistrictsRECORDS SERIES 

CE-100 formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-02-06.S1REFERENCE NUMBER:

Annual Vocational Program Reimbursement Requests for Secondary DistrictsRECORDS SERIES 

CE-4 formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-03-01.S1REFERENCE NUMBER:

Career Guidance Project FilesRECORDS SERIES 

Records of secondary career mini-projects, secondary career guidance projects, and post-secondary career 

guidance projects

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-03-02-0.S1REFERENCE NUMBER:

Career Education Student Follow-upRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-03-02-01.S1REFERENCE NUMBER:

Secondary Public School Dropout DataRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-03-02-02.S1REFERENCE NUMBER:

Graduate Follow-up StudiesRECORDS SERIES 

Data of educational or employment status one year after high school graduationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-04-01-0.S1REFERENCE NUMBER:

Vocational Work-Study ReportsRECORDS SERIES 

Records of enrollment, monthly reports for vocational work study program, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-04-01-01.S1REFERENCE NUMBER:

Work Study RecordsRECORDS SERIES 

Statistical reports of work study activities in local education agenciesRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-04-02.S1REFERENCE NUMBER:

Post-Secondary Preparatory Program Information (AS28) and Program Revisions (AS2RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-04-03.S1REFERENCE NUMBER:

Iowa State Plan for the Administration of Vocational Education Within Career EduRECORDS SERIES 

Certificates and public hearing materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-04-04.S1REFERENCE NUMBER:

Iowa State Plan for Career EducationRECORDS SERIES 

Meetings of committeeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-01.S1REFERENCE NUMBER:

CENIS Project RecordsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-02-0.S1REFERENCE NUMBER:

RCU Research Project RecordsRECORDS SERIES 

Representative examples include Characteristics of the Disadvantaged, Skill Needs Assessment, Employer 

Selection and Training Methods, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-02-01.S1REFERENCE NUMBER:

Research Proposal RecordsRECORDS SERIES 

Prospectus for research project, formal proposal, correspondence, evaluations, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-02-02.S1REFERENCE NUMBER:

Assessment and Planning Studies/ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-02-03.S1REFERENCE NUMBER:

RCU  Research Findings - Teacher TrainingRECORDS SERIES 

Records of projects relating to teacher trainingRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-03.S1REFERENCE NUMBER:

Exemplary Reports of FindingsRECORDS SERIES 

Summary of activities, outcomes, evaluations and recommendationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-04-0.S1REFERENCE NUMBER:

Occupational Information System Project RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-04-01.S1REFERENCE NUMBER:

Competency Studies FilesRECORDS SERIES 

Report of competencies needed in various occupational areasRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-05.S1REFERENCE NUMBER:

Priority Training Lists - Areas and ProgramsRECORDS SERIES 



Methods, source information and results of priority training programsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-06.S1REFERENCE NUMBER:

Low Income Data SummariesRECORDS SERIES 

Worksheets, printouts, etc. regarding low income population by county and school districtRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 09-05-07.S1REFERENCE NUMBER:

Improvement of InstructionRECORDS SERIES 

Records of each county's in-service programRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 10-01-01.S1REFERENCE NUMBER:

Public Law 93-380 FilesRECORDS SERIES 

Completed applications from applicant for equipmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 10-01-02.S1REFERENCE NUMBER:

Title I, ESEA, Equipment InventoriesRECORDS SERIES 



Schedule of depreciations and related documentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 10-01-03.S1REFERENCE NUMBER:

Vocational Equipment FilesRECORDS SERIES 

Printouts of vocational equipment used by secondary and area schools, requests for vocational equipmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 10-01-04.S1REFERENCE NUMBER:

Equipment/Replacement InventoryRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years (paper); plus 10 years 

(microfilm)

Record series cut-off plus 3 years (paper) / 10 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-00a.S1REFERENCE NUMBER:

Vocational Rehabilitation Client Case FilesRECORDS SERIES 

All records relative to each client: including medical, social, psychological, vocational information, progress 

evaluations, etc.

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



EDU 11-02-01-01.S1REFERENCE NUMBER:

Client History SheetsRECORDS SERIES 

Record of each client and services provided in summary formRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-02.S1REFERENCE NUMBER:

Hearing and Speech Reports and RecommendationsRECORDS SERIES 

Reports of evaluations by doctors, audiologists, and speech pathologists with recommendations to counselorRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-01-03.S1REFERENCE NUMBER:

Water Recreation Release FileRECORDS SERIES 

Statement of release from responsibility for injuries, etc. due to participation in water recreationRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-02-02.S1REFERENCE NUMBER:

Vocational Rehabilitation Employer RecordsRECORDS SERIES 

Records of employers, types of employment available, products, etc, for placement purposesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-03-01-0.S1REFERENCE NUMBER:

CSR-300 AssignmentsRECORDS SERIES 



Federal client service report submitted on each client, identifying information, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-03-01-01.S1REFERENCE NUMBER:

CSR-300 AcceptanceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-03-01-02.S1REFERENCE NUMBER:

CSR-300 ClosureRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-04.S1REFERENCE NUMBER:

Vocational Rehabilitation Facilities Cooperative Inter-Agency AgreementRECORDS SERIES 

Records of working agreements with other agencies or programs specifying methods and procedures of 

cooperation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-05-01.S1REFERENCE NUMBER:



Vocational Rehabilitation Grant RecordsRECORDS SERIES 

Applications and all related records of training grants, special projects, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-05-02.S1REFERENCE NUMBER:

SSDE/SSI Transmittal for Verification ListRECORDS SERIES 

Records of clients' names for transmittal to the Social Security Administration for verification of eligibility for 

use of special trust funds

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-05-03.S1REFERENCE NUMBER:

Closure InformationRECORDS SERIES 

Records of all rehabilitated closures to ascertain fluctuations in caseloads, types of disabilities, and services 

provided

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EQU 03-01-04-02.S1REFERENCE NUMBER:

Inventory Data BooksRECORDS SERIES 

History of inventory and auditing of fixed assets; includes all receipts and lists of fixed assets for IPTVRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-01-0.S1REFERENCE NUMBER:

AccessionsRECORDS SERIES 

Information on each book acquired by the Library; title, author, publisher, price, date of acquisitionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-01-01.S1REFERENCE NUMBER:

Book OrdersRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-02-01.S1REFERENCE NUMBER:

Card CatalogRECORDS SERIES 

Shelf list, serial listsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-02-02.S1REFERENCE NUMBER:

Iowa OCLC Multi-Institutional Archives TapesRECORDS SERIES 

Cataloging entriesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-03-01.S1REFERENCE NUMBER:



Circulation RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-03-02.S1REFERENCE NUMBER:

Interlibrary LoansRECORDS SERIES 

Except copy-right complianceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-03-03-0.S1REFERENCE NUMBER:

Request FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-03-03-01.S1REFERENCE NUMBER:

I-Lite Wheel FileRECORDS SERIES 

Book requests; status of requestsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-04.S1REFERENCE NUMBER:



Maintenance - Binding ListsRECORDS SERIES 

Binding and rebinding recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-05.S1REFERENCE NUMBER:

Institutional LibrariesRECORDS SERIES 

Statistics, reports, workshops, contracts, correspondence, and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-06.S1REFERENCE NUMBER:

Construction ProgramsRECORDS SERIES 

Project files containing contracts, project plans and specifications, grants and awards, progress reports, 

supportive ledger copies of grant projects, all related material concerning library construction programs under 

PL 91-600

Records Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Thru project completion plus 4 

years

Thru project completion plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-07.1S1REFERENCE NUMBER:

Copyright ComplianceRECORDS SERIES 

ALA or TWX requests retained in compliance with CONTU guidelinesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 03-08.S1REFERENCE NUMBER:

Exchange FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 05-01-0.S1REFERENCE NUMBER:

Show Files - Background Materials for Shows Produced by I.P.T.V..RECORDS SERIES 

Contracts for talent,  copies of 7AT's & 2AL's, production planning forms and other related documentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

HIS 05-01-01.S1REFERENCE NUMBER:

Show Files in 16mm FilmRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-01-0.S2REFERENCE NUMBER:

Payroll JournalRECORDS SERIES 

Journal by departments, showing individual earnings, deductions, and net pay, with departmental summariesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-03-02.S1REFERENCE NUMBER:

Wage and Hour RecordsRECORDS SERIES 

Records of hours worked, overtime work, all time sheets/cards, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Education

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy



Elder Affairs

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-07-0.S1REFERENCE NUMBER:

Care Review Committee FilesRECORDS SERIES 

Documents relating to the management of the volunteer program and tracking of volunteer's activities in 

long-term care facilities

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-07-01.S1REFERENCE NUMBER:

Survey Files on Long-Term Care FacilitiesRECORDS SERIES 

Inspection results including deficiencies in facility, and plans for correctionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-07-02.S1REFERENCE NUMBER:

Complaint Files on Nursing HomesRECORDS SERIES 

Includes letters of complaints, investigation reports, responses from facilities, and final disposition of complaintRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-01.S1REFERENCE NUMBER:

State and Community Programs for Older IowansRECORDS SERIES 

Laws, regulations, grant applications, plans, memoranda and correspondence relating to Title III of Older 

Americans Act

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Elder Affairs Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-02.S1REFERENCE NUMBER:

Training and Research on AgingRECORDS SERIES 

Training programs for administrators of aging programs, research grants in aging and gerontology, 

multidisciplinary centers of gerontology relating to Title IV of Older Americans Act

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-03REFERENCE NUMBER:

Senior CentersRECORDS SERIES 

Laws, regulations, grant applications, instructions and correspondence relating to Title V of Older Americans 

Act and State Senior Center Programs

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-04.S1REFERENCE NUMBER:

Nutrition for Older IowansRECORDS SERIES 

Laws, regulations, plans, memoranda, commodity information, correspondence relating to congregate and 

home-delivered meals programs under the Title VII of Older Americans Act

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-05.S1REFERENCE NUMBER:

Employment for Older IowansRECORDS SERIES 

Employment programs funded through Title IX of Older Americans Act, Iowa Green Thumb program, retired 

Iowan Employment program, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-06.S1REFERENCE NUMBER:

Action Programs for Older IowansRECORDS SERIES 

Laws, regulations,memorandas, correspondence relating to Title II of Domestic Volunteer Service Act, Retired 

Senior Volunteer program, Foster Grandparent program, Senior Executive program, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-07.S1REFERENCE NUMBER:

Transpiration for Older IowansRECORDS SERIES 

Correspondence and related documentation concerning federal, state, and local funded transportation programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-08.S1REFERENCE NUMBER:

Housing for Older IowansRECORDS SERIES 

Correspondence and related documentation concerning housing, winterization, utility relief and home repair 

programs funded at the federal, state and local levels

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-09a.S1REFERENCE NUMBER:

Nursing Home AdvocacyRECORDS SERIES 



Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

While current 5 years While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-09b.S1REFERENCE NUMBER:

Well Elderly ClinicsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-09c.S1REFERENCE NUMBER:

Mobile Dental ClinicsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-09d.S1REFERENCE NUMBER:

Public Health Nurse-In Home ServiceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-10.S1REFERENCE NUMBER:

Older Iowans LegislatureRECORDS SERIES 



Includes; Official journals and directives, annual bills and resolutions, procedural instructions and directives, 

budget information, memos and correspondence, evaluation and reports, press releases, etc.

Records Series Description:

End of general assemblyRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 20-11.S1REFERENCE NUMBER:

Performance Reports - Elderly Services planned vs. Services actually delivered.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Elder Affairs

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Ethics And Campaign Disclosure Board

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-01a.S1REFERENCE NUMBER:

Federal Campaign Finance Disclosure Reports - U.S. RepresentativesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-01b.S1REFERENCE NUMBER:

U. S. Senators and All Other Candidates for Federal OfficeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-02a.S1REFERENCE NUMBER:

State Campaign Finance Disclosure Reports - STATE INDEX/LOG BOOKSRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-02b.S1REFERENCE NUMBER:

State Campaign Finance Disclosure Reports - COMMITTEE DISCLOSURE REPORTS, SHORTRECORDS SERIES 

Records Series Description:

Dissolution of committeeRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-02c.S1REFERENCE NUMBER:

State Campaign Finance Disclosure Reports - LONG-TERM (CONTINUING) COMMITTEESRECORDS SERIES 

Records Series Description:

When election is completedRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-02d.S1REFERENCE NUMBER:

State Campaign Finance Disclosure Reports - DELINQUENCY LETTERS FILERECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-02e.S1REFERENCE NUMBER:

State Campaign Finance Disclosure Reports - COMPLAINT RECORDS FILERECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Ethics And Campaign Disclosure Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-04-03.S1REFERENCE NUMBER:

County Summary ReportsRECORDS SERIES 

County auditor's summary reports of campaign finance disclosure reports and statements filedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Ethics And Campaign Disclosure Board Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Fair Authority

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-01.S1REFERENCE NUMBER:

ExhibitsRECORDS SERIES 

Contracts and lease agreementsRecords Series Description:

Term of contractRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 1 

year

Term of contract plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-02.S1REFERENCE NUMBER:

Shows and JudgingsRECORDS SERIES 

Premiums paid, placings in different classes of competition, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-03-01.S1REFERENCE NUMBER:

GrandstandRECORDS SERIES 

Contracts and agreements; related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-03-02.S1REFERENCE NUMBER:

International PlaceRECORDS SERIES 

Contracts and agreements; related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-04.S1REFERENCE NUMBER:

ConcessionsRECORDS SERIES 

Contracts and lease agreementsRecords Series Description:

Contract terminationRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Term of contract plus 1 year Term of contract plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-05-01.S1REFERENCE NUMBER:

Interim Events ContractsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 13-05-02.S1REFERENCE NUMBER:

Future Interim Events CalendarRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

While current While Current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-01-01f.S1REFERENCE NUMBER:

County Fair ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-01-0.S2REFERENCE NUMBER:

WithholdingRECORDS SERIES 

Federal/StateRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Fair Authority

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Governor And Lt. Governor

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-01.S1REFERENCE NUMBER:

Program Planning and Project Development FilesRECORDS SERIES 

May include: project plans, contracts, notices of grant awards, administrative reports, correspondence, minutes, 

model legislation, aides' notes from meetings with the Governor or Lt. Governor, research data and other 

supporting documentation

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-04.S1REFERENCE NUMBER:

State Plans and ProjectsRECORDS SERIES 

Includes administrative reports, correspondence, data, supporting documentation relating to administration of a 

state funded special program or project.  Examples: special "one-time" studies and programs requested by the 

Governor,  Iowa Legislature, etc.

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 03-01-01.S1REFERENCE NUMBER:

Annual/Biennial Reports to the GovernorRECORDS SERIES 

Reports required by statuteRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-01-01.S1REFERENCE NUMBER:

Press Releases/Newspaper ClippingsRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-01-03.S1REFERENCE NUMBER:

Governor's Weekly New ConferenceRECORDS SERIES 

Recordings ofRecords Series Description:

End of state fiscal year or end of administrationRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

1 year unless end of 

administration, then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-01-04.S1REFERENCE NUMBER:

Bill SummariesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy all copies including those in aide's files

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-01.S1REFERENCE NUMBER:

Exhibits, Films, Movies and Videotape ProductionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

1 year unless end of 

administration, then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-02-0.S1REFERENCE NUMBER:



SpeechesRECORDS SERIES 

Agency officialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

2 years unless end of 

administration, then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-02-01.S1REFERENCE NUMBER:

Speech IndexRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

2 years unless end of 

administration, -then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-02-02.S1REFERENCE NUMBER:

Speech Reference FilesRECORDS SERIES 

Resource materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current While current

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-03-04.S1REFERENCE NUMBER:

Contests and AwardsRECORDS SERIES 

Lifesaving and Outstanding Service (citizen's awards) and other such awardsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



ADM 07-03-06.SREFERENCE NUMBER:

Bill Signing Ceremony FilesRECORDS SERIES 

Contact list (constituents, other interested parties), transmittal letter and summary of billRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-04-01.S1REFERENCE NUMBER:

General Constituent CorrespondenceRECORDS SERIES 

Correspondence, notes, reports, investigations, newspaper clippings, photos, copies of e-mail messages, medical 

records, income records, research material, brochures, fliers, and other supporting documentation

Records Series Description:

When closed or end of administrationRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Closure plus 1 year unless end 

of administration then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-04-02.S1REFERENCE NUMBER:

Subject Correspondence (Issue Files)RECORDS SERIES 

Correspondence, notes, reports, investigations, newspaper clippings, photos, copies of e-mail messages, medical 

records, income records, research material, brochures, fliers, and other supporting documentation

Records Series Description:

When closed or end of administrationRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Closure plus 1 year unless end 

of administration then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-05.S1REFERENCE NUMBER:

Incoming Letters Reviewed by the GovernorRECORDS SERIES 

Incoming letter only - does not include the responseRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Governor And Lt. Governor Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-06.S1REFERENCE NUMBER:

Central FileRECORDS SERIES 

Response copy (only) of correspondence.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-01.S1REFERENCE NUMBER:

Scheduling Files, Requests For AppearancesRECORDS SERIES 

Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Final Disposition/Remarks: Transfer to accepted or rejected scheduling files, whichever is appropriate.  At end of term, hold for new 

administration if request if for the "Office of Governor"; if for the person vacating the office then consider as 

personal papers
01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-02.S1REFERENCE NUMBER:

Scheduling Files, Accepted AppearancesRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-03.S1REFERENCE NUMBER:

Scheduling Files, Rejected AppearancesRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

1 year unless end of 

administration - then transfer 

immediately1

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-04.S1REFERENCE NUMBER:

Scheduling Files, Acknowledgements/Thank You'sRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-05.S1REFERENCE NUMBER:

Schedule BookRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

2 years unless end of 

administration - then transfer 

immediately

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-06.S1REFERENCE NUMBER:

Daily Activity ScheduleRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-07.S1REFERENCE NUMBER:

Weekly Activity ScheduleRECORDS SERIES 



-Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Thru closure Thru closure

Final Disposition/Remarks: Retain in office 2 years unless end of administration then destroy immediately

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 07-10-08.S1REFERENCE NUMBER:

Governor's Appearances Analysis ListsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-06-01a.S1REFERENCE NUMBER:

Extradition - Extradition Case FilesRECORDS SERIES 

Approval letters to Governor; records of cases set for hearing in Governor's Office; Waivers of ExtraditionRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-06-02.S1REFERENCE NUMBER:

Requisitions and Renditions JournalRECORDS SERIES 

Record of extradition proceedings between Iowa and other statesRecords Series Description:

End of term (4 years)Records Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-06-03.S1REFERENCE NUMBER:

Extradition LogRECORDS SERIES 



Tracking of extradition case files between the Governor's office and the Attorney General's officeRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 01-01.S1REFERENCE NUMBER:

Executive JournalRECORDS SERIES 

Executive orders, proclamations, approval of Senate and House files, veto letters, approved land patents, 

appointments to state boards and commission, inaugural addresses, budget and condition of the state messages, 

all other official acts of the Governor

Records Series Description:

Close journal at end of each termRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 01-02.S1REFERENCE NUMBER:

Executive OrdersRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 01-03-0.S1REFERENCE NUMBER:

Proclamations - All Except Disaster ProclamationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



LEG 01-03-01.S1REFERENCE NUMBER:

Proclamation RequestsRECORDS SERIES 

Request and draft language (not all requests for proclamations are granted)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 01-03-02.S1REFERENCE NUMBER:

Proclamation Requests Tracking ListRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 01-04.S1REFERENCE NUMBER:

Disaster ProclamationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 07-01.S2REFERENCE NUMBER:

Communications from the GovernorRECORDS SERIES 

Reference copy (transmittal letter only)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Thru term of administration 

plus 2 years

Thru term of administration plus 2 years

Final Disposition/Remarks: Destroy. REFER ALSO TO: Legislative and Legal Appointed Officials



01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-01.S1REFERENCE NUMBER:

Original Filings of RulesRECORDS SERIES 

Original rules filingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-01-01.S1REFERENCE NUMBER:

Receipt SheetRECORDS SERIES 

For original filings of rulesRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-02.S1REFERENCE NUMBER:

Original Rules Status LogRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-01-03.S1REFERENCE NUMBER:

Judicial Nominee FilesRECORDS SERIES 

Records Series Description:

End of termRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

End of term Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-01.S1REFERENCE NUMBER:

NominationsRECORDS SERIES 

Letter from Governor and records of senate confirmation or other dispositionRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Closure Closure

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-02-01.S1REFERENCE NUMBER:

Appointment ResumesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current; if appointed 

transfer to appointment file

While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-02-02.S1REFERENCE NUMBER:

Boards & Commissions Membership ListRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current. While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-02-0a.S1REFERENCE NUMBER:

Appointments Files - Original lettersRECORDS SERIES 

Records Series Description:

End of appointee's term of serviceRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 2 

years unless end of 

administration then transfer 

immediately

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 12-04REFERENCE NUMBER:

Annual report to the Governor on State Agencies Affirmative Action Efforts.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-02.S1REFERENCE NUMBER:

Pardon JournalRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-0.S1REFERENCE NUMBER:

Commutation JournalRECORDS SERIES 

Records Series Description:

Upon closure of volumeRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-01.S1REFERENCE NUMBER:

Life Inmate FilesRECORDS SERIES 

Record of each individual who has been sentenced to life imprisonment but granted commutation by the 

Governor

Records Series Description:

Upon commutation of sentenceRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current While current



Final Disposition/Remarks: Retain in Governor's office while individual imprisoned; all records sent to Board of Parole if sentence 

commuted

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-02-0.S1REFERENCE NUMBER:

Restoration of Citizenship JournalRECORDS SERIES 

Records Series Description:

Upon closure of volumeRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-02-01.S1REFERENCE NUMBER:

Recommendations of Board of Parole - Tracking ListRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-03.S1REFERENCE NUMBER:

Executive Clemency FilesRECORDS SERIES 

Applications made directly to the Governor for pardons, commutations, restorations of citizenship and firearm 

rights

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Closure plus 10 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-04.S1REFERENCE NUMBER:

Restoration of Citizenship FilesRECORDS SERIES 

Application made directly to the Board of Parole (for restoration of citizenship only)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-03-05.S1REFERENCE NUMBER:

Executive Clemency LogRECORDS SERIES 

Record of application and action takenRecords Series Description:

Upon end of termRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Start new log at beginning of each new term.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-04.S1REFERENCE NUMBER:

Governor's Report of Pardons, Reprieves and CommutationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-05.S1REFERENCE NUMBER:

Firearms JournalRECORDS SERIES 

Records Series Description:

Upon end of termRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-06.S1REFERENCE NUMBER:

Final Discharge JournalRECORDS SERIES 

Records Series Description:

Upon closure of volumeRecords Series Cut-off:

Retention

Office of Record

Governor And Lt. Governor

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Human Rights

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 11-01.S1REFERENCE NUMBER:

Handicapped Persons Referral FilesRECORDS SERIES 

Letters of referral from the Office of Governor and  Lt. Governor, and related follow-up materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Purge files annually; forward significant material to Department of Education Vocational Rehabilitation); 

destroy outdated and incidental material

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 09-01-01.S1REFERENCE NUMBER:

Criminal Justice Survey FormsRECORDS SERIES 

Used to gather information from police chiefs and sheriffsRecords Series Description:

18 monthsRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

18 months 18 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 09-01-02.S1REFERENCE NUMBER:

Criminal Justice Computer PrintoutsRECORDS SERIES 

Information gathered from survey forms from police chiefs and sheriffsRecords Series Description:

18 monthsRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

18 months 18 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 09-01-03.S1REFERENCE NUMBER:

Criminal Justice ReportsRECORDS SERIES 

Compilation of information gathered from police chiefs and sheriffsRecords Series Description:

18 monthsRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

18 months 18 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 21-01.S1REFERENCE NUMBER:

Roster of Qualified womenRECORDS SERIES 

Names of those deemed qualified for appointment to boards, commissions,etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 22-01.S1REFERENCE NUMBER:

Community Action Agencies Home Weatherization FilesRECORDS SERIES 

Grants for low income recipients.  State Inspection reports, cost lists of materialsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Rights

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy



Human Services

01/13/2005Adopted Date: 02/17/2005Effective Date:

BUD 02-10-01-01.S1REFERENCE NUMBER:

Accounts Payable Backup Detail To ClaimsRECORDS SERIES 

Voluminous backup detail to claims paid by agency credit or procurement cards, payments including lengthy 

contract documentation, and also detail retained by agencies in any format for payments submitted electronically 

for batch processing.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 6 

months

Record series cut-off plus 10 

years

Record series cut-off plus 10 years, 6 months

Final Disposition/Remarks: Destroy.

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-15.S1REFERENCE NUMBER:

Accounts Payable RecordsRECORDS SERIES 

Transactional expenditure source records and control records such as: purchase orders, requisitions, claims, 

bank accounts, travel expenditures, registers, logs, listings, related correspondence, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 6 

months

2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-25.S1REFERENCE NUMBER:

Bank AccountsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Records series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-07.S1REFERENCE NUMBER:

County Accounts Receivable ControlRECORDS SERIES 

Records Series Description:

Records Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

10 years (fiche) Record series cut-off plus 10 years (microfiche)

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-08.S1REFERENCE NUMBER:

County BillingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (paper); 10 years (COM)

Record series cut-off plus 2 years (paper); 10 years (COM)

Final Disposition/Remarks: Destroy paper copies after 2 years; retain COM ten years and destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-09.S1REFERENCE NUMBER:

County Disputed Billing FileRECORDS SERIES 

Records Series Description:

When resolvedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Until Resolved Until resolved

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-09.S1REFERENCE NUMBER:

Local Office Audit ReportsRECORDS SERIES 

Internal audit reports of local and district operationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01b.S2REFERENCE NUMBER:

Forgery FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 01-02-0.S1REFERENCE NUMBER:

Student Academic RecordsRECORDS SERIES 

Records of education receivedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-05-01.S1REFERENCE NUMBER:

Rural Student Loan FiledRECORDS SERIES 

Applications, payments, correspondence, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current plus 1 year 5 years While current plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-05-02.S1REFERENCE NUMBER:

Rural Student Loan Promissory NotesRECORDS SERIES 

Notes and installmentsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current plus 1 year 5 years While current plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-05-03.S1REFERENCE NUMBER:

Rural Student Loan Ledgers and JournalsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

While current plus 1 year 5 years While current plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-06.S2REFERENCE NUMBER:

Settled CasesRECORDS SERIES 

Files of cases or controversies settled prior to administrative hearing or court action, non-contested and 

non-litigated cases

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 13-01.S2REFERENCE NUMBER:

Litigated Case FilesRECORDS SERIES 

Investigations, original notices, pleadings, petitions, briefs, and all related information concerning the lawsuitsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

months

24 years, 9 months Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-01.S2REFERENCE NUMBER:

Civil Case FilesRECORDS SERIES 

Writs of certiorari, cases on appeal to courts; filings include petitions, stipulations, orders, returns to order to 

show cause, briefs, and other legal actions

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

months

24 years, 9 months Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-02-0.S3REFERENCE NUMBER:

Criminal Case FilesRECORDS SERIES 



Notice of Appeal, abstract of record, motions, stipulations, orders, records, briefs, legal pleadings, closed 

criminal files, post conviction relief files, federal case files discretionary review files transcripts, certiorari files, 

criminal law handbook

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

months

24 years, 9 months Closure plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-06-01.S1REFERENCE NUMBER:

Administrative Appeals Case FilesRECORDS SERIES 

Exhibits, documentation, and related material concerning agency programs and affirmative actions taken by 

state or local agency bodies

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 20-01.S1REFERENCE NUMBER:

CollectionsRECORDS SERIES 

Copies of accounts receivables ledgers, letters, pleadings filed in court actions, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-01-03.S1REFERENCE NUMBER:

Staff Development ProgramsRECORDS SERIES 

Workshop program materials, manuals, schedules, and related material concerning staff development training - 

Core Course Training Material

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-02-01.S1REFERENCE NUMBER:

Educational Assistance ProgramsRECORDS SERIES 

Approved institutions, guidelines for participation, and related materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 10-03-03.S1REFERENCE NUMBER:

Employee Health RecordsRECORDS SERIES 

Records of physical examinations, illness and injury reports, X-ray and lab slipsRecords Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Termination of employment plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-01-01.S1REFERENCE NUMBER:

Quality Control Food Stamps Register, Reviewer's Worksheets, and SchedulesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-01-02.S1REFERENCE NUMBER:

Quality Control ADC Register, Reviewer's Worksheets and SchedulesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 01-01-03.S1REFERENCE NUMBER:

Quality Control Medical Register, Reviewer's Worksheet, and SchedulesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-01-0.S1REFERENCE NUMBER:

Purchase of Service Invoice CardsRECORDS SERIES 

Backup to tape fileRecords Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

2 months Record series cut-off plus 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-01-01.S1REFERENCE NUMBER:

Balanced Purchase of Service Provider InvoicesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 3 years, 6 months Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-01-01.S2REFERENCE NUMBER:

Balanced Purchase of Service Provider InvoicesRECORDS SERIES 

Records Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Until paid Until paid

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-02-0.S1REFERENCE NUMBER:

Service Reporting System - DailyRECORDS SERIES 



472R220 Transaction by case, 472R240 Exception listing, 472R255 Daily turnarounds, 472R265 Case Person 

Card Register

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-02-01.S1REFERENCE NUMBER:

Service Reporting System - Monthly/QuarterlyRECORDS SERIES 

472R310 Rejected/Closed Cases Removed, 472R315 Greenbrook Srv Rpt, 472R320 Worker Error Rpt,  

472R335 Caseload Listing, 472R345 System Mgt. Rpt, 472R350 System Mgt.'E' Cases, 472R360 Foster Care 

Tracking; etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-03.S1REFERENCE NUMBER:

Purchase of Administration Support AgreementRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-04.S1REFERENCE NUMBER:

Purchase of Social Services AgreementRECORDS SERIES 

Includes also: RTSS (Rehabilitative Treatment and Supportive Services) financial and audit forms.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 01-02-05.S1REFERENCE NUMBER:

Donation of Funds AgreementsRECORDS SERIES 

Form SS-1502-0Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-02-06.S1REFERENCE NUMBER:

County Board of Supervisor's Participation AgreementRECORDS SERIES 

Form SS-1504-0, SS-1507-0Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-03-01-0.S1REFERENCE NUMBER:

Evaluation Master FilesRECORDS SERIES 

Review of random sampling of service cases for eligibility and service deliveryRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year (hard copy)  / 2 years 

(microfilm)

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-03-01-01.S1REFERENCE NUMBER:

Master Files IndicesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 01-03-02.S1REFERENCE NUMBER:

Statistical Reporting SummaryRECORDS SERIES 

Raw data stared  on IBM cardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-04-01a.S1REFERENCE NUMBER:

Needs Assessment SurveyRECORDS SERIES 

Detailed printouts, keypunched cardsRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 1 year, 6 months Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-04-02.S1REFERENCE NUMBER:

SRS Client ProfilesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 1 year, 6 months Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-05.S1REFERENCE NUMBER:

Policy Research and Analysis - Funded Federal Grants and Foundation GrantRECORDS SERIES 

Applications, progress reports, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 01-06.S1REFERENCE NUMBER:

EvaluationsRECORDS SERIES 

Management evaluation worksheets, reports, and responses, E and E reports and responsesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 01-07.S1REFERENCE NUMBER:

Exceptions To PolicyRECORDS SERIES 

Requests for exception to department policy including individual request, recommendations, supporting 

evidence, and final decision by director

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-01.S1REFERENCE NUMBER:

Child Support Recovery Unit Case FilesRECORDS SERIES 

Support information family composition, narrative face sheets, parent location forms, support orders, year and 

history schedules, copies of paternity documents, notices of assigned support and terminated support, annual 

issuance history reports, etc.

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-02-0.S1REFERENCE NUMBER:

Daily Cash Receipts and Daily Cash Receipts CorrectionRECORDS SERIES 

Child support monies received from countiesRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 9 years, 6 months Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-02-01.S1REFERENCE NUMBER:

Microfilm of Receipts and ChecksRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-02-02.S1REFERENCE NUMBER:

Original Receipts Used for Data Entry and AuditRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-02-03.S1REFERENCE NUMBER:

Printouts of Distribution of Child Support ReceiptsRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-02-04.S1REFERENCE NUMBER:

Microfiche (COM) of Printouts of Distribution ReportsRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-03.S1REFERENCE NUMBER:

Special AbstractsRECORDS SERIES 

Used to return monies received in errorRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months (hard copy) / 5 years 

(duplicate microfilm)

10 years (microfilm master) Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-04.S1REFERENCE NUMBER:

Parent Location RecordsRECORDS SERIES 

State and Federal Iowa,  FPLS, out of state search, location requests from other statesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-01-05.S1REFERENCE NUMBER:

CSC Court Order Obligation Files - "Payor Files"RECORDS SERIES 

Child support recovery unitRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-02.S1REFERENCE NUMBER:

Activity Reporting SystemRECORDS SERIES 

Service worker activityRecords Series Description:

End of current quarterRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Current quarter 4 years Current quarter plus 4 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-03.S1REFERENCE NUMBER:

Special StudiesRECORDS SERIES 

Research studies related to specific program information needsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (hard copy)

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-04.S1REFERENCE NUMBER:

Foster Care Financial CardRECORDS SERIES 

Foster child's account ledger, monthly record of income expenses and escrowRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus  3 

years

While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 02-05.S1REFERENCE NUMBER:

Foster Care Report of Unclaimed PropertyRECORDS SERIES 

DisketteRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 30 

years

Record series cut-off plus 30 years

Final Disposition/Remarks: Destroy except for annual report of unclaimed property submitted to State Treasurer

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-01-01-0.S1REFERENCE NUMBER:

Supplemental Security Income Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Human Services Record series cut-off plus  3 

years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-01-01-01.S1REFERENCE NUMBER:

Conversion Data RecordsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-01-02.S1REFERENCE NUMBER:

State Supplemental AssistanceRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus  3 

years

While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-02-01.S1REFERENCE NUMBER:

Old Age Assistance Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus  3 

years

While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-02-02.S1REFERENCE NUMBER:

Aid to the Disabled Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus  3 

years

While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-02-03.S1REFERENCE NUMBER:

Aid to the Blind Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus  3 

years

While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-03-01.S1REFERENCE NUMBER:

Family Investment Program (FIP) Case Files - Biological Parents and Paternity EsRECORDS SERIES 

-Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Closure plus 3 years

Final Disposition/Remarks: Destroy.  Instead of the records being held in the office for 3 years, FIP Case Records from the county offices 

that are part of the Des Moines region will be accepted for storage at the State Records Center. (same total 

retention of closure plus 3 years)
01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-03-02.S1REFERENCE NUMBER:

Family Investment Program (FIP) Case Files - Biological Parents and Paternity NORECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-04-01-0.S1REFERENCE NUMBER:

Food Stamp Certifications RecordsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-04-01-01.S1REFERENCE NUMBER:

Food Stamp Issuance RecordsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Until notified by Food 

Programs Office

Until notified by Food Programs Office

Final Disposition/Remarks: Destroy upon notice from State Food Programs Office

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-04-02.S1REFERENCE NUMBER:

Federal Surplus Food Program - Declaration Statement of EligibilityRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 years, 9 months Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-04-03.S1REFERENCE NUMBER:

Food Stamp Program Violation Case Files (Intentional)RECORDS SERIES 

Hearing notice, supporting documentation, proposed decision, final decision, and a guilty or not guilty letter of 

notification

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 6 

months

49 years, 6 months Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-05-0.S1REFERENCE NUMBER:

Monthly Assistance Program Payments (Warrants Registers)RECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (original microfilm)

5 years (original microfilm) Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-05-01.S1REFERENCE NUMBER:

Stop Payment RequestsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-05-02.S1REFERENCE NUMBER:

Certification and Order FilesRECORDS SERIES 

Copies of vouchers submitted daily for various assistance programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-01-0.S1REFERENCE NUMBER:

Income Maintenance Report (A-1)RECORDS SERIES 

Number of recipients and amount of expenditures by countyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain Central office records permanently in the State Archives of Iowa.  Copies in other offices are reference 

copies.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-01-0.S2REFERENCE NUMBER:



Income Maintenance Report( A-1)RECORDS SERIES 

Number of recipients and amount of expenditures by countyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain Central office records permanently in the State Archives of Iowa.  Copies in other offices are reference 

copies.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-01-01.S1REFERENCE NUMBER:

Income Maintenance Time StudyRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 2 years, 9 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-02-0.S1REFERENCE NUMBER:

Medicaid Report (B-1)RECORDS SERIES 

Number of recipients and amount of expenditures by countyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain Central office records permanently in the State Archives of Iowa.  Copies in other offices are reference 

copies.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-02-0.S2REFERENCE NUMBER:

Medicaid Report (B-1)RECORDS SERIES 

Number of recipients and amount of expenditures by countyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain Central office records permanently in the State Archives of Iowa.  Copies in other offices are reference 

copies.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-02-01.S1REFERENCE NUMBER:



Medicaid Claim HistoriesRECORDS SERIES 

MicrofilmRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01a.S1REFERENCE NUMBER:

DP-4027, Tickler (Old CDS-282), ABC-410 Works Action Report (Old CDS 321)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01b.S1REFERENCE NUMBER:

DP-6003 Case CardsRECORDS SERIES 

Old CDS-003Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01c.S1REFERENCE NUMBER:

DP-6004 Person CardsRECORDS SERIES 

Old CDS-004Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01d.S1REFERENCE NUMBER:

CDS-305 Income Maintenance Aid - Type TableRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01e.S1REFERENCE NUMBER:

ABC-509 Social Services Monthly Register (ADC)RECORDS SERIES 

Old CDS-509Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01e.S2REFERENCE NUMBER:

ABC-509 Social Services Monthly Register (ADC)RECORDS SERIES 

Old CDS-509Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

20 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01f.S1REFERENCE NUMBER:

470D143 Medical Eligibility ListRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01f.S2REFERENCE NUMBER:

470D143 Medical Eligibility ListRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfiche)

Record series cut-off plus 10 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01g.S1REFERENCE NUMBER:

ABC-608 Monthly Eligibility Case List and ReminderRECORDS SERIES 

Old CDS-608Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01g.S2REFERENCE NUMBER:

ABC-608 Monthly Eligibility Case List and ReminderRECORDS SERIES 

Old CDS-608Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (microfiche)

Record series cut-off plus 2 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01h.S1REFERENCE NUMBER:

ABC-609 Monthly Eligibility Management ReportRECORDS SERIES 

Worker, unit county, etc.  Old CDS-609Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01h.S2REFERENCE NUMBER:

ABC-609 Monthly Eligibility Management ReportRECORDS SERIES 

Worker, unit county, etc.  Old CDS-609Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (microfiche)

Record series cut-off plus 2 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01i.S1REFERENCE NUMBER:

ABC-610 Reinvestigations OverdueRECORDS SERIES 

Old CDS-610Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01i.S2REFERENCE NUMBER:

ABC-610 Reinvestigations OverdueRECORDS SERIES 

Old CDS-610Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

years (microfiche)

Record series cut-off plus 1 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01j.S1REFERENCE NUMBER:

ABC-304 Report #1: Income Maintenance Case Worker ListingRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01j.S2REFERENCE NUMBER:

ABC-304 Report #1: Income Maintenance Case Worker ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

weeks

Record series cut-off plus 2 weeks

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01k.S1REFERENCE NUMBER:

ABC-304 Report #2: Quarterly Recipient ListRECORDS SERIES 

470D442Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01k.S2REFERENCE NUMBER:

ABC-304 Report #2: Quarterly Recipient ListRECORDS SERIES 

470D442Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current (microfilm) While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01l.S1REFERENCE NUMBER:

ABC-304 Report #3: Listing of Active SSI RecipientsRECORDS SERIES 

J474S023Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01l.S2REFERENCE NUMBER:

ABC-304 Report #3: Listing of Active SSI RecipientsRECORDS SERIES 

J474S023Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (microfiche)

Record series cut-off plus 2 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01m.S1REFERENCE NUMBER:

ABC-304 Report #4: Title XIX Medical PaymentsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01m.S2REFERENCE NUMBER:

ABC-304 Report #4: Title XIX Medical PaymentsRECORDS SERIES 

Records Series Description:

2 weeksRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

2 weeks (hard copy) 2 weeks (hard copy)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01n.S1REFERENCE NUMBER:

ABC-304 Report #5: Active Recipient Listing - IF, RCF (county)RECORDS SERIES 

470N240Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01n.S2REFERENCE NUMBER:

ABC-304 Report #5: Active Recipient Listing - IF, RCF (county)RECORDS SERIES 

470N240Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (microfiche)

Record series cut-off plus 2 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01o.S1REFERENCE NUMBER:

ABC-304 Report #6: Active Recipient Listing - IF, RCF (district)RECORDS SERIES 

470N391Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01p.S1REFERENCE NUMBER:

ABC-304 Report #7: Adjustments in ICF PaymentsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01p.S2REFERENCE NUMBER:

ABC-304 Report #7: Adjustments in ICF PaymentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

months (hard copy) / 10 years 

(microfilm)

Record series cut-off plus 2 months (hard copy / 10 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01q.S1REFERENCE NUMBER:

Earnings Reported to Job Service- ADC Cases- QuarterlyRECORDS SERIES 

470D544Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01r.S1REFERENCE NUMBER:

State Claim Statistical Counts for Aid - MonthlyRECORDS SERIES 

CDS-607CRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01r.S2REFERENCE NUMBER:

State Claim Statistical Counts for Aid - MonthlyRECORDS SERIES 

CDS-607CRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01s.S1REFERENCE NUMBER:

State Claim for Month - MonthlyRECORDS SERIES 

CDS 607ARecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01s.S2REFERENCE NUMBER:

State Claim for Month - MonthlyRECORDS SERIES 

CDS 607ARecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01t.S1REFERENCE NUMBER:

Active ADC Cases Receiving Social Security - MonthlyRECORDS SERIES 

S470D942Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01u.S1REFERENCE NUMBER:

A Vietnamese Aid - Type ListRECORDS SERIES 

S470D781Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01v.S1REFERENCE NUMBER:

Person Dropped from Master List - MonthlyRECORDS SERIES 

CDS-428Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01w.S1REFERENCE NUMBER:

Cases Deleted from Tape FileRECORDS SERIES 

CDS-501Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01x.S1REFERENCE NUMBER:

Daily Periodic Payment SummaryRECORDS SERIES 

CDS-324Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Retain in case file Retain in case file

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01y.S1REFERENCE NUMBER:

Periodic Payment SummaryRECORDS SERIES 

ABC-505 (Old CDS-505)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Retain in case file Retain in case file

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01z.S1REFERENCE NUMBER:

Social Services Daily Claim RegisterRECORDS SERIES 

CDS-315Records Series Description:

1 weekRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

1 week 1 week

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01z.S2REFERENCE NUMBER:

Social Services Daily Claim RegisterRECORDS SERIES 

CDS-315Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

months (hard copy) / 10 years 

(microfiche)

Record series cut-off plus 2 months (hard copy) / 10 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01za.S1REFERENCE NUMBER:

Automatic Computer Action or Posting Report #1: Automatic Food Stamp Changes DonRECORDS SERIES 

DP-4026Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure Closure

Final Disposition/Remarks: Destroy after next L.M. is received

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01zb.S1REFERENCE NUMBER:

Automatic Computer Action or Posting Report #2: Automatic Grant Changes Done onRECORDS SERIES 

DP-4026Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure Closure

Final Disposition/Remarks: Destroy after next L.M. is received

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01zc.S1REFERENCE NUMBER:

Automatic Computer Action or Posting Report #3: Food Stamp Status Changed to D BRECORDS SERIES 

CDS-002Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-06-03-01zd.S1REFERENCE NUMBER:

Automatic Computer Action or Posting Report #4: Food Stamps Terminated for 2 MonRECORDS SERIES 

CDS-002Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-07.S1REFERENCE NUMBER:

Overpayment/Recoupment FilesRECORDS SERIES 

Records used in recoupment of overpayments for all Human Services ProgramsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Closure plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-08.S1REFERENCE NUMBER:

Medical Provider FilesRECORDS SERIES 

Includes: face sheet, narrative, judgment, appeal decision, patient information, correspondenceRecords Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-09.S1REFERENCE NUMBER:

Medicare/Medicaid Revenue MaximizationRECORDS SERIES 

Notes, correspondence, worksheets, EOMB's, patient's records, surveys, claims, financial reports, status reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-10.S1REFERENCE NUMBER:

Individual and Family Grant Disaster Assistance Case FilesRECORDS SERIES 



FEMA Apps. & inspection reports, damage descriptions & estimates, awards & denials, appeals, recoupments, 

and flood insurance purchase proof

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-11.S1REFERENCE NUMBER:

Electronic Benefit Transfer (EBT) Transaction RecordsRECORDS SERIES 

Computer printouts from Iowa Transfer System (ITS) pertaining to the electronic issuance and use of Food 

Stamps and Family Investment Program (FIP) benefits by Human Services clients

Records Series Description:

End of monthRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut off plus 6 

months

2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-12.S1REFERENCE NUMBER:

Emergency Assistance Case FilesRECORDS SERIES 

Emergency assistance application, narrative, approval for vendor payment, disposition, income worksheetsRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 3 years While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-01.S1REFERENCE NUMBER:

Skilled Facilities Medical ReviewsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-02.S1REFERENCE NUMBER:



Early and Periodic ScreeningRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-03.S1REFERENCE NUMBER:

Utilization ReviewRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-03.S2REFERENCE NUMBER:

Utilization ReviewRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-04.S1REFERENCE NUMBER:

Independent Professional ReviewsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-05.S1REFERENCE NUMBER:

Civil Rights ReviewRECORDS SERIES 



Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-05.S2REFERENCE NUMBER:

Civil Rights ReviewRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-06.S1REFERENCE NUMBER:

Recommendations for Nursing Home Care (MA-2130-0 Part A and B)RECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-01-07.S1REFERENCE NUMBER:

Annual HMO Client Satisfaction Survey Forms and Annual Summary Report for TitleRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-02.S1REFERENCE NUMBER:

Title XIX Nursing Home Surveys and CertificationsRECORDS SERIES 



Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-02.S2REFERENCE NUMBER:

Title XIX Nursing Home Surveys and CertificationsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-03-0.S1REFERENCE NUMBER:

Title XIX Intermediate Care Facility ReviewsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-03-01.S1REFERENCE NUMBER:

Utilization Reviews(ICF)RECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-03-01.S2REFERENCE NUMBER:

Utilization Reviews(ICF)RECORDS SERIES 

Records Series Description:



When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-03-02.S1REFERENCE NUMBER:

ICF ContractsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-04-01.S1REFERENCE NUMBER:

Eligibility RecordsRECORDS SERIES 

Statements of Incomes and Resources, Application for Medical Assistance, Statement of Claimant, Resident 

Case Agreement, etc.

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-04-02.S1REFERENCE NUMBER:

Dietary FilesRECORDS SERIES 

Resident diets and nourishment tally information, diet history and diet progress, resident identification 

reference, diet prescriptions, inactive(discharges and death)

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Until death or discharge of 

resident

Until death or discharge of resident

Final Disposition/Remarks: Purge active cases annually of all materials over ten years old

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-01.S1REFERENCE NUMBER:

Institutional Billing SystemRECORDS SERIES 



Individual MovementRecords Series Description:

1 monthRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

1 month 1 month

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-02-0.S1REFERENCE NUMBER:

Long Term Care Payment SystemRECORDS SERIES 

Billing formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 6 

months

4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-03.S1REFERENCE NUMBER:

Client Participation Control SheetsRECORDS SERIES 

Amount due/paidRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-04.S1REFERENCE NUMBER:

Medical Payment Register - Record by ClientRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-05.S1REFERENCE NUMBER:

Medical Payments - Monthly Report by ServiceRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Records series cut-off plus 2 

years (hard copy) / 10 years 

(microfilm)

Record series cut-off plus 2 years (hard copy) / 10 years microfilm

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-06.S1REFERENCE NUMBER:

Financial and Statistics Reports - Intermediate Care FacilitiesRECORDS SERIES 

Nursing Homes, Nursing Homes  serving people with mental retardation, Forms AA-4036-0 and AA-4039-0Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-07.S1REFERENCE NUMBER:

Financial and Statistics Report Residential Care Homes (Forms AA-4038-0)RECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 year,  6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-08.S1REFERENCE NUMBER:

Audit Reports of VendorsRECORDS SERIES 

Long term care, long term care serving people with mental retardation, residential care. " Vendors" is defined as 

nursing homes or care facilities

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 04-05-09.S1REFERENCE NUMBER:

Eligibility Master FileRECORDS SERIES 

Alphabetical and numerical listing of all Title XIX eligiblesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years (microfilm)

Record series cut-off plus 3 years (microfilm)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-10.S1REFERENCE NUMBER:

Medical Subrogation CasesRECORDS SERIES 

Letters, computer printouts, pleadings filed in court actions, etc.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-11.S1REFERENCE NUMBER:

Notices of Decision (NOD)RECORDS SERIES 

Notice to recipients that a requested medical service has been deniedRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 4 year, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-05-12.S1REFERENCE NUMBER:

Medical Hotline InquiriesRECORDS SERIES 

Face sheet, hotline inquiry form, notice of decision, correspondence, claim copyRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 04-05-13.S1REFERENCE NUMBER:

Utilization Review RecordsRECORDS SERIES 

Provider Files for various vendors on completed cases in excess of 1 year since completionRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-06.S1REFERENCE NUMBER:

Medicaid Case ManagementRECORDS SERIES 

Eligibility records; application for services, inter-disciplinary program plan, narrative, eligibility documentation, 

intake and assessment, quarterly review, correspondence, reports and evaluations

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-07.S1REFERENCE NUMBER:

Claim for Targeted Medical Care: Iowa Medicaid Program Monthly Claims From ClienRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-08.S1REFERENCE NUMBER:

Health Insurance Premium Payment (HIPP) Application FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 04-09.S1REFERENCE NUMBER:

REHABILITATIVE TREATMENT SERVICES CERTIFICATION FILESRECORDS SERIES 

Applications for certification, notices of decision, checklists, exceptions to policies, plans for corrective actions 

and other clarifications as to certification

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current 5 years While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 04-10.S1REFERENCE NUMBER:

Clinical Assessment and Consultation Team (ACT) Client Case FilesRECORDS SERIES 

Referral checklists, case permanency plans, assessments of child and family, legal documents, care plans, 

narratives, notices of decisions and treatment

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-0.S1REFERENCE NUMBER:

Utilization Review RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-01-0.S1REFERENCE NUMBER:

WIN (Work Incentive Program) Case FilesRECORDS SERIES 

Registration, certification, placement agreement, etc.  Program ended July 1989Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-01-0.S2REFERENCE NUMBER:

WIN (Work Incentive Program) Case FilesRECORDS SERIES 

Registration, certification, placement agreement, etc.  Program ended July 1989Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-01-01.S1REFERENCE NUMBER:

Vendor's Request for WIN Day Care Payment (WIN-5101-5)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-02.S1REFERENCE NUMBER:

WIN Monthly Program Activity Summary (SRS-NCSS-117)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy.  REFER ALSO TO :  Employment and Labor - EMP 4-1

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-01-02.S2REFERENCE NUMBER:

WIN Monthly Program Activity Summary (SRS-NCSS-117)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Human Services Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy.  REFER ALSO TO: Employment and Labor- EMP 4-1

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-02-0.S1REFERENCE NUMBER:

IETP (Individual Education Training Program) Case FilesRECORDS SERIES 

Financial arrangements, payment for training expense, placement agreement, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-02-01-0.S1REFERENCE NUMBER:

IETP Certification of Day Care Payments (Form AA-2239-0RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 05-02-01-01.S1REFERENCE NUMBER:

Vendors Request for IETP Day Care Payment (WI-5105-5)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-01-0.S1REFERENCE NUMBER:

Governors Youth Opportunity Program - Application for enrollmentRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-01-0.S2REFERENCE NUMBER:

Governors Youth Opportunity Program - Application for enrollmentRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-01-01.S1REFERENCE NUMBER:

Certification of Payroll (ST 594 b and voucher #1RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-01-01.S2REFERENCE NUMBER:

Certification of Payroll (ST 594 b and voucher #1RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-02.S1REFERENCE NUMBER:

Volunteer ServicesRECORDS SERIES 

Applications, assignments, time cards, etc.Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-03.S1REFERENCE NUMBER:

Foster Grandparent Grant RecordsRECORDS SERIES 

All records relative to the administration of Foster Grandparent ProgramRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 06-04.S1REFERENCE NUMBER:

Displaced Homemaker ProgramRECORDS SERIES 

Funding proposal, contracts and reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-01.S1REFERENCE NUMBER:

Child Welfare Service Case FilesRECORDS SERIES 

Records Series Description:

When client reaches age 18Records Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Until client is 18 years old Until client is 18 years old

Final Disposition/Remarks: Destroy when client reaches 18 years old

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-01.S1REFERENCE NUMBER:

Central Child Abuse RegistryRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfiche)

Permanent

Final Disposition/Remarks: Microfiche on receipt and destroy originals; records to be sealed after ten years and retained permanently in the 

State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-02-0.S1REFERENCE NUMBER:

Child Abuse ReportsRECORDS SERIES 

Reports of investigations, services, correspondence, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfiche)

Record series cut-off plus 10 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-02-01.S1REFERENCE NUMBER:

Expunged Child AbuseRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure (determination of no 

abuse) plus 1 month

1 month

Final Disposition/Remarks: Destroy one month after receipt/determination of no abuse

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-03-0.S1REFERENCE NUMBER:

Child Abuse Form (CW 0704)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-03-01.S1REFERENCE NUMBER:

Expunged Child Abuse FormsRECORDS SERIES 



Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure (determination of no 

abuse) plus 1 month

1 month

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-02-04.S1REFERENCE NUMBER:

Child Abuse ReferralsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-03.S1REFERENCE NUMBER:

Protective Services - Protective Services Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-04-01.S1REFERENCE NUMBER:

Independent and Foreign AdoptionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Sealed and retained permanently in county of adoption

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-04-01.S2REFERENCE NUMBER:

Independent and Foreign AdoptionsRECORDS SERIES 



Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-04-02.S1REFERENCE NUMBER:

Interstate Adoptions and Guardianship Cases (Guardianship with Director of DivisRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Retain records relating to foster care and adoption services payments for 5 years; purge other records after one 

year.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-04-02.S2REFERENCE NUMBER:

Interstate Adoptions and Guardianship Cases (Guardianship with Director of DivisRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-04-03.S1REFERENCE NUMBER:

Adoption Petitions and DecreesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-05.S1REFERENCE NUMBER:

Family Services - Family Services Case FilesRECORDS SERIES 

Determinations of specific services requiredRecords Series Description:

When no longer activeRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-06.S1REFERENCE NUMBER:

Family Planning - Family Planning EligibilityRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-07.S1REFERENCE NUMBER:

Family Therapy - Family Therapy Project Grant RecordsRECORDS SERIES 

Contracts with IEAA, progress reports, correspondence, fiscal data, evaluations consultant contracts, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-08.S1REFERENCE NUMBER:

Adult Services - Adult Service Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-09-01.S1REFERENCE NUMBER:

Homemaker Services Case FilesRECORDS SERIES 

Records Series Description:



When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-09-02.S1REFERENCE NUMBER:

Homemaker-Home health Aide Summary Report (SS-1616-0)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-10.S1REFERENCE NUMBER:

Domestic Abuse Program - Funding Proposals and ContractsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-11-01.S1REFERENCE NUMBER:

Founded Dependent Adult Abuse ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfiche)

Record series cut-off plus 10 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 07-11-02.S1REFERENCE NUMBER:

Undetermined Dependent Adult Abuse ReportsRECORDS SERIES 



Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-01.S1REFERENCE NUMBER:

Day Care Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-02-0.S1REFERENCE NUMBER:

Child Care Center Financial AssistanceRECORDS SERIES 

ApplicationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-02-01.S1REFERENCE NUMBER:

Child Account LedgersRECORDS SERIES 

Weekly balances of feesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-02-02.S1REFERENCE NUMBER:



Day Care Budgets and IncomeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-03.S1REFERENCE NUMBER:

Child Development Centers Food Commodities ProgramRECORDS SERIES 

Proof of purchase of food items, children's attendance records, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-01-04.S1REFERENCE NUMBER:

Day Care Facility Inspection ReportsRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 3 years While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-03.S1REFERENCE NUMBER:

Foster - Foster Care/Youth Services Case FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 09-01.S1REFERENCE NUMBER:



Adoption Agency Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 09-02.S1REFERENCE NUMBER:

Foster Family Home Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 09-03.S1REFERENCE NUMBER:

Child Care Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 09-04.S1REFERENCE NUMBER:

Hospital Accreditation Standards DocumentationRECORDS SERIES 

Licenses, certification standards, correspondence, waivers, agendas, requests, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 09-04.S2REFERENCE NUMBER:

Hospital Accreditation Standards DocumentationRECORDS SERIES 



Licenses, certification standards, correspondence, waivers, agendas, requests, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-0.S1.REFERENCE NUMBER:

Departmental Guardianship - Departmental Guardianship Case Files, InstitutionalRECORDS SERIES 

Departmental Guardianship Case Files, Institutional [duplicates? to verify]Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 6 

months

Closure plus 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-0.S2REFERENCE NUMBER:

Departmental Guardianship - Departmental Guardianship Case Files, InstitutionalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-01.S1REFERENCE NUMBER:

Unaccompanied Refugee Minor FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-02-0.S1REFERENCE NUMBER:

Refugee Family FilesRECORDS SERIES 



Includes immigration records, health information, funds disbursement, federal statisticsRecords Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While active Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-02-01.S1REFERENCE NUMBER:

Interstate Compact on the Placement of ChildrenRECORDS SERIES 

Case records of court orders, progress reports, family histories, etc: Iowa (from other states)Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-02-01.S2REFERENCE NUMBER:

Interstate Compact on the Placement of Children (Out -of-State)RECORDS SERIES 

Case records of court orders, progress reports, family histories, etc: Iowa (from other states)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Microfiche

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-01-03.S1REFERENCE NUMBER:

Service Contract Sheets ADC, Medical, Employment Field Staff Daily Logs, CaseloaRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-02-01.S1REFERENCE NUMBER:

Interstate Compact on the Placement of ChildrenRECORDS SERIES 



Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure plus 1 year 4 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-02-02.S1REFERENCE NUMBER:

Interstate Compact on JuvenilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years While active plus 5 years

Final Disposition/Remarks: Microfiche

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-02-03.S1REFERENCE NUMBER:

Juvenile Parole/ProbationRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

3 years While Active plus 5 years

Final Disposition/Remarks: Microfiche

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-02-04.S1REFERENCE NUMBER:

Pending Interstate CompactsRECORDS SERIES 

Records Series Description:

Adoption completedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While pending 5 years While pending plus 5 years

Final Disposition/Remarks: Until adoption is complete or until notified that adoption is not complete - in office; complete adoptions to 

interstate compact files, incomplete adoptions to State Records Center then destroyed

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-03-01.S1REFERENCE NUMBER:

Simpson Bridge ProjectRECORDS SERIES 



Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure plus 2 years 3 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 10-03-02.S1REFERENCE NUMBER:

Iowa Runaway Service RecordsRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Closure plus 2 years 3 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-01-0.S1REFERENCE NUMBER:

Client/Resident Case FilesRECORDS SERIES 

Detention unit records, independent living unit records; Chaplain's reports; trail home visit records; student 

placement records; etc.

Records Series Description:

Upon termination of residencyRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While confined to institution Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-01-01.S1REFERENCE NUMBER:

Medical RecordsRECORDS SERIES 

Medications administered, etc.Records Series Description:

Upon termination of residencyRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

While confined to institution 25 years Thru confinement plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-02-0.S1REFERENCE NUMBER:

Population and Movement Records Monthly ReportsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-02-01.S1REFERENCE NUMBER:

Population and Movement Records Yearly SummariesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-03.S1REFERENCE NUMBER:

Escape LogRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently at institution

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-01-0.S1REFERENCE NUMBER:

Institutional Billing Adjustment - Job # 100L045RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfiche)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-01-0.S2REFERENCE NUMBER:

Institutional Billing Adjustment - Job # 100L045RECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-01-01.S1REFERENCE NUMBER:

Source Documents for Institutional Billing AdjustmentsRECORDS SERIES 

Patient billing abstract - debit/credit adjustmentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfilm)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-01-01.S2REFERENCE NUMBER:

Source Documents for Institutional Billing AdjustmentsRECORDS SERIES 

Patient billing abstract - debit/credit adjustmentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-02.S1REFERENCE NUMBER:

County Abstracts ( Statement of Charges) - Job # 100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (microfilm)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-02.S2REFERENCE NUMBER:



County Abstracts ( Statement of Charges) - Job # 100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-03.S1REFERENCE NUMBER:

County Summary - Job #100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfilm)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-03.S2REFERENCE NUMBER:

County Summary - Job #100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-04.S1REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing - Job #100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (microfilm)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 11-04-04.S2REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing - Job #100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-05.S1REFERENCE NUMBER:

Alcoholic Listing - Job #475C470RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 11-04-05.S2REFERENCE NUMBER:

Alcoholic Listing - Job #475C470RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-01-01.s1REFERENCE NUMBER:

Register of Patients/Residents AdmittedRECORDS SERIES 

Name, file number,date of admission, source of admission, disposition of case, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 12-01-02.S1REFERENCE NUMBER:

Daily Admissions and DischargesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 3 

years (daily) / Permanent 

(annual)

Record series cut-off plus 3 years (daily) / Permanent (annual)

Final Disposition/Remarks: Destroy daily reports after 3 years; retain annual year-end summary permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-01-03.S1REFERENCE NUMBER:

Daily Census ReportsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

1 year/Permanent

Final Disposition/Remarks: Destroy daily reports after 1 year; retain annual year-end summary permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-01-04.S1REFERENCE NUMBER:

Movement Reports and StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-01-0.S1REFERENCE NUMBER:

Patient/Resident Case FilesRECORDS SERIES 

All individual patient medical and psychological evaluation/diagnostic/treatment records which include: 

intelligence and aptitude tests; laboratory reports; hearing and speech reports; EEG's and EKG's, finding, X-Ray 

findings, dental records, etc.

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Microfilm after 5 years of inactivity and destroy originals; retain microfilm permanently in the State Archives of 

Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-01-01.S1REFERENCE NUMBER:

X-RaysRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Record findings of x-rays in patient/resident case file; destroy actual x-ray after 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-01-02.S1REFERENCE NUMBER:

EKG and EEG TracingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-02.S1REFERENCE NUMBER:

Daily Nursing ReportsRECORDS SERIES 

Records of individual services provided, incident reports, medications administered, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-03-01.S1REFERENCE NUMBER:

Individual Physical Therapy and Activity Therapy RecordsRECORDS SERIES 

Positioning therapy; progress records, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Human Services Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-03-02.S1REFERENCE NUMBER:

Activity Therapy Program RecordsRECORDS SERIES 

Documentation on patients involved in one or more activity program, program suitability records, progress 

notes, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-00a.S1REFERENCE NUMBER:

Dietary Therapy: Institutional Food Recipe RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-00b.S1REFERENCE NUMBER:

Dietary Therapy:  Monthly Dietary ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-00c.S1REFERENCE NUMBER:

Dietary Therapy:  Dietary Inventory RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-00d.S1REFERENCE NUMBER:

Dietary Therapy:  Institutional Dietary Food Cost ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-00e.S1REFERENCE NUMBER:

Dietary Therapy:  Food Costing - Annual ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 15 

years

Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-04-01.S1REFERENCE NUMBER:

Dietary WorkshopsRECORDS SERIES 

Food preparation, modified diets, dietary management, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-01.S1REFERENCE NUMBER:

Dispensing RecordsRECORDS SERIES 

Records of all medication orders and fulfillmentRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02a.S1REFERENCE NUMBER:

Pharmacy InventoriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02b.S1REFERENCE NUMBER:

Pharmaceutical Purchase RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02c.S1REFERENCE NUMBER:

Pharmacy Monthly ReportsRECORDS SERIES 

Report of monthly purchases, itemized drug costs by wards, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-02d.S1REFERENCE NUMBER:

Controlled Drug Proof-of-Use RecordsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-02-05-03.S1REFERENCE NUMBER:

Pharmacy Packaging/Manufacturing Control RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-03-01.S1REFERENCE NUMBER:

Discipline ReportsRECORDS SERIES 

Restraint and seclusion records, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-03-02.S1REFERENCE NUMBER:

Chaplaincy RecordsRECORDS SERIES 

Baptismal records, etc.Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-03-03.S1REFERENCE NUMBER:



Pastoral CounselingRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Interfiled in Patient/Resident Case Files

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01a.S1REFERENCE NUMBER:

County Abstract (Monthly and Quarterly) Job # 475C430RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01a.S2REFERENCE NUMBER:

County Abstract (Monthly and Quarterly) Job # 475C430RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01b.S1REFERENCE NUMBER:

County Adjustments(Monthly and Quarterly) Job #475C450RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 12-04-01b.S2REFERENCE NUMBER:

County Adjustments(Monthly and Quarterly) Job #475C450RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01c.S1REFERENCE NUMBER:

County Summaries (Monthly and Quarterly) Job #475C460RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01c.S2REFERENCE NUMBER:

County Summaries (Monthly and Quarterly) Job #475C460RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01d.S1REFERENCE NUMBER:

Monthly Alpha Listing Job # 475C210RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (COM)

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01d.S2REFERENCE NUMBER:

Monthly Alpha Listing Job # 475C210RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01e.S1REFERENCE NUMBER:

Units Report Job # 475C220RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (COM)

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01e.S2REFERENCE NUMBER:

Units Report Job # 475C220RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 2 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01f.S1REFERENCE NUMBER:

Cross Reference Job #475C250RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01f.S2REFERENCE NUMBER:

Cross Reference Job #475C250RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01g.S1REFERENCE NUMBER:

Duplicate Report Job #475C240RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01g.S2REFERENCE NUMBER:

Duplicate Report Job #475C240RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01h.S1REFERENCE NUMBER:

Weekly Update Job #475C150 , #475C151, #475C152RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01h.S2REFERENCE NUMBER:



Weekly Update Job #475C150 , #475C151, #475C152RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-04-01i.S1REFERENCE NUMBER:

Yearly Medical Report Job # 475M010RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-01-0.S1REFERENCE NUMBER:

Institutional Billing Adjustments Job #100L045RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (COM)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-01-0.S2REFERENCE NUMBER:

Institutional Billing Adjustments Job #100L045RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-01-01.S1REFERENCE NUMBER:



Source Documents for Institutional Billing Adjustments (Patient Billing AbstractRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (microfilm)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-01-01.S2REFERENCE NUMBER:

Source Documents for Institutional Billing Adjustments (Patient Billing AbstractRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-02.S1REFERENCE NUMBER:

County Abstracts (Statements of Changes) Job # 100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (COM)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-02.S2REFERENCE NUMBER:

County Abstracts (Statements of Changes) Job # 100L102RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



SOC 12-05-03.S1REFERENCE NUMBER:

County Summary Job # 100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (COM0

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-03.S2REFERENCE NUMBER:

County Summary Job # 100L10RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years (hard copy)

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-04.S1REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing Job # 100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (COM)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-04.S2REFERENCE NUMBER:

Error Listing and Quarter-to-Date Listing Job # 100W30RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 5 

years (hard copy)

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 12-05-05.S1REFERENCE NUMBER:

Alcoholic Listing Job #475C470RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Human Services

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Inspections And Appeals

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-01-01-0.S2REFERENCE NUMBER:

License Applications and CertificationsRECORDS SERIES 

Food establishment, temporary fair stands, vending, food service establishments, hotelsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 03-03-01.S1REFERENCE NUMBER:

Inspection Reports - Fair Stands, Food Establishments, Hotels, Vending, Food SerRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-09.S2REFERENCE NUMBER:

Local Office Audit ReportsRECORDS SERIES 

Internal audit reports of local and district operationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-11.S1REFERENCE NUMBER:

Audit Reviews of Iowa Department of Public Health contractorsRECORDS SERIES 

Includes audit report, review check list, contracts, budget, proposed apps, review results, correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 01-10.S1REFERENCE NUMBER:

Targeted Small Business Applicant FilesRECORDS SERIES 

Includes application, and other documents required for certification as a TSBRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-03-02.S2REFERENCE NUMBER:

Safety and Health Inspection Reports, Citations and AppealsRECORDS SERIES 

Inspection, citation and penalty reports and appealsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-02-0.S2REFERENCE NUMBER:

Criminal Case FilesRECORDS SERIES 

Notice of appeal, abstract of record, motions, stipulations, orders, records, briefs, legal pleadings, closed 

criminal files, post conviction relief files, federal case files discretionary review files transcripts, certiorari files, 

criminal law handbook

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Closure 50 years Closure plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-06-03.S1REFERENCE NUMBER:

Administrative Hearings RulingsRECORDS SERIES 

Original orders/decisions, correspondence, face sheets only for administrative Law Judge's rulings - actual case 

files, tapes, etc. are returned to the agency

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-04-01-01.S1REFERENCE NUMBER:

Fingerprints CardsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-01-01.S1REFERENCE NUMBER:

Medicare Certified Facility FilesRECORDS SERIES 

Surveys, licenses, original complaints, memorandum of investigation, correspondence, and related materialsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-01-02.S1REFERENCE NUMBER:

Medicare Certified Facilities WorksheetsRECORDS SERIES 

Contains worksheets/notes from all surveys, revisits, and complaints for Home Health AgenciesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-01-0.S1REFERENCE NUMBER:

Health Care Facility FilesRECORDS SERIES 

Surveys, licenses, original complaints, memorandum of investigation, correspondence, and related materialsRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-01-01.S1REFERENCE NUMBER:

Stipulation FilesRECORDS SERIES 

Health Care Facility files that require special handlingRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-01-02.S1REFERENCE NUMBER:

Health Care Facility WorksheetsRECORDS SERIES 

Long Term CareRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

PHL 01-02-01-03.S1REFERENCE NUMBER:

Assisted living/Adult Day/Elder Group Home CertificationsRECORDS SERIES 

DIA's Division of Health Facilities' Adult Services Bureau (ASB) receives the applications with the policy and 

procedures from each program for the purposes of certification and recertification, complaint investigations, and 

reports.  Also, open to public records reports. Content includes:  Policy and procedures, monitors' reports and 

notes, structural information, waivers, licenses, applications for certification and recertification, complaint 

investigation reports, State Fire Marshall approvals, and facility engineer approvals for emergency/evacuation 

plans.  

DIA's Division of

Records Series Description:

Cutoff: end of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Cutoff plus 2 years 4 years Cutoff plus 6 years

Final Disposition/Remarks:

01/12/2006Adopted Date: 02/16/2006Effective Date:

PHL 01-02-02.S1REFERENCE NUMBER:

Health Care Facility PlansRECORDS SERIES 

Architects' specifications of construction detail and material blueprints, and related materialRecords Series Description:

Record series cutoff:  when facility ceases operationRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cutoff plus 5 

years

0 Record series cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-05.S1REFERENCE NUMBER:

Health Care Facility Fining & Citation FilesRECORDS SERIES 

Original fining & citation report, 9 factor forms, correspondence and related materialsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-06.S1REFERENCE NUMBER:

Hill-Burton RecordsRECORDS SERIES 

ApplicationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 3 

years

27 years Record series cut-off plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 01-02-06-01.S1REFERENCE NUMBER:

HILL-Burton State PlansRECORDS SERIES 

State plans and survey resultsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-07.S2REFERENCE NUMBER:

Overpayment/Recoupment FilesRECORDS SERIES 

Records used in recoupment of overpayments for all Human Services ProgramsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 03-08.S2REFERENCE NUMBER:

Medical Provider FilesRECORDS SERIES 

Includes: face sheet, narrative, judgment, appeal decision, patient information, correspondenceRecords Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 08-04.S1REFERENCE NUMBER:

Foster Care Review Board Case FilesRECORDS SERIES 

Case permanency plan, social history, court orders, correspondence, local board member's comments and 

recommendations, psychological and psychiatric evaluations, school reports, medical reports, DHS report, 

caseworker reports, comments and recommendation

Records Series Description:

When child reaches majority ageRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Until child reaches majority age Until child reaches majority age

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 05-01-01.S1REFERENCE NUMBER:

Gambling License Application FilesRECORDS SERIES 



For social gambling (bingo, raffles, games of skill or chance)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 05-01-02.S1REFERENCE NUMBER:

Monthly/Quarterly ReportsRECORDS SERIES 

For social gambling (filed by establishments with gambling licenses)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 05-01-05-0.S1REFERENCE NUMBER:

Gambling License Application Files-Race Track & RiverboatRECORDS SERIES 

Contains original application and supporting documentationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Thru 1st license period after 

approval plus 1 year; or upon 

denial

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 05-01-05-01.S1REFERENCE NUMBER:

Confidential Documentation from Gambling License Application filesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Thru 1st license period after 

approval plus 1 year; or upon 

denial

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 05-01-06-0.S1REFERENCE NUMBER:

Gambling License Renewals-Race Track and RiverboatRECORDS SERIES 

Records Series Description:

When License renewedRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Thru license renewal period 

plus 1 year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 05-01-06-01.S1REFERENCE NUMBER:

Confidential Documentation from Gambling License RenewalsRECORDS SERIES 

Records Series Description:

When License renewedRecords Series Cut-off:

Retention

Office of Record

Inspections And Appeals

Office State Records Center Total

Thru license renewal period 

plus 1 year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Iowa Communications Network

01/17/2008Adopted Date: 02/06/2008Effective Date:

ADM 07-03-02.S1REFERENCE NUMBER:

Photo Release FormsRECORDS SERIES 

The Public Relations Manager uses the records to gain permission from citizens outside the agency (and 

non-public figures) who are recognizable in photos used in online and print materials or people in auiences at 

public ICN events.  The records include name, age, signature of parent (if subject is under 18) and signature of 

subject.

Records Series Description:

Cutoff: Retain all media press release forms for photos as long as they are being used for publications.  Once 

photos are no longer in use remove the correponding release forms at the end of the calendar year.

Records Series Cut-off:

Retention

Office of Record

Iowa Communications Network

Office State Records Center Total

Cutoff plus 2 years 0 Cutoff plus 2 years

Final Disposition/Remarks: Destroy

04/12/2007Adopted Date: 05/02/2007Effective Date:

BUD 02-11-01.S1REFERENCE NUMBER:

Billing records, invoices and detailRECORDS SERIES 

Billing records documenting telecommunications services provided by Iowa Communications Network.Records Series Description:

End of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Iowa Communications Network

Office State Records Center Total

Cutoff plus 2 years. 3 years Cutoff plus 5 years

Final Disposition/Remarks:



Iowa Finance Authority

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 18-01-01.S1REFERENCE NUMBER:

Single Family Unit MortgagesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Finance Authority

Office State Records Center Total

Record series cut-off plus 33 

years

Record series cut-off plus 33 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 18-01-02.S1REFERENCE NUMBER:

Multi Family Unit MortgagesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Finance Authority

Office State Records Center Total

Record series cut-off plus 43 

years

Record series cut-off plus 43 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 18-02.S1REFERENCE NUMBER:

Lending Institution CommitmentsRECORDS SERIES 

Records Series Description:

10 monthsRecords Series Cut-off:

Retention

Office of Record

Iowa Finance Authority

Office State Records Center Total

10 months Record series cut-off plus 10 months

Final Disposition/Remarks: Destroy



Iowa Law Enforcement Academy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01c.S1REFERENCE NUMBER:

Class CostRECORDS SERIES 

Law enforcement training classesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-01-01.S1REFERENCE NUMBER:

Law Enforcement Officer TrainingRECORDS SERIES 

Records of each class held, class roster, invitation letters, fingerprint clearance tally, instructor letters, grade 

roster, and related material

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-01-02.S1REFERENCE NUMBER:

Statistical ReportsRECORDS SERIES 

Records of men trained by class and jurisdiction of trainee used in preparation rosters for future classes and 

statistical purposes

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-02-01.S1REFERENCE NUMBER:

Out-of-State Course EvaluationRECORDS SERIES 

Records of out-of-state courses of training available, requests from agencies for training, cost figures and related 

material

Records Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-02-02.S1REFERENCE NUMBER:

Current InstructorsRECORDS SERIES 

And student outlines used by instructorsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-03-01.S1REFERENCE NUMBER:

Civil Service Examination FilesRECORDS SERIES 

Master copies of examination material, returned answer sheets, and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-03-02.S1REFERENCE NUMBER:

Civil Service Examination Request FilesRECORDS SERIES 

Records of test packets sent from academy for county testingRecords Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-03-03.S1REFERENCE NUMBER:

Civil Service Cost FilesRECORDS SERIES 

Records of test packets sent and related costsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 12-03-04.S1REFERENCE NUMBER:

County Civil Service Commission FilesRECORDS SERIES 

Records relative to the establishment, implementation, and ongoing operation of civil service testing programRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Purge files annually and destroy outdated and incidental material appropriate

Adopted Date: Effective Date:

EDU 12-04-01.S1REFERENCE NUMBER:

Law Enforcement Officer Career FilesRECORDS SERIES 

Career records of Iowa Law Enforcement Academy graduates, including records of the hiring, promotion, 

demotion, resignation, termination and retirement of law enforcement officers, as reported to the Iowa Law 

Enforcement Academy.

Records Series Description:

Upon resignation or retirement.Records Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Through closure (i.e., through 

officer resignation or 

retirement).

From closure through age 65 

plus 10 years (i.e., eligible for 

transfer to state records center 

upon officer resignation or 

retirement, however total record 

retention is calculated from 

officer's date of birth).

Through age 65 plus 10 years.  (Total record retention is calculated from officer's date of birth.)

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-04-01.S1REFERENCE NUMBER:

Implied Consent Certification RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Law Enforcement Academy

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy



Iowa Lottery Authority

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-01.S1REFERENCE NUMBER:

Retailer License FileRECORDS SERIES 

Includes application, personal data sheet, preliminary marketing evaluation form, lottery provisional license 

automatic payment authorization-EFT, lotto site survey form, license supplement, lottery license termination 

form and  licensee review form

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

While active 3 years While active plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-02-0.S1REFERENCE NUMBER:

Accounting AdjustmentsRECORDS SERIES 

Includes Lottery ticket invoice, Lotto debit memo and credit memo, and accounting invoice formRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

1 year 2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-02-01.S1REFERENCE NUMBER:

Miscellaneous Account ReportsRECORDS SERIES 

Accounts receivable recap, adjustment journal, cash journal, cash payments, etc.Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

6 months 2 years, 6 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-03.S1REFERENCE NUMBER:

Annuity DocumentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 20 

years

Record series cut-off plus 20 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-04-01.S1REFERENCE NUMBER:

Case Files Involving Stolen or Forged TicketsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-04-02.S1REFERENCE NUMBER:

Case Files Involving Suspended LicenseRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-04-03.S1REFERENCE NUMBER:

Case files Involving Revoked LicensesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 10 

years

40 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-05.S1REFERENCE NUMBER:

Jackpot Event packetRECORDS SERIES 

Checklist (preliminary jackpot and jackpot event), manager certification-finalist list of entry numbers,  

designation of proxy, certification pre-test jackpot, security officer, manager's certification

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-06.S1REFERENCE NUMBER:

Video Tapes of DrawingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-07.S1REFERENCE NUMBER:

Return Ticket FormRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-08.S1REFERENCE NUMBER:

Winner Claim FormsRECORDS SERIES 

Includes higher and lower tier claim form.  High tier scratch ticket winnersRecords Series Description:

When game endsRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 3 

years

End of game plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-09.S1REFERENCE NUMBER:

Lottery SurveysRECORDS SERIES 

Includes in-house telephone survey and marketing survey by mailRecords Series Description:



18 monthsRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

1 year 6 months Record series cut-off plus1 year 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-10.S1REFERENCE NUMBER:

Lotto Settlement Envelopes or other special games or promotionsRECORDS SERIES 

Includes signoff slips, sign-on slips, weekly settlement reports, coupons, promo, cash tickets, cancelled tickets, 

claim forms

Records Series Description:

End of quarterRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

3 months 1 year 9 months Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 10-01-11.S1REFERENCE NUMBER:

Redeemed Prize DraftsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Iowa Lottery Authority

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy



Judicial

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-01c.S1REFERENCE NUMBER:

Personnel Files of Employees NOT Covered Under Chapter 19ARECORDS SERIES 

Documentation relative to individual's employment history; application (M1) , Report of Personnel Action 

(P-1), performance evaluations, general performance, work record documentation, educational leave and 

financial assistance applications, etc.

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Judicial

Office State Records Center Total

Record series cut-off plus 2 

years

73 years Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy.



Legislative Services

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-0.S2REFERENCE NUMBER:

State Agency Budgets-State/Federal FundsRECORDS SERIES 

Budget notes, calculations, statistics, background, minutes of departmental budget hearings, supplemental 

budget manual, capital appropriation request, budget details and related supportive documentation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-01.S1REFERENCE NUMBER:

Bill DraftsRECORDS SERIES 

Original requests, research material, revised and final copiesRecords Series Description:

End of legislative sessionRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Thru completion of subsequent 

general assembly

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-04-01bREFERENCE NUMBER:

Copies of Fiscal Notes - Individual CopiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-03b.S1REFERENCE NUMBER:

Acts of the General Assembly - Session Laws - Printers CopyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Legislative Services Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-04-00b.S1REFERENCE NUMBER:

Code of Iowa - Printers CopyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-04-01.S1REFERENCE NUMBER:

Iowa Code/Supplement Database Printouts and Busted BillsRECORDS SERIES 

Only record of editorial changes made to 1985 Iowa Code per Section 14.13 of the Iowa CodeRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 4 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-01-01b.S1REFERENCE NUMBER:

Minutes of Standing Committees - During InterimRECORDS SERIES 

Including subcommittee reportsRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-02-01.S1REFERENCE NUMBER:

Minutes and ResearchRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-02-02.S1REFERENCE NUMBER:

Committee ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-01-04.S1REFERENCE NUMBER:

Iowa Administrative Code and BulletinRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislative Services

Office State Records Center Total

Perpetual Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Legislature

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-00a.S1REFERENCE NUMBER:

Original Bills and Joint Resolutions - PendingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Final Disposition/Remarks: Transfer to adopted or not-adopted bills and resolutions as appropriate

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-00c.S1REFERENCE NUMBER:

Original Bills and Joint Resolutions - Not AdoptedRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-01.S1REFERENCE NUMBER:

Copies of Bills and Joint ResolutionsRECORDS SERIES 

Individual copies and bill booksRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain one posted copy permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-01.S2REFERENCE NUMBER:

Copies of Bills and Joint ResolutionsRECORDS SERIES 

Individual copies and bill booksRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly

Final Disposition/Remarks: Take home or destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-03-0.S1REFERENCE NUMBER:

Original AmendmentsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Final Disposition/Remarks: Attach to applicable bill and dispose of with that bill

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-03-01a.S1REFERENCE NUMBER:

Copies of AmendmentsRECORDS SERIES 

Clip sheetsRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Posted to bill books

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-03-01a.S2REFERENCE NUMBER:

Copies of AmendmentsRECORDS SERIES 

Clip sheetsRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Posted to bill books; take home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-03-01b.S1REFERENCE NUMBER:

Copies of Amendments - Individual CopiesRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-04-0.S1REFERENCE NUMBER:



Original Fiscal NotesRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Final Disposition/Remarks: Attach to applicable bill and dispose of with that bill

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-04-01a.S1REFERENCE NUMBER:

Copies of Fiscal NotesRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Posted to bill books; take home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-05.S1REFERENCE NUMBER:

Original Messages Between HousesRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Final Disposition/Remarks: Attach to applicable bill and dispose of with that bill

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-06-0.S1REFERENCE NUMBER:

Original Conference Committee ReportsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Final Disposition/Remarks: Attach to applicable bill and dispose of with that bill

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-06-01.S1REFERENCE NUMBER:

Copies of Conference CommitteeRECORDS SERIES 

Records Series Description:



End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Posted to bill books; transfer to home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-07-01.S1REFERENCE NUMBER:

Copies of Enrolled BillsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-07-01.S2REFERENCE NUMBER:

Copies of Enrolled BillsRECORDS SERIES 

Records Series Description:

When published in Session LawsRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru publication of session 

laws

Thru publication of Session laws

Final Disposition/Remarks: Transfer to home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-08.S1REFERENCE NUMBER:

Original Simple Resolutions and Concurrent ResolutionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-09.S1REFERENCE NUMBER:

Voting Roll-call SheetsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:



Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-01.S1REFERENCE NUMBER:

Proof JournalsRECORDS SERIES 

Records Series Description:

1 dayRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

1 day 1 day

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-02.S1REFERENCE NUMBER:

Corrected JournalsRECORDS SERIES 

Records Series Description:

Completed journal issuedRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Until completed journal issued Until completed journal issued

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-03.S1REFERENCE NUMBER:

Original Text for JournalRECORDS SERIES 

Records Series Description:

Completed journal issued and certifiedRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Until completed journal issued 

and certified to Sec. Of State

Until certified

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-04b.S1REFERENCE NUMBER:

Other CopiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Legislature

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-04b.S2REFERENCE NUMBER:

Other CopiesRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of Assembly

Final Disposition/Remarks: Transfer to home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-01.S1REFERENCE NUMBER:

Senate Record and House Record - Engrossing BooksRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of Assembly Permanent

Final Disposition/Remarks: Transfer to the Secretary of State at adjournment and Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-01-01a.S1REFERENCE NUMBER:

Minutes of Standing Committees -During SessionRECORDS SERIES 

Including subcommittee reportsRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-01-02.S1REFERENCE NUMBER:

Research ReportsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:



Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Take home or destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 06-03.S1REFERENCE NUMBER:

Other Committee ReportsRECORDS SERIES 

Excluding conference committees and subcommitteesRecords Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Thru term of assembly

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 07-01.S1REFERENCE NUMBER:

Communications from the GovernorRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of assembly Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa. REFER ALSO TO: Legislative and Legal Appointed Officials

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 08-01.S1REFERENCE NUMBER:

Lobbying Registration - Reporting FormsRECORDS SERIES 

Records Series Description:

Adjournment of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of subsequent 

assembly

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 08-02.S1REFERENCE NUMBER:

Ethics Reporting FormRECORDS SERIES 

Records Series Description:

Adjournment of General AssemblyRecords Series Cut-off:



Retention

Office of Record

Legislature

Office State Records Center Total

Thru term of subsequent 

assembly

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Management

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 02-05.S1REFERENCE NUMBER:

State Clearinghouse Grant MaterialsRECORDS SERIES 

All federal grant applications and state plans required for review under OMB Circular A-95 and Chapter 7A 

Iowa Code, all Board of Regents federal grant applications and private foundation requests, and all notifications 

of federal funding awards

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-0.S1REFERENCE NUMBER:

State Agency Budgets-State/Federal FundsRECORDS SERIES 

Budget notes, calculations, statistics, background, minutes of departmental budget hearings, supplemental 

budget manual, capital appropriation request, budget details and related supportive documentation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-01.S1REFERENCE NUMBER:

Governors Formal Budget DocumentRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-02.S1REFERENCE NUMBER:

Correspondence Relating to BudgetsRECORDS SERIES 

Interpretation, intent, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-01-03.S1REFERENCE NUMBER:

Federal Grant Pre-application, Approvals and ContractsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-0.S1REFERENCE NUMBER:

Local BudgetsRECORDS SERIES 

Certification documents and supporting detail summary for counties, cities, merged area schools, agricultural 

extensions, assessors, hospitals, and special districts

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-01.S1REFERENCE NUMBER:

School Budget CertificationsRECORDS SERIES 

Foundation aid program, supporting documentation, aid and levy calculationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-02.S1REFERENCE NUMBER:

County and Municipal AssistanceRECORDS SERIES 



Calculations and payment schedulesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-03.S1REFERENCE NUMBER:

County Budget SummariesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-04.S1REFERENCE NUMBER:

Property Valuation StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 01-02-05.S1REFERENCE NUMBER:

Tax CreditsRECORDS SERIES 

Agricultural land, personal property, moneys, and credits, and livestockRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm after 3 years. Retain permanently in the State Archives of Iowa

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-08.S2REFERENCE NUMBER:



Outdated Warrant ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-14.S1REFERENCE NUMBER:

Transfer Distribution - Road Use Tax, Motor Vehicle Fuel Tax, Aviation Fuel Tax,RECORDS SERIES 

Detail source and distributionRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 15 

years

Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-03.S2REFERENCE NUMBER:

Annual Reports on MunicipalitiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 1 

year

14 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01a.S1REFERENCE NUMBER:

Comparative Appropriable Receipts - Working PapersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



CON 09-01.S2REFERENCE NUMBER:

Environmental Impact StatementsRECORDS SERIES 

Copies of project statements, notices of public hearings, correspondence and comments, and related material, as 

received from applicant for comment

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-06-01.S1REFERENCE NUMBER:

Register of Watchmakers and Apprentice WatchmakersRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 60 

years

Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy.  Watchmaker Board no longer in existence.

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-03.S1REFERENCE NUMBER:

Local Budget ProtestsRECORDS SERIES 

Petition, signatures, copy of local budget, order of State Appeal BoardRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-01-01.S1REFERENCE NUMBER:

Non-litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-01-02.S1REFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-01.S1REFERENCE NUMBER:

Approved General ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-01-02.S1REFERENCE NUMBER:

Disapproved General ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-02-02.S1REFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Management Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-01.S1REFERENCE NUMBER:

Non-Litigation Case Files - Paid and Denied Tort and Highway ClaimsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-02.S1REFERENCE NUMBER:

Litigation Case FilesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 2 

years

13 years Closure plus 15 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-04.S1REFERENCE NUMBER:

Notices to Agency Regarding Payment of ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Management

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-06-01.S2REFERENCE NUMBER:

Administrative Appeals Case FilesRECORDS SERIES 

Exhibits, documentation, and related material concerning agency programs and affirmative actions taken by 

state or local agency bodies

Records Series Description:

6 monthsRecords Series Cut-off:



Retention

Office of Record

Management

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



Natural Resources

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-06-04.S1REFERENCE NUMBER:

Inventory of Wastes or Excess Pesticides and Used/Empty Pesticide ContainersRECORDS SERIES 

Records Series Description:

When data verifiedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until verified on computer Until verified on computer

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

AGR 08-07-01.S1REFERENCE NUMBER:

Pesticide Accident ReportsRECORDS SERIES 

Poisonings or well contamination by pesticides, quarterly reports to Environmental Protection Agency 

concerning pesticide accidents, etc.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-15.S1REFERENCE NUMBER:

Federal Disaster Assistance BillingsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-08.S1REFERENCE NUMBER:

Audit Performance RecordsRECORDS SERIES 

Internal auditsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 01-01.S1REFERENCE NUMBER:

Geological ResearchRECORDS SERIES 

Project files of geological research and special studies, includes contracts and agreements, statistical data, aerial 

photographs, survey maps and all related correspondence and other information

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-01.S1REFERENCE NUMBER:

Oil and Gas Well RegulationRECORDS SERIES 

Records of permits issued, tests performed and all supporting documentation relating to supervision and 

regulation of oil and gas wells

Records Series Description:

Until well no longer functionsRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru life of well Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-02.S1REFERENCE NUMBER:

Fuel Allocation ProgramRECORDS SERIES 

Allotments and authorizations - oil companies, dealers and jobbersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-03-0.S1REFERENCE NUMBER:

ENERGY RESEARCH PROJECTSRECORDS SERIES 

Solar energy, energy conservation, and agricultureRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Natural Resources Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-03-01.S1REFERENCE NUMBER:

Energy Research Projects Funded ProposalsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-03-02.S1REFERENCE NUMBER:

Energy Research Projects Non-funded ProposalsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-04.S1REFERENCE NUMBER:

Solar EnergyRECORDS SERIES 

Contracts, progress reports, final reports, and all related materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 02-05-01.S1REFERENCE NUMBER:

Iowa Energy Bank Program Project FilesRECORDS SERIES 

Project records of energy management improvement recommendations, expenditures, and implementation of 

improvement measures

Records Series Description:

End of calendar year in which the project is completedRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 3 years Total: 2 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 02-05-01.S2REFERENCE NUMBER:

Iowa Energy Bank Program Project Files (electronic copy)RECORDS SERIES 

Project records of energy management improvement recommendations, expenditures, and implementation of 

improvement measures

Records Series Description:

Cut-off: End of calendar year in which project is completedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 02-05-03.S1REFERENCE NUMBER:

State of Iowa Facilities Improvement Corporation (SIFIC) Case FilesRECORDS SERIES 

Energy accounting and monitoring reportsRecords Series Description:

End of Calendar year in which the loan is repaidRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: cut-off pluf 3 years Total: 17 years Total: cut-off plus 20 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 02-05-03.S2REFERENCE NUMBER:

State of Iowa Facilities Improvement Corporation (SIFIC) Case FilesRECORDS SERIES 

Energy accounting and monitoring reportsRecords Series Description:

Cut-off: End of calendar year in which the loan is repaidRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 20 years Cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-07.S1REFERENCE NUMBER:

Utility Refund Grant ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 02-08.S1REFERENCE NUMBER:

Petroleum Refund ProgramRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-02-0.S1REFERENCE NUMBER:

Waterways and LakesRECORDS SERIES 

Lakes, reservoirs and river historyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 03-02-01.S1REFERENCE NUMBER:

Sovereign Land JurisdictionRECORDS SERIES 

Joint Application; Environmental Review-cover letter, project description, maps; Permit; Correspondence; 

Report of Completion.

Records Series Description:

Cutoff:  end of calendar year (once the Environmental Review evaluation has been completed for non-permitted 

projects or report of completion received for permitted projects).

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 49 years Cutoff plus 50 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 03-02-01.S2REFERENCE NUMBER:

Sovereign Land Jurisdiction (electronic copy)RECORDS SERIES 



Joint Application; Environmental Review-cover letter, project description, maps; Permit; Correspondence; 

Report of Completion.

Records Series Description:

Cutoff:  end of calendar year (once the Environmental Review evaluation has been completed for non-permitted 

projects or report of completion received for permitted projects).

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 50 years Cutoff plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-02-02.S1REFERENCE NUMBER:

Water ManagementRECORDS SERIES 

Program planning to include administrative report, on-going programs and supporting dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-03-01.S1REFERENCE NUMBER:

25-Year AgreementRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

23 years Record series cut-off plus 25 years or life of agreement

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-01-0.GREFERENCE NUMBER:

Water Resources RegulationRECORDS SERIES 

Applications, determinations, inspections, reports and permits, relating to construction on or alteration of 

waterways and flood plains

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

04/01/2010Adopted Date: 04/21/2010Effective Date:



CON 03-04-01-02.S1REFERENCE NUMBER:

Flood Plain PermitsRECORDS SERIES 

Water Resource Regulations (council orders) includes water storage permits.  Files contain Plans & Design 

Report; Notification of Completion of Construction; Floodplain Development Permit; Hydraulic Design 

Information; Permit Application

Records Series Description:

End of calendar year

When project is completed

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

95 years Record series cut-off plus 100 years

Final Disposition/Remarks: Destroy

Before destruction, transfer to SHSI for appraisal and selection of contents to be preserved at State Archives.

01/13/2003Adopted Date: 04/21/2010Effective Date:

CON 03-04-01-03.S1REFERENCE NUMBER:

Flood Insurance CorrespondenceRECORDS SERIES 

Information pertaining to a community's participation in the National Flood Insurance Program, flood plains 

management ordinances, bi-yearly report, correspondence pertaining to a detailed flood insurance study

Records Series Description:

Calendar Year

Once a flood plain order is established or local regulations approved by the Department

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

95 years 100 years

Final Disposition/Remarks: Destroy

Before destruction transfer to SHSI for appraisal and selection of contents to be preserved at State Archives.

08/14/2008Adopted Date: 09/03/2008Effective Date:

CON 03-04-01-05.S1REFERENCE NUMBER:

Floodplains Miscellaneous Files- Sign Offs and Technical AssistanceRECORDS SERIES 

These files contain flood plain permit applications and relaterd documentatyion.  These applications were 

determined not to need a permit and instead are given a sign off because they did not meet the threshold criteria 

outlined in the rules for the program.  Documentation related to technical assistance given to requestors who do 

not need flood plain permits are also included in this schedule.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 15 years cutoff plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-02.S1REFERENCE NUMBER:

Wells and Ground WaterRECORDS SERIES 

Project files containing well schedules, drillers logs, surface water analyses, geologic and hydrologic data and 

related information and correspondence

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-04-0.S2REFERENCE NUMBER:

River Basin StudiesRECORDS SERIES 

Plans, reports, and related correspondence including upper Mississippi River Basin and Missouri River Basin 

Commission

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-04-01.S1REFERENCE NUMBER:

Upper Mississippi River Basin CommissionRECORDS SERIES 

Correspondence, reports and minutes, comprehensive studiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-04-04-02.S1REFERENCE NUMBER:

Missouri River Basin CommissionRECORDS SERIES 

Correspondence, reports and minutes, comprehensive studiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-05a.S1REFERENCE NUMBER:

Great River Environmental Action Team (Great I and II).RECORDS SERIES 

Environmental Impact StatesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-05b.S1REFERENCE NUMBER:

Mississippi River Pools Master PlanRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-05c.S1REFERENCE NUMBER:

Area PhotosRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-05d.S1REFERENCE NUMBER:

Site Inventory and Facility Inventory Materials.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-05e.S1REFERENCE NUMBER:

Work Group Supportive DataRECORDS SERIES 

Including plan of action materialRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-07-0.S1REFERENCE NUMBER:

Completed InvestigationsRECORDS SERIES 

Complaints, reports and investigative reports on the unauthorized flood plain constructionRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

52 years Record series cut-off plus 55 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-07-01.S1REFERENCE NUMBER:

Flood Plain Permits and Completed Investigations IndexRECORDS SERIES 

Index cards containing names of individuals involved and permiteesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-07-02.S1REFERENCE NUMBER:

Bench Marks IndexRECORDS SERIES 

Index cards containing marking placed by surveyors to identify where state lands begin and endRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-07-03.S1REFERENCE NUMBER:

High Water Marks IndexRECORDS SERIES 

Index cards containing high water marks - where the determination of state property ends and private lands 

begin per surveys conducted on Iowa lakes, rivers and streams

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-09-0.S1REFERENCE NUMBER:

Determinations - Water Use PermitsRECORDS SERIES 

Records Series Description:

Upon terminationRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Records series cut-off plus 2 

years

Until terminated plus 2 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 03-09-01.S1REFERENCE NUMBER:

Non-recurring Water Use PermitsRECORDS SERIES 

The Water Supply engineering staff approves non-recurring water use from any source of groundwater or 

surface water, including streams bordering the state.  The permits are in effect for a one tme use (up to one year) 

of the water source and are non renewable.  Application, map of project site, registration letter

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

Con 03-09-01.S2REFERENCE NUMBER:

Non-recurring Water Use Registrations (electronic copy)RECORDS SERIES 

The Water Supply engineering staff approves non-recurring water use from any source of groundwater or 

surface water, including streams bordering the state.  The permits are in effect for a one tme use (up to one year) 

of the water source and are non renewable.  Application, map of project site, registration letter

Records Series Description:

Cutoff: end of calendar year when annuak authorization expiresRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:



CON 03-09-02.S1REFERENCE NUMBER:

Denied or Withdrawn Wter Use PermitsRECORDS SERIES 

Alternate title Abandoned, Denied, or Withdrawn Water Rights Permits

Denied Applications, Correspondence from Department and applicant

Records Series Description:

Cutoff: end of calander year once the applicattion has been withdrawn or deniedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years 0 Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

Con 03-09-02.S2REFERENCE NUMBER:

Denied or Withdrawn Water Use Permits (electronic copy)RECORDS SERIES 

Alternate title Abandoned, Denied, or Withdrawn Water Rights Permits

Denied Applications, Correspondence from Department and applicant

Records Series Description:

Cutoff: end of calendar year once the application has been withdrawn oe deniedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 03-09-03.S1REFERENCE NUMBER:

Water Use Permits Master FileRECORDS SERIES 

Alternate title: Water Allocation Historic File

Permit to divert, store or withdraw waters of the state

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off 20 years Cutoff plus 20 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 03-09-03.S2REFERENCE NUMBER:

Water Use Permits Master File (electronic copy)RECORDS SERIES 

Alternate Title: Water Allocation Historical files

Permit to divert, store or withdraw waters of the state

Records Series Description:

Cutoff: end of calendar year when permit experies (every 10 years)Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 20 years Cutoff plus 20 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 03-10.S1REFERENCE NUMBER:

Corps of Engineers - Lock and Dam ReportsRECORDS SERIES 

Plans and engineering data, history and permits for lock and dams on the Mississippi RiverRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

24 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 04-01-01-0.S1REFERENCE NUMBER:

Projects Files - State-owned Lands and WatersRECORDS SERIES 

Copies of deeds and abstracts, all related material for all parcels of state-owned lands and waters. REFER 

ALSO TO: Business, Industry,and Commerce - Land Patents and  Surveys

Records Series Description:

Cutoff:  end of calendar year (once transaction is complete).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 2 years 8 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 04-01-01-0.S2REFERENCE NUMBER:

Project Files - State-owned Lands and Waters (electronic)RECORDS SERIES 

Appraisals, Relocation assistance, Survey plat, Maps, drawings, aerial photos-property depiction, Offer to buy, 

Statement of just compensation, Meeting notes and correspondence, Project request from natural resource 

commission, Abstract, Opinion, Deed, Plat, Title Vestment Contract (TVC).

Records Series Description:

Cutoff:  end of calendar year (once transaction is complete).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 10 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-01-01-01.S1REFERENCE NUMBER:

AppraisalsRECORDS SERIES 

Superseded (no longer needed)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

09/08/2009Adopted Date: 09/30/2009Effective Date:

CON 04-01-01-02.s1REFERENCE NUMBER:

Project Files - State-owned Lands and Waters - Purchase PacketRECORDS SERIES 

Purchase of Property-Abstract, Opinion, Deed, Plat, Title Vesting Certificate (TVC), Purchase Agreement, 

Conservation easements-Easement, Plat.

Records Series Description:

Cut-off:  End of calendar year once transaction is complete.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 50 years 0 Cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-01-02.S1REFERENCE NUMBER:

Relocation AssistanceRECORDS SERIES 

Superseded (no longer needed)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-02-01-0.S1REFERENCE NUMBER:

Land Use PlanningRECORDS SERIES 

Plans, reports, maps, aerial photographs and related material concerning the state land use plan and 

implementation thereof

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-02-01-01.S1REFERENCE NUMBER:

Recreation/Resource PlanningRECORDS SERIES 

Superseded (no longer needed)Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 04-02-02.S1REFERENCE NUMBER:

Land Use AdministrationRECORDS SERIES 

Contracts, leases, easements, and agreements relating to use of state-owned lands and waters, including fencing 

agreements farm-game habitat agreements, surveys, building rentals, etc.

Records Series Description:

Cutoff:  end of calendar year (once lease, contract, agreement, easement has expired).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 04-02-02.S2REFERENCE NUMBER:

Land Use Administration (electronic copy)RECORDS SERIES 

Contracts, Lease Agreements, Temporary Easement documentation, Invoicing, Correspondence.Records Series Description:

Cutoff:  end of calendar year (once lease, contract, agreement, easement has expired).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-02-02-01.S1REFERENCE NUMBER:

Grazing and Farming AgreementsRECORDS SERIES 

Superseded (no longer needed)Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

5 years Record series cut-off plus 8 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-02-03.S1REFERENCE NUMBER:

Open Space ProgramRECORDS SERIES 

Reports, background data, correspondence, rating methodology, past and current projectsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-03-0.S1REFERENCE NUMBER:

County-owned Lands - County Conservation Board Acquisition and Development ProjeRECORDS SERIES 

Superseded (no longer used)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-03-01.S1REFERENCE NUMBER:

Operational PlanningRECORDS SERIES 

Superseded (no longer used)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-05-01.S1REFERENCE NUMBER:

Records of Operation on Meandered RiversRECORDS SERIES 

Superseded (no longer used)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-05-02.S1REFERENCE NUMBER:

Sand and Gravel Weight TicketsRECORDS SERIES 

Superseded (no longer used)Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

years

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 04-05-03.S1REFERENCE NUMBER:

Sand and Gravel PermitsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

years

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-01-0.S1REFERENCE NUMBER:

State Forest Management - Management PlanRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated Annually, destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-01-02.S1REFERENCE NUMBER:

Forest Product SalesRECORDS SERIES 

Timber sales, contracts-private and personalRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-01-03.S1REFERENCE NUMBER:

Prison LaborRECORDS SERIES 

Luster Heights and ShimekRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-02-0.S1REFERENCE NUMBER:

Forestation - Planting stock inventory and distribution.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-02-02.S1REFERENCE NUMBER:

Tree ImprovementRECORDS SERIES 

Case studiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Update annually, destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-02-03.S1REFERENCE NUMBER:

Nursery Management Plan and OperationsRECORDS SERIES 

And supportive dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Update annually, destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-02-04.S1REFERENCE NUMBER:

Prison LaborRECORDS SERIES 

Including payroll records - Forest NurseryRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 06-02-05.S1REFERENCE NUMBER:

Urban ForestryRECORDS SERIES 

Incorporating into this retention: Alliant Energy Operation ReLeaf Residential Tree Program, Plant Some Shade 

Residential Tree Program, Trees for Kids/Trees for Teens Education Program andthe Tree City USA program.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 06-02-05.s2REFERENCE NUMBER:

Urban ForestryRECORDS SERIES 

Incorporating into this retention: Alliant Energy Operation ReLeaf Residential Tree Program, Plant Some Shade 

Residential Tree Program, Trees for Kids/Trees for Teens Education Program and the Tree City USA program.

Records Series Description:

End of Calendar YearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 10 years 0 Record Series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 06-03-01a.S1REFERENCE NUMBER:

Fire ProtectionRECORDS SERIES 

Incorporating Fire Education/Training - Forestry Service Cooperation Programs and Acquisition of Excess 

Federal Property.

Records Series Description:

End of Calendar YearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 06-03-01A.s2REFERENCE NUMBER:

Fire ProtectionRECORDS SERIES 



Incorporating Fire Education/Training - Forestry Service Cooperation Programs and Acquisition of Excess 

Federal Property.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 10 

years

0 Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-03-01b.S1REFERENCE NUMBER:

Acquisition of Excess Federal Property.RECORDS SERIES 

VehiclesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Life of equipment Life of equipment

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-03-01c.S1REFERENCE NUMBER:

Rural Community Fire Protection-Purchases of Equipment, Items Under $300.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-03-01d.S1REFERENCE NUMBER:

Rural Community Fire Protection-Purchases of Equipment, Items Over $300.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Life of item plus 3 years Life of item plus 3 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 06-03-02.S1REFERENCE NUMBER:



Insect ProtectionRECORDS SERIES 

Staff creates exams for Operators Certification include the following: Monitoring of data of invasive species 

activity; Research Data.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

45 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

CON 06-03-02.s2REFERENCE NUMBER:

Insect ProtectionRECORDS SERIES 

Staff creates exams for Operators Certification include the following: Monitoring of data of invasive species 

activity; Research Data.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 50 

years

0 Record Series cut-off plus 50 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

CON 06-04-01.S1REFERENCE NUMBER:

Bonded Timber Buyers Certifications and Purchase ReportsRECORDS SERIES 

Annual certifications and prior year purchase reports, surety bond or CD documentation, correspondence, 

certified mail card.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Records Series cutoff plus 3 

years

Record series cutoff plus 3 years.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-04a.S1REFERENCE NUMBER:

Liaison/Public Service-Utilization and IndustryRECORDS SERIES 

Sawmills, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

While current



Final Disposition/Remarks: Updated annually; destroy when no longer current

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-04b.S1REFERENCE NUMBER:

Timber ManagementRECORDS SERIES 

Rural property ownerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

While current

Final Disposition/Remarks: Updated annually; destroy when no longer current

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-04c.S1REFERENCE NUMBER:

Urban ForestryRECORDS SERIES 

Urban property ownersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

While current

Final Disposition/Remarks: Updated annually; destroy when no longer current

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05a.S1REFERENCE NUMBER:

Interagency Cooperation-Soil Conservation ServiceRECORDS SERIES 

RC&D and watershedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05b.S1REFERENCE NUMBER:

Forestry Service Cooperative ProgramsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Natural Resources Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05c.S1REFERENCE NUMBER:

ASCSRECORDS SERIES 

Cost-share programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05d.S1REFERENCE NUMBER:

Soil Conservation Districts-Memorandum of AgreementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05e.S1REFERENCE NUMBER:

Forest Reservation RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05f.S1REFERENCE NUMBER:

US Rural Development CommitteeRECORDS SERIES 

Coordinating CommitteeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05g.S1REFERENCE NUMBER:

Land Rehabilitation Advisory BoardRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05h.S1REFERENCE NUMBER:

Tree Farm CommitteeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 06-05i.S1REFERENCE NUMBER:

Work Programs with Iowa State UniversityRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-01-0.S1REFERENCE NUMBER:

Fish Management Plans and ProgramsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-01-01.S1REFERENCE NUMBER:

District ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-02-0.S1REFERENCE NUMBER:

Farm Pond Program RecordsRECORDS SERIES 

Distribution reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-02-01.S1REFERENCE NUMBER:

Farm Pond Management AgreementsRECORDS SERIES 

Records Series Description:

Upon expiration of agreementRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru term of agreement. Thru term of agreement.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-03-0.S1REFERENCE NUMBER:

National Marine Fisheries Service ProjectsRECORDS SERIES 

Research investigations and supportive dataRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-03-01.S1REFERENCE NUMBER:

AgreementsRECORDS SERIES 

Includes related materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-04.S1REFERENCE NUMBER:

Fish ProductionRECORDS SERIES 

Projects files of fishery production and operations, including pond records, feed chart records, water 

temperatures and fish stocking requests

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-05.S1REFERENCE NUMBER:

Fisheries Operation SummariesRECORDS SERIES 

Annual reports on hatchery, research and management activitiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain in the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-01-06.S1REFERENCE NUMBER:



Mississippi River Monitoring - Pool 13RECORDS SERIES 

Procedures guides, equipment calibration schedules, data sheets and summary reports for EMP-LTRMP 

operation under federal guidelines

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Transfer to Federal Fish and Wildlife Service for microfilming at end of project

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-01-0.S1REFERENCE NUMBER:

Wildlife Management PlansRECORDS SERIES 

Plans, maps, work accomplishment, property boundaries, vegetative cover information, and all related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-01-01.S1REFERENCE NUMBER:

Wildlife Exhibit StationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-02-0.S1REFERENCE NUMBER:

Species RecordsRECORDS SERIES 

Surveys, hunting recommendations, population densities, analysis of habits of various species of wildlife in the 

state

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-02-01.S1REFERENCE NUMBER:

Research DataRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-03.S1REFERENCE NUMBER:

Wildlife OperationsRECORDS SERIES 

Summaries/annual reports on research and management activitiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain in the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-02-05-0.S1REFERENCE NUMBER:

Hunter Safety ProgramRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 07-02-05-01.S1REFERENCE NUMBER:

Recreational Certificate Class RosterRECORDS SERIES 

The department certifies students usually with a class and/or test depending on the type of regulated activity.Records Series Description:

Cut-off: End of Calendar year once the class has been completedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 75 years Cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:



CON 07-02-05-01.S2REFERENCE NUMBER:

Recreational Certifie Class RosterRECORDS SERIES 

The department certifies students usually with a class and/or test depending on the type of regulated activity.Records Series Description:

Cut-off: End of Calendar year once class has been completedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 75 years Cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-02-05-02a.S1REFERENCE NUMBER:

Certified Instructors (Hard Copy)RECORDS SERIES 

The records contained completed applications that include a criminal history.Records Series Description:

Cutoff: Calendar year in which the certification lapses or the certifcation is revoked.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 2 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-02-05-02b.S1REFERENCE NUMBER:

Certified Instructors (Electronic Copy)RECORDS SERIES 

The records include a completed application with a criminal history.Records Series Description:

Cutoff: Calendar year in which the certification lapses or the certification is revoked.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 20 years 0 Cutoff plus 20 years

Final Disposition/Remarks: destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-03.S1REFERENCE NUMBER:

Violations - Fish and Game Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-03-01.S1REFERENCE NUMBER:



Hunting Incident ReportsRECORDS SERIES 

Officers investigative reports, case activity report, diagrams, maps, photos, statements, supplemental reports 

(medical reports, autopsies, assisting agency reports)

Records Series Description:

Cutoff: end of calenar year in which the investigation is closed.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 2 years Cutoff plus 3 years

Final Disposition/Remarks: destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-03-01.S2REFERENCE NUMBER:

Hunting Incident Reports (electronic copy)RECORDS SERIES 

Officers investigative reports, case activity report, diagrams, maps, photos, statements, supplemental reports 

(medical reports, autopsies, assisting agency reports)

Records Series Description:

Cut-off: End of calendar year in which the investigation has been closedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 20 years Cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-04-01-0.S1REFERENCE NUMBER:

Miscellaneous Licenses (applications, duplicate licenses and related correspondeRECORDS SERIES 

Superseded (no longer used)Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-04-01-01.S1REFERENCE NUMBER:

Harvest Reports - Monthly and AnnualRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:



CON 07-04-02.0S2REFERENCE NUMBER:

Licenses (electronic)RECORDS SERIES 

Also known as:  Fishing, Hunting and Trapping Licenses, and Related Stamps.  Applies to all hunting, fishing, 

trapping and other classes of licenses issued by DNR except where otherwise scheduled.

Records Series Description:

Cutoff:  end of calendar year (once the license has expired).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 07-04-02-0.S1REFERENCE NUMBER:

LicensesRECORDS SERIES 

Also known as:  Fishing, Hunting and Trapping Licenses, and Related Stamps.  Applies to all hunting, fishing, 

trapping and other classes of licenses issued by DNR except where otherwise scheduled.

Records Series Description:

Cutoff:  end of calendar year (once the license has expired).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-04-02-0.S2REFERENCE NUMBER:

Licenses (electronic copy)RECORDS SERIES 

Also known as:  Fishing, Hunting and Trapping Licenses, and Related Stamps.  Applies to all hunting, fishing, 

trapping and other classes of licenses issued by DNR except where otherwise scheduled

Records Series Description:

Cut-off: End of calendar year once the license has expiredRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 3 years Cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 07-04-02-01.S1REFERENCE NUMBER:

Lifetime Licenses (Hard Copy)RECORDS SERIES 

The department grants lifetime licenses to people with disabilities, veterans and over 65.Records Series Description:

Cutoff: End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 25 years Cutoff plus 30 years

Final Disposition/Remarks: Destroy



01/08/2009Adopted Date: 01/28/2009Effective Date:

Con 07-04-02-01.S2REFERENCE NUMBER:

Lifetime Licenses (Electronic Copy)RECORDS SERIES 

The department grants lifetime licenses to people with disabilties, veterans and over 65.Records Series Description:

Cutoff: End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 70 years 0 Cutoff plus 70 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-04-03.S1REFERENCE NUMBER:

Shooting Preserves and Field TrialsRECORDS SERIES 

Records of licenses or permits relating to shooting preserves and field trial operations supervised or regulatedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 07-04-04.S1REFERENCE NUMBER:

Scientific Collector's LicenseRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

98 years or life of collection 100 years or life of collection

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-01-01.S1REFERENCE NUMBER:

Master Plans on All State AreasRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-01-02.S1REFERENCE NUMBER:

Agency Plans and ProjectsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-01-03-0.S1REFERENCE NUMBER:

Local Plans and ProjectsRECORDS SERIES 

Cities, counties, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-01-03-01.S1REFERENCE NUMBER:

County Conservation Board Comprehensive Outdoor Recreation PlansRECORDS SERIES 

Projects files of approved plansRecords Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru project completion. Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-02-0.S1REFERENCE NUMBER:

State ParksRECORDS SERIES 

Project files/reports of operationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-02-01.S1REFERENCE NUMBER:

State Park ManagementRECORDS SERIES 

Including parks in reviewRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-02-02.S1REFERENCE NUMBER:

State Park Rangers Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-03-01.S1REFERENCE NUMBER:

Dealer Boat RegistrationRECORDS SERIES 

Dealers must register themselves as selling boats every three years.  The previous registration is then 

invalidated.  The dealer must also generate annual reports and send in registration reciepts when boats are 

traded.

Records Series Description:

Cut-off: End of state fiscal year in which the new registration is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 1 year 4 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-03-01.S2REFERENCE NUMBER:

Dealer Boat Registrations (electronic copy)RECORDS SERIES 

Dealers must register themselves as selling boats every three years.  The previous registration is then 

invalidated.  The dealer must also generate annual reports and send in registration reciepts when boats are 

traded.

Records Series Description:

Cut-off: End of state fiscal year in which the new registration is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years



Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-03-01-01.S1REFERENCE NUMBER:

County Reports of Registered BoatsRECORDS SERIES 

County Recorders send reports to the Department of Natural Resources listing the boats registered in their 

counties during the previous month.  The County Recorders also send a list annually of the vessels placed in 

storage.

Records Series Description:

Cut-off: End of fiscal year in which the monthly report is filed.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 3 years Total: 2 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 08-03-01-01.s2REFERENCE NUMBER:

County Reports of Registered Boats (Electronic Copy)RECORDS SERIES 

County Recorders send reports to the DNR listing registered in their counties during the previous month.  The 

County Recorders also sendn a list annually of vessels placed in storage.

Records Series Description:

Cutoff: end of state fiscal year in which the monthly report is filedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-03-01-02.S1REFERENCE NUMBER:

Government & Farm Boat, ORV, ATV and Snowmobile RegistrationRECORDS SERIES 

Government entities and farms that own boats, ORV, ATV or snowmobiles must register them with the 

department.  These registrations never expire.  When the governmemt enity or farm sells the vehicle to a 

non-government/ non-farming entity or destroys the vehicle, the registation is considered expired.  The 

registration includes manufactures statement of origin, bill of sale and registration form.

Records Series Description:

Cut-off: End of Calendar year in which the vehicle is sold to a non-farm or non-governmental entity or is 

destroyed.

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 3 years 0 Total: cut-off plus 3 years (hardcopy and electronic)

Final Disposition/Remarks: destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-03-01-02.S2REFERENCE NUMBER:

Government and Farm Boat, ATV, and Snowmobile Registration (electronic copy)RECORDS SERIES 



Government entities and farms that own boats, ORV, ATV or snowmobiles must register them with the 

department.  These registrations never expire.  When the governmemt enity or farm sells the vehicle to a 

non-government/ non-farming entity or destroys the vehicle, the registation is considered expired.  The 

registration includes manufactures statement of origin, bill of sale and registration form.

Records Series Description:

Cut-off: End of calendar year in which the vehicle is sold to a non-farm or non-governmental entity or destroyedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 3 years Cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-03-02.S1REFERENCE NUMBER:

Docks and Mooring Buoys or Rafts RegistrationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 08-03-03.S1REFERENCE NUMBER:

Boating Accident ReportsRECORDS SERIES 

Officer's investigative report, operators report, case activity report, diagrams, maps, phots, statements, 

supplemental reports (medicl reports, autopsies, assisting agency reports)

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/08/2010Adopted Date: 01/28/2010Effective Date:

Con 08-03-03.S2REFERENCE NUMBER:

Boating Incident Reports (elecrronic copy)RECORDS SERIES 

Alternate title: Boating Accident Reports

Officer's investigative report, operators report, case activity report, diagrams, maps, phots, statements, 

supplemental reports (medicl reports, autopsies, assisting agency reports)

Records Series Description:

Cut-off: End of Calendar year in which the investigation has been completedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 20 years Cut-off plus 20 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-03-04-0.S1REFERENCE NUMBER:

Boating Safety Education ProgramRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-03-04-01.S1REFERENCE NUMBER:

Certified StudentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-03-05.S1REFERENCE NUMBER:

Navigation Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-03-06.S1REFERENCE NUMBER:

Special EventsRECORDS SERIES 

Boating and snowmobiles, applications and permitsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-04-01.S1REFERENCE NUMBER:

Dealer All-Terrain Vehicle & Snowmobile RegistrationRECORDS SERIES 

Application, registration and receipts, record of decals numbers issued and related materialRecords Series Description:

End of calendar year in which new registration is recievedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Record series cut-off 

plus 1 year

4 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 08-04-01-01.S1REFERENCE NUMBER:

County Reports of Registered All-Terrain Vehicles & SnowmobilesRECORDS SERIES 

Records include Monthly reports from County Recorders and listings of decal numbers usedRecords Series Description:

Cut-off: End of calendar year in which the monthly report is filed.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 1 year Total: 4 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

Con 08-04-01-01.S2REFERENCE NUMBER:

County Reports of Registered All-Terrain Vehicles and SnowmobilesRECORDS SERIES 

Records include Monthly reports from County Recorders and listings of decal numbers usedRecords Series Description:

Cut-off: End of calendar year in which the monthly report is filedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-04-02-0.S1REFERENCE NUMBER:

Snowmobile Safety Education ProgramRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-04-02-01.S1REFERENCE NUMBER:

Certified StudentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 08-04-03.S1REFERENCE NUMBER:

Snowmobile and ATV Incident ReportsRECORDS SERIES 

Also known as: Snowmobile Accident ReportsRecords Series Description:

Cutoff: end of calendar year in which the investigation is completed.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 08-04-03.S2REFERENCE NUMBER:

Snowmobile and ATV Incident Reports (electronic copy)RECORDS SERIES 

Also known as: Snowmobile Accident ReportsRecords Series Description:

Cut-off: End of Calendar year in which the investigation has been completedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 20 years Cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-04-04.S1REFERENCE NUMBER:

Snowmobile Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3  years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 08-05.S1REFERENCE NUMBER:

Recreational BikewaysRECORDS SERIES 

Reports, studies and correspondence relating to development of recreational bikewaysRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives Of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 09-01.S1REFERENCE NUMBER:

Environmental Impact StatementsRECORDS SERIES 

Copies of project statements, notices of public hearings, correspondence and comments, and related material, as 

received from applicant for comment

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 09-03.S1REFERENCE NUMBER:

Field InspectionRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-01-0.S1REFERENCE NUMBER:

Air Quality Facility FilesRECORDS SERIES 

Construction permits, investigation reports, progress reports, and related material concerning emission reduction 

program

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-01-01.S1REFERENCE NUMBER:

Air Quality PlansRECORDS SERIES 

Records Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-01-02.S1REFERENCE NUMBER:

Air Quality SpecificationsRECORDS SERIES 

Records Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-01-03.S1REFERENCE NUMBER:

Air Facility Stack TestsRECORDS SERIES 

Report on the compliance of air emissionsRecords Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved plus 6 months Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

07/12/2007Adopted Date: 08/01/2007Effective Date:

CON 10-01-04.S1REFERENCE NUMBER:

Title V: Applications and PermitsRECORDS SERIES 



Any stationary facility with potential air pollution emissions of either PM10, SO2, NOx, CO or Volatile Organic 

Compounds greater than 100 tons per year; a single Hazardous Air Pollutant greater than 10 tons per year; or a 

combination of Hazardous Air Pollutants greater than 25 tons per year must apply for and receive a Title V 

Operating Permit.  The facility must reapply and the permit must be renewed every five years.  Submitted 

documents are examined by Air Quality Enviornmental Specialists and permits are issued.  Contains application 

and permit package.

Records Series Description:

until renewal of permitRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

while active Cutoff plus 15 years Cutoff plus 15 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

CON 10-01-05.S1REFERENCE NUMBER:

Title V: Emission Inventory, Fee and Miscellaneous DocumentationRECORDS SERIES 

Any stationary facility that has an active Title V Operating Permit Application or Permit must submit an annual 

emission inventory and fees.  Submitted documents are examined by Air Quality Environmental Specialists.  

Contains emission inventories, fee documentation, and miscellaneous documentation.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 10 years Cutoff plus 15 years

Final Disposition/Remarks:

Adopted Date: Effective Date:

CON 10-01-06.S1REFERENCE NUMBER:

Air dispersion modelingRECORDS SERIES 

Includes model input and output files, supporting calculations, review notes, electronic summary reports and 

correspondence.

Records Series Description:

Cutoff: when superseded by a new air dispersion modelRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 10 years. 

(electronic copy)

Cutoff plus 10 years.

Final Disposition/Remarks:

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 10-01-07.S1REFERENCE NUMBER:

Minor Source Emission InventoryRECORDS SERIES 

Minor source emission inventory forms (i.e. INV-1 through INV-5), Material Safety Data Sheets, Calculation 

spreadsheets, Cover letters.

Records Series Description:

Cut-off:  End of calendar year once the form is received.Records Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 6 years Cutoff plus 9 years

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 10-01-07.S2REFERENCE NUMBER:

Minor Source Emission Inventory (electronic)RECORDS SERIES 

Minor source emission inventory forms (e.g. INV-1 through INV-5), Material Safety Data Sheets, Calculation 

spreadsheets, Cover letters.

Records Series Description:

Cutoff:  End of calendar year once the form is received.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 9 years Cutoff plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-02-00a.S1REFERENCE NUMBER:

Emissions-Baseline DataRECORDS SERIES 

Inventory data, data reports, starter and NEDS data, computer bindersRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-02-00b.S1REFERENCE NUMBER:

SAROAD Storage and Retrieval of Aerometric DataRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-02-00c.S1REFERENCE NUMBER:

SO2 DataRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-02-00d.S1REFERENCE NUMBER:

Vehicle EmissionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-02-01.S1REFERENCE NUMBER:

Air Quality DataRECORDS SERIES 

Filter analysis, raw data, SAROAD monthly AQ reports, computer bindersRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-03.S1REFERENCE NUMBER:

Open Burning Variance FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-04.S1REFERENCE NUMBER:

Air Quality Emergency Episode Response PlansRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Update as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-05.S1REFERENCE NUMBER:

Enforcement Monitoring SystemRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Update as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-06.S1REFERENCE NUMBER:

Air Quality County FilesRECORDS SERIES 

Open burning complaints, notices of violations on open burning, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-07.S1REFERENCE NUMBER:

Training Fire (Local Fire Department's)RECORDS SERIES 

Notification of intent to conduct training firesRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-08.S1REFERENCE NUMBER:

Air Emergency Response PlanningRECORDS SERIES 

Procedure for notifying public of unsafe ozone readings; readings at various monitoring sites and 

correspondence pertaining to warnings issued

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Update as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-09.S1REFERENCE NUMBER:

Air Monitoring ReportsRECORDS SERIES 

Correspondence relating to contracts, information concerning meetings between UHL and DEQ, weekly, 

monthly, quarterly and special UHL report

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Purge correspondence after 2 years, destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-10.S1REFERENCE NUMBER:

Air Monitoring EquipmentRECORDS SERIES 

General correspondence concerning equipment and placementRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-11-00a.S1REFERENCE NUMBER:

Air Monitoring Network Design.RECORDS SERIES 

General correspondence, annual review and planning, design criteriaRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-11-00b.S1REFERENCE NUMBER:

Guidelines and Inspection Reports.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-11-00c.S1REFERENCE NUMBER:

Site license agreements.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-11-01a.S1REFERENCE NUMBER:

SAROD-EPARECORDS SERIES 

General correspondence and information related to coalRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-11-01b.S1REFERENCE NUMBER:

Transmittal NoticeRECORDS SERIES 

Records Series Description:

1 monthRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

1 month 1 month

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-12a.S1REFERENCE NUMBER:

Air Monitoring Quality Assurance.RECORDS SERIES 

General correspondence, conference memo, reports, EPA guidelines and requirementsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-12b.S1REFERENCE NUMBER:

Assurance PlanRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Perpetual; updated as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-13.S1REFERENCE NUMBER:

Air Monitoring Special Studies.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-14a.S1REFERENCE NUMBER:

Air Monitoring Special Purpose MonitoringRECORDS SERIES 

General correspondence guidelinesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-14b.S1REFERENCE NUMBER:

Industrial ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 10-15.S1REFERENCE NUMBER:

AsbestosRECORDS SERIES 

Records are created by contractors (notifications, correspondence, documents related to demolition burns and 

bridge work), the public (complaints), local fire departments (documents related to training fires and demolition 

burns) the Department of Natural Resources (correspondence, inspections, notices of violations, enforcement 

actions, etc.) to comply with the Federal Absestos Reulations.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

8 years Cutoff plus plus 10 years

Final Disposition/Remarks: Destroy

01/08/2010Adopted Date: 01/28/2010Effective Date:

CON 10-15.S2REFERENCE NUMBER:

Asbestos (electronic copy)RECORDS SERIES 

Records are created by contractors (notifications, correspondence, documents related to demolition burns and 

bridge work), the public (complaints), local fire departments (documents related to training fires and demolition 

burns) the Department of Natural Resources (correspondence, inspections, notices of violations, enforcement 

actions, etc.) to comply with the Federal Absestos Reulations.

Records Series Description:

Cut-off: End of Calendar year in which the demolition activties have ceasedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 10 years Cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-16.S1REFERENCE NUMBER:

Asphalt RecyclingRECORDS SERIES 

General correspondence, and resource informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

10 years Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-17.S1REFERENCE NUMBER:

Continuous Air Pollutant Source MonitoringRECORDS SERIES 

Correspondence, test monitoring data, and monitoring auditsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-18.S1REFERENCE NUMBER:

Instack Continuous MonitoringRECORDS SERIES 

General correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-19.S1REFERENCE NUMBER:

Open BurningRECORDS SERIES 

General correspondence complaints and reports.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-22.S1REFERENCE NUMBER:

Air Quality PlanningRECORDS SERIES 

General correspondence reports, notices, memosRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

08/14/2008Adopted Date: 09/03/2008Effective Date:

CON 10-22-01.S1REFERENCE NUMBER:

Air Contaminate Source Fee CalculationsRECORDS SERIES 

Documents include personnel estimates, professional contracts, federal grant information, memos and other 

components of budget development.Tracking content includes actual expenses and changes made after the 

budget process.  Additional information is provided when budget is not implemented as planned.

Records Series Description:

Cutoff: end of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 0 Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-23.S1REFERENCE NUMBER:

CoalRECORDS SERIES 

General correspondence and information related to coalRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-24.S1REFERENCE NUMBER:

Federally Funded Highway ProjectRECORDS SERIES 

Requests that we certify that state highway projects will not harm environmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-25.S1REFERENCE NUMBER:

Fugitive DustRECORDS SERIES 

Correspondence, complaints and information relating to various types of dustRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-26.S1REFERENCE NUMBER:

Interstate RegionsRECORDS SERIES 

General correspondence, memos, reports, mailing lists, Federal RegistersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-27.S1REFERENCE NUMBER:

Iowa Warning Systems Operational PlanRECORDS SERIES 

All material sent to use for Iowa Civil DefenseRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated as needed

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-28.S1REFERENCE NUMBER:

Lead DeterminationRECORDS SERIES 

Correspondence and related resources informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-29.S1REFERENCE NUMBER:

Air Quality Local ProgramsRECORDS SERIES 

Correspondence, various reports and memo relating to local programsRecords Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-30.S1REFERENCE NUMBER:

Noise ControlRECORDS SERIES 

Project planning including correspondence, reports, complaints, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-31.S1REFERENCE NUMBER:

Odor ControlRECORDS SERIES 

Project planning including correspondence, reports, complaints, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-32.S1REFERENCE NUMBER:

Significant Emission SourcesRECORDS SERIES 

General correspondenceRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-33.S1REFERENCE NUMBER:

State Implementation PlanRECORDS SERIES 

General correspondence, criterion memos, reports, petitions, and related materialsRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

08/14/2008Adopted Date: 09/03/2008Effective Date:

CON 10-33-01.S1REFERENCE NUMBER:

Regional Haze ProgramRECORDS SERIES 

technical support documentation such as emission unit information from Iowa sources, visability information 

provided by other states, regional modeling results assessing how emissions impact visibility at Class I areas, 

consulation documents and correspondence between other states and federal land managers, and other 

components to develop periodic reports and state implementation plans for EPA.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years 53 years Cutoff plus 55 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 10-33-02.S2REFERENCE NUMBER:

Air Quality Regional ModelingRECORDS SERIES 

No hard copy; electronic format consisting of raw data and unused manipulated data from specialized software 

and operating systems that generate, read and analyze the data.  Raw data refers to items such as modified model 

configuration files and output data.  Raw data may exceed several terabytes in size.

Records Series Description:

Upon completion of data analysisRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record Series cut-off plus 2 

years

0 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-34.S1REFERENCE NUMBER:

Sulfur OxidesRECORDS SERIES 

Correspondence and related resource information rulemaking histories and summaries of public hearingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 12 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-35.S1REFERENCE NUMBER:

Air Project CertificationRECORDS SERIES 

Certifications that project will not harm environmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 10-36.S1REFERENCE NUMBER:

Air Policy Assessments and CommentsRECORDS SERIES 

Draft procedures (federal and state), reviews and assessments of the procedures and their impacts, comments 

and correspondence to these procedures

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

20 years Record series cut-off plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-01-0.S1REFERENCE NUMBER:

Water Supply Facility FileRECORDS SERIES 

General correspondence, construction permits, water quality data, legal orders, and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 4 

years

Permanent

Final Disposition/Remarks: Microfilm files after 4 years; Retain permanently in the State Archives of Iowa

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 11-01-01.S1REFERENCE NUMBER:

Water Supply Preliminary Engineering Reports, Plans and SpecificationsRECORDS SERIES 

Also known as:  Water Supply Plans and Preliminary Reports; Preliminary Engineering Report, Construction 

Plans, Specifications.

Records Series Description:

Cutoff:  end of calendar year (once the material has been approved by the Department)Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 2 years Cutoff plus 2 years



Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 11-01-01.s2REFERENCE NUMBER:

Water Supply Preliminary Engineering Reports, Plans, & specs. (electronic)RECORDS SERIES 

Also known as Water Supply Plans and Preliminary Reports; Preliminary Engineering Report, Construction 

Plans, Specifications.

Records Series Description:

Cutoff:  end of calendar year (once the material has been approved by the Department).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until no longer needed. Until no longer needed.

Final Disposition/Remarks: Destroy

10/08/2009Adopted Date: 10/28/2009Effective Date:

CON 11-01-01.s3REFERENCE NUMBER:

Water Supply preliminary Engineering Reports, Plans, and Specifications (film)RECORDS SERIES 

Also known as Water Supply Plans and Preliminary Reports; Preliminary Engineering Report, Construction 

Plans, Specifications.

Records Series Description:

Cutoff:  end of calendar year (once the material has been approved by the Department).Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Transfer master microfilm to 

state archives upon creation.  

Retain user microfilm in agency 

until no longer needed; then 

transfer to state archives.

Permanent

Final Disposition/Remarks: Transfer master microfilm to state archives upon creation.  Retain user microfilm in agency until no longer 

needed; then transfer to state archives.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-01-02.S1REFERENCE NUMBER:

Water Supply SpecificationsRECORDS SERIES 

Superseded (no longer used)Records Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-01-03.S1REFERENCE NUMBER:

Water Supply Operation ReportsRECORDS SERIES 

Forms W-2A, W-4A, W-5 and W-6Records Series Description:

6 monthsRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

6 months 4 1/2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Updated regularly on computer data base; retain source documents for 5 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-01-04.S1REFERENCE NUMBER:

Bacterial Analyses and ReportsRECORDS SERIES 

Reports used to monitor water supplies as to compliance with supply standardsRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

6 months 4 1/2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Updated regularly on computer data base; retain source documents for 5 years

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-01-05.S1REFERENCE NUMBER:

Environmental Lab CertificationRECORDS SERIES 

Alternate title: Certified Private Labs

Labs are certifuied bt the department through a cooperative agreement with University Hygienic.

Records Series Description:

Cut-off: End of calendar year once the lab isno longer certifiedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 6 years 34 years Cut-off plus 40 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-01-05.S2REFERENCE NUMBER:

Environmental Lab Certification (electronic copy)RECORDS SERIES 

Alternate title: Certified Private LabRecords Series Description:

Cut-off: End of calendar year once the lab is no longer certifiedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 40 years Cut-off plus 40 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-01-06.S1REFERENCE NUMBER:

Private Water Wells Construction PermitsRECORDS SERIES 

- Applications, assessment, correspondenceRecords Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-01-07.S1REFERENCE NUMBER:

Abandoned Water Well Plugging RecordsRECORDS SERIES 

Alternate title: Private Water Wells Construction Permits - Abandonments and Complaints; InvestigRecords Series Description:

Cut-off: End of Calendar Year once plugging report is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years 45 years Cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-01-07.S2REFERENCE NUMBER:

Abandoned Water Well Plugging Records (electronic copy)RECORDS SERIES 

Alernate Title: Private Water Wells Construction Permits- Abandonments and Complaints: Investigation and 

Disposition

Records Series Description:

Cut-Off: End of calendar year once plugging report has been receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 50 years Cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-02-01.S1REFERENCE NUMBER:

Construction GrantsRECORDS SERIES 

Correspondence, grant applications, approvals, wage determinations, adjustments, etc. relating to state and 

federal funding for planning and construction of water or wastewater treatment facilities and collection and 

distribution systems

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until completed 5 years Until completed plus 5 years

Final Disposition/Remarks: Destroy 5 years after completion of grant process

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-02-02.S1REFERENCE NUMBER:

Retroactive Construction GrantsRECORDS SERIES 



Correspondence, grant applications, approvals, wage determinations, adjustments, etc. relating to state and 

federal funding for planning and construction of water or wastewater treatment facilities and collection and 

distribution systems

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-02-03.S1REFERENCE NUMBER:

Non-certified ConstructionRECORDS SERIES 

Correspondence, grant applications, approvals, wage determinations, adjustments, etc. relating to state and 

federal funding for planning and construction of water or wastewater treatment facilities and collection and 

distribution systems

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure 5 years Thru project completion plus 5 years

Final Disposition/Remarks: Records are transferred to grant or retroactive grant files upon project certification. destroy if project is built 

without federal funding or will not be certified under application on file

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-03-01.S1REFERENCE NUMBER:

Stream Pollution ReportsRECORDS SERIES 

-Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy.

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-03-02-0.S1REFERENCE NUMBER:

Animal Feeding OperationsRECORDS SERIES 

Also known as: Agricultural Operations Permits

Permits, and compliance progress reports and related material

Records Series Description:

Cutoff: end of calendar year once the facility closesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off 50 years Cutoff plus 50 years

Final Disposition/Remarks: Destroy



08/19/2009Adopted Date: 09/08/2009Effective Date:

Con 11-03-02-0.S2REFERENCE NUMBER:

Animal Feeding Operations (electronic copy)RECORDS SERIES 

Also known as: Agricultural Operations Permits

Permits, and compliance progress reports and related material

Records Series Description:

Cutoff: end of calendar year once the facility closesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 50 years Cutoff plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-03-02-01.S1REFERENCE NUMBER:

Agricultural Operation PlansRECORDS SERIES 

Superseded: No Longer UsedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-03-02-02.S1REFERENCE NUMBER:

Agricultural Operation SpecificationsRECORDS SERIES 

Superseded: No Longer UsedRecords Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until Approved 5 years Until approved plus 5 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 11-03-02-06.S1REFERENCE NUMBER:

Manure Applicator Certification-CommercialRECORDS SERIES 

Applicant completes the certification application.  Following training, forms are processed for 1-year 

certification.  Training materials may be referenced for resolutions of discrepancies or violations during 

certification period.  Files contain Application; Correspondence; Exam answer sheets; Training sign-in sheets.

Records Series Description:

End of calendar year

When certification expires

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record Series cut-off plus 1 

year

2 years Record Series cut-off plus 3 years



Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-03-02-08.S1REFERENCE NUMBER:

Construction Evaluation ResolutionRECORDS SERIES 

The county board of supervisors passes the resolution and renewed on an annual basis.  Documents include a 

one page construction evaluation resolution.

Records Series Description:

Cutoff: end of calendar year once the resolution arrives in the office from the countiesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 2 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-03-02-08.S2REFERENCE NUMBER:

Construction Evaluation Rsolutions (electronic copy)RECORDS SERIES 

The county board of supervisors passes the resolution and renewed on an annual basis.  Documents include a 

one page construction evaluation resolution.

Records Series Description:

Cutoff: end of calendar year once the resolution arrives in the office from the countiesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-03-02-09.S1REFERENCE NUMBER:

Manure Management Plans Non-Permitted and PermittedRECORDS SERIES 

Old Title: Agricultural Operations Non-Permitted 

CFO owners file Manure Management Plans that are reviewed to ensure compliance with regulations.  DNR 

reviews and approves the plan.  Every 4 years (567-65.17(17)"h"(3)) owners are required to resubmit manure 

management plans in their entirety.

Records Series Description:

Cutoff: end of calendar year when the new plan has been approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 4 years 8 years Cutoff plus 12 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-03-03.S1REFERENCE NUMBER:

Water and Air Pollution Control Tax CertificationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-03-04.S1REFERENCE NUMBER:

Water Pollution ControlRECORDS SERIES 

Plans, reports, and all supporting documentation and related materialRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 11-04-01.S1REFERENCE NUMBER:

Wastewater Facility FilesRECORDS SERIES 

Construction permit applications, permits and amendments, correspondence;  municipal and industrial operation 

permit applications, permits and amendments, and correspondence

Records Series Description:

Cut-off: end of calendar year once the new permit is issuedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While active 100 years Cut-off plus 100 years

Final Disposition/Remarks: Before destruction, transfer to the State Archives for appraisal and selection of contnets to be preserved in the 

archives

04/01/2010Adopted Date: 04/21/2010Effective Date:

Con 11-04-01.S2REFERENCE NUMBER:

Waste Water Facility Files (electronic copy)RECORDS SERIES 

Construction permit applications, permits and amendments, correspondence;  municipal and industrial operation 

permit applications, permits and amendments, and correspondence

Records Series Description:

Cut-off: End of calendar year once the new permit is issuedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 100 years Cut-off plus 100 years

Final Disposition/Remarks: Before destruction, transfer to the state archives for appraisal and selection of contents to be preserved in the 

archives

04/01/2010Adopted Date: 04/21/2010Effective Date:

Con 11-04-01.S3REFERENCE NUMBER:

Waste Water Facility FilesRECORDS SERIES 

Construction permit applications, permits and amendments, correspondence;  municipal and industrial operation 

permit applications, permits and amendments, and correspondence

Records Series Description:



Cut-Off: End of calendar year once the new permit is issuedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 100 years Cut-off plus 100 years

Final Disposition/Remarks: Mircofilm will be retained.  Microfilm originals will continue to be produced and maintained by the DNR until 

these files can be scanned.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-04-02.S1REFERENCE NUMBER:

Wastewater Facility SpecificationsRECORDS SERIES 

Engineers report on the specifications of a facilityRecords Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-04-03.S1REFERENCE NUMBER:

Wastewater Treatment Plant Operation ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-04-04.S1REFERENCE NUMBER:

Wastewater Permits Project Control CardRECORDS SERIES 

Construction project location, description, reviewer, completion recordRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-04-05.S1REFERENCE NUMBER:

Inspection Reports for Commercial Septic Cleaner ApparatusRECORDS SERIES 



The department contracts the annual inspection of septic cleaner application sites, tank trucks, and storage to the 

county boards of health througj a 28e agreement.  On an annual basis the contracted boards of health send 

inspection reports to the department for review and approval.  Documents include application site inspection 

report, vehicle inspection report and storage facility inspection report.

Records Series Description:

Cutoff: end of state fiscal year once inspection arrivesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 2 years 3 years Cutoff plus 5 years

Final Disposition/Remarks: Destory

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-04-05.S2REFERENCE NUMBER:

Inspection Reports for Commercial Septic Cleaner apparatus (electronic copy)RECORDS SERIES 

The department contracts the annual inspection of septic cleaner application sites, tank trucks, and storage to the 

county boards of health througj a 28e agreement.  On an annual basis the contracted boards of health send 

inspection reports to the department for review and approval.  Documents include application site inspection 

report, vehicle inspection report and storage facility inspection report.

Records Series Description:

Cutoff: end of state fiscal year once the inspection arrivesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-01.S1REFERENCE NUMBER:

Operator Certification Master FileRECORDS SERIES 

Records include: pass letter, disciplinary actions, exam application, renewal information, exam results, affidavits 

from facility and operator and field office, correspondence

Records Series Description:

Cut-off: End of calendar year once an operator is no longer certified; Destroy paper exam resluts once entered 

into database

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years 15 years Cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-01.S2REFERENCE NUMBER:

Operator Certifaction- Master File (electronic copy)RECORDS SERIES 

Records include: pass letter, disciplinary actions, exam application, renewal information, exam results, affidavits 

from facility and operator and field office, correspondence

Records Series Description:

Cut-off: End of calendar year once on operator is no longer certifiedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 20 years Cut-off plus 20 years



Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-02.S1REFERENCE NUMBER:

Operator Certification Continuing Education UnitsRECORDS SERIES 

In order to stay certified, operators are required to take continuation education either in fhte form of classwork 

or approved conferences.  CEU credits last for 2,3 or 5 years before they need to be renewed.  Staff either 

received individual applications by each participant with the classes they have taken or they receive a class list 

from the instructor.

Records Series Description:

Cut-off: End of state fiscial year once Continuing Education Unit credits have expiredRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 1 year 0 Cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-02.S2REFERENCE NUMBER:

Operator Certification Continuing Education Units (electronic copy)RECORDS SERIES 

In order to stay certified, operators are required to take continuation education either in fhte form of classwork 

or approved conferences.  CEU credits last for 2,3 or 5 years before they need to be renewed.  Staff either 

received individual applications by each participant with the classes they have taken or they receive a class list 

from the instructor.

Records Series Description:

Cut-off: End of xcalendar year once the CEU credits have expiredRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 1 year Cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-03.S1REFERENCE NUMBER:

Operator Certification ExaminationsRECORDS SERIES 

Staff create exams for operator certification for the following:

Solid Waste Landfill Operator; Incinerator Operators; Manure Applicators, confinement, commercial; Well 

Contractors; Onsite Waste Water Inspection

Records Series Description:

Cut-off: End of Calendar year once the new exam is approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years 0 Cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/14/2010Adopted Date: 02/03/2010Effective Date:

CON 11-05-03.S2REFERENCE NUMBER:

Operator Certification Examinations- Master Copy (electronic copy)RECORDS SERIES 



Staff create exams for operator certification for the following:

Solid Waste Landfill Operator; Incinerator Operators; Manure Applicator, confinement, commercial; Well 

Contractors; Onsite Waste Water Inspector

Records Series Description:

Cut-Off: End of Calendar year once the new exam is approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years 0 Cut-off plus 5 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 11-05-05.s1REFERENCE NUMBER:

Operator Certification - Failed ExamsRECORDS SERIES 

Staff creates exams for Operators Certification include the following: Solid Water Landfill Operator; Incinerator 

Operators; Manure Applicator, Confinement, Commericial; Well Contractors; Onsite Waste Water Inspector.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

0 Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

CON 11-05-05.s2REFERENCE NUMBER:

Operator Certification Examinations - Failed ExamsRECORDS SERIES 

Staff creates exams for Operators Certification include the following: Solid Water Landfill Operator; Incinerator 

Operators; Manure Applicator, Confinement, Commericial; Well Contractors; Onsite Waste Water Inspector.

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

0 Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-06.S1REFERENCE NUMBER:

Water Quality County FilesRECORDS SERIES 

Complaints, requests for information, general correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy



08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-07-01.S1REFERENCE NUMBER:

401 Certification RecordsRECORDS SERIES 

Except certifications issued with mitigation and monitoring requirements; includes public notices, comments, 

records of conversations, claim order/voucher, joint application form, 401 certification and 404 permit

Records Series Description:

End of calendar year once the 401 certification is issuedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years 7 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

CON 11-07-01.S2REFERENCE NUMBER:

401 Certification records (electronic copy)RECORDS SERIES 

Except certifications issued with mitigation and monitoring requirements; includes public notices, comments, 

records of conversations, claim order/voucher, joint application form, 401 certification and 404 permit

Records Series Description:

Cutoff: end of calendar year once the the 401 certification is issuedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 10 years Cutoff plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-07-02.S1REFERENCE NUMBER:

401 Certification RecordsRECORDS SERIES 

Superseded: No Longer UsedRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

While active 9 years While active plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-09.S1REFERENCE NUMBER:

Water Quality Planning SurveysRECORDS SERIES 

Reports, general correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-11.S1REFERENCE NUMBER:

Public Water Systems InventoryRECORDS SERIES 

General correspondence and survey reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Purge correspondence after 2 years; microfilm, retain permanently in the State Archives of Iowa

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 11-12-0.S1REFERENCE NUMBER:

Pre-Treatment and Treatment AgreementsRECORDS SERIES 

Pre-Treatment: Large cities regulate their own pre-treatment program.  They issue permits to industries to 

regulate the waste generated prior to discharge into their city sewer system.  They are required to send in an 

initial application and any modifications to the program.

Treatment: Small Cities do not regulate their own pre-treatment programs- instead the DNR adminsters their 

program directly with the industries that need pre-treatment of waste prior to discharge into a city sewer system.

Records Series Description:

Cut-off: End of Calendar year once the permitted facility closesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years 45 years Cut-off plus 50 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

con 11-12-0.S2REFERENCE NUMBER:

Pre-treatment and Treatment Agreements (electronic copy)RECORDS SERIES 

Pre-Treatment: Large cities regulate their own pre-treatment program.  They issue permits to industries to 

regulate the waste generated prior to discharge into their city sewer system.  They are required to send in an 

initial application and any modifications to the program.

Treatment: Small Cities do not regulate their own pre-treatment programs- instead the DNR adminsters their 

program directly with the industries that need pre-treatment of waste prior to discharge into a city sewer system.

Records Series Description:

Cut-off: End of Calendar year once the permitted facility closesRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 50 years Cut-off plus 50 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 11-12-01.S1REFERENCE NUMBER:

Pretreatment Program- Annual ReportsRECORDS SERIES 



This retention pertains to the annual reports the large cities who regulate their own pre-treatment program must 

submit annually to the department.

Records Series Description:

Cut-off: End of calendar year once the annual report is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

Con 11-12-01.S2REFERENCE NUMBER:

Pre-tretment Annual Reports (electronic copy)RECORDS SERIES 

This retention pertains to the annual reports the large cities who regulate their own pre-treatment program must 

submit annually to the department.

Records Series Description:

Cut-off: End of Calendar year once the annual report is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years CUt-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-13.S1REFERENCE NUMBER:

WastewaterRECORDS SERIES 

General correspondence that does not pertain to a specific facility or permitRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-14-0.S1REFERENCE NUMBER:

Water Supply MonitoringRECORDS SERIES 

General correspondence that does not pertain to a specific facilityRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-14-1.S1REFERENCE NUMBER:



Laboratory CertificationRECORDS SERIES 

General correspondence and reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm after 2 years, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-15.S1REFERENCE NUMBER:

Wastewater Discharge From Water Treatment PlantRECORDS SERIES 

Form completed by Regional Office and sent to Central Office concerning wastewater discharge from specific 

water supplies

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm after 2 years, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-17.S1REFERENCE NUMBER:

Water Quality PermitsRECORDS SERIES 

General correspondence NPDES applications, standard specification reports, permits and meeting noticesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Specifications updated perpetually; purge then microfilm reports, applications and permits

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-18.S1REFERENCE NUMBER:

Basin PlanningRECORDS SERIES 

General correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 year Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-19.S1REFERENCE NUMBER:

Construction Grants ProgramRECORDS SERIES 

General correspondence and grant delegation; agreements (EPA/DEQ), subagreements, applications, awards, 

rules, guidelines

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Purge after 2 years; microfilm, retain permanently in the State Archives of Iowa.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-20.S1REFERENCE NUMBER:

Continuing Planning Process 208RECORDS SERIES 

General correspondence, reports, bulletins, work plans, draft plansRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-21.S1REFERENCE NUMBER:

State Water PlanRECORDS SERIES 

General correspondence, reports, drafts of proposed plans,, meeting notices and correspondence, outlines, maps, 

and schedules

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-23.S1REFERENCE NUMBER:

Construction Grant Needs SurveyRECORDS SERIES 

Correspondence, guidelines, survey formRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-24.S1REFERENCE NUMBER:

Sewage InventoriesRECORDS SERIES 

Old inventories of wastewater needsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-25.S1REFERENCE NUMBER:

Water Supply-PlanningRECORDS SERIES 

General correspondence and reports not relating to a specific siteRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-26.S1REFERENCE NUMBER:

Fish KillsRECORDS SERIES 

Reports and correspondence, pertaining to fish killsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-27.S1REFERENCE NUMBER:

Clear Lake Restoration ProjectRECORDS SERIES 

General correspondence, reports, resource informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Purge correspondence, microfilm after 2 years; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-28.S1REFERENCE NUMBER:

Water Quality PlanningRECORDS SERIES 

Reports, research, general correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-29-0.S1REFERENCE NUMBER:

Facility Plans - Applications and Correspondence for Wastewater Treatment PlantsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm 2 years after approval, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-29-01.S1REFERENCE NUMBER:

Facility PlansRECORDS SERIES 

Preliminary reports, operator manuals and specificationsRecords Series Description:

When approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until approved Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-29-02.S1REFERENCE NUMBER:

Facility Plans - UnapprovedRECORDS SERIES 

Engineering studies for municipalities planning wastewater treatment improvementsRecords Series Description:

When deniedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Until denied 30 years Until denied plus 30 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-30.S1REFERENCE NUMBER:

Local  Health DepartmentRECORDS SERIES 

Correspondence, agreements, on water supplyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

5 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-31.S1REFERENCE NUMBER:

Pesticide Contamination DataRECORDS SERIES 

SOC Survey, Little Sioux River Study, Big Springs Study, ground water monitoring network, water treatment 

effectiveness studies

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 11-32.S1REFERENCE NUMBER:

Section 319 Non-point Source Water Quality Improvement ProjectsRECORDS SERIES 

Project agreements; monthly, quarterly and annual reports; correspondence and memosRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

29 years Closure plus 30 years

Final Disposition/Remarks: Destroy

01/12/2006Adopted Date: Effective Date:

CON 11-33.S1REFERENCE NUMBER:

Drinking Water and Clean Water State Revolving Loan FilesRECORDS SERIES 

Records Series Description:

Through cutoff.Records Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year. 19 years. Records series cutoff plus 20 years.

Final Disposition/Remarks: Destroy.

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 11-34.S1REFERENCE NUMBER:

Storm Water General Permits 1, 2, 3, or 5 (hard copy)RECORDS SERIES 

Permits to discharge storm water under general, rather than individualized NPDES, permits 1 (industrial 

activity), 2 (construction activity), 3 (road paving industry) or 5 (mining and processing facilities); also related 

applications, correspondence, fees, violations, inspection reports and notices of discontinuation.  This schedule 

applies to hard copy records (see CON 11-34.S2 for disposition of electronic formats).

Records Series Description:

End of calendar year during which permit becomes inactive.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 14 years Cutoff plus 15 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

CON 11-34.S1 (test)REFERENCE NUMBER:

testRECORDS SERIES 

testRecords Series Description:

End of calendar year during which permit becomes inactive.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Hard copy records remain on 

agency premises 1 year after 

cutoff; electronic records 

remain on agency server 15 

years.

14 years Hard copy records remain on agency premises 1 year after cutoff, then may be transferred to state records center for remaining retained an additional 14 years' retention; electronic records remain on agency server 15 years.

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 11-34.S2REFERENCE NUMBER:

Storm Water General Permits 1, 2, 3, or 5 (electronic formats)RECORDS SERIES 

Permits to discharge storm water under general, rather than individualized NPDES, permits 1 (industrial 

activity), 2 (construction activity), 3 (road paving industry) or 5 (mining and processing facilities); also related 

applications, correspondence, fees, violations, inspection reports and notices of discontinuation.  This schedule 

applies to hard copy records (see CON 11-34.S1 for disposition of electronic formats).

Records Series Description:

End of calendar year during which permit becomes inactive.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 15 years Cutoff plus 15 years



Final Disposition/Remarks: Destroy

01/13/2005Adopted Date: Effective Date:

CON 12-01-01.S1REFERENCE NUMBER:

Solid Waste Permitted Facility FilesRECORDS SERIES 

Correspondence, reports, permits, inspections, compliance schedules, et al.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year (hard copy); record series 

cutoff plus 50 years (electronic 

records)

49 years (hard copy) Date file established plus 50 years (all record formats)

Final Disposition/Remarks: Destroy records 50 years after site established, unless post-closure monitoring has not been completed, destroy 

upon completion of post-closure monitoring.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-01-02.S1REFERENCE NUMBER:

County Solid Waste FilesRECORDS SERIES 

Correspondence, complaints, and reports relating to non-specific sitesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-02-01.S1REFERENCE NUMBER:

Spill Prevention Control Countermeasure (SPOC)RECORDS SERIES 

General correspondence and notices of violationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm and retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-02-02.S1REFERENCE NUMBER:

Spill and Groundwater Remediation ProjectsRECORDS SERIES 

Assessment and remedial plans, reports, correspondence, photographs, and mapsRecords Series Description:

When closedRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year (paper) / 10 years 

(microfilm copy)

Record series cut-off plus1 year (paper) / Permanent (microfilm copy)

Final Disposition/Remarks: Retain microfilm permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-02-03.S1REFERENCE NUMBER:

Hazardous Substance Incidents (HSI)RECORDS SERIES 

Records of material spilled, cleanup actions an disposition, and general correspondence pertaining to spills not 

related to a specific incident or county

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent (microfilm)

Final Disposition/Remarks: Purge and destroy general correspondence before microfilming, retain microfilm copies permanently in the 

office, retain microfilm masters permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-03.S1REFERENCE NUMBER:

LandfillsRECORDS SERIES 

General correspondence and open dump sitesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Purge correspondence after 2 years, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-04.S1REFERENCE NUMBER:

Pesticide Incident ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm; Retain permanently in the State Archives of Iowa.

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-05.S1REFERENCE NUMBER:

Archaeological Survey'sRECORDS SERIES 



General correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-0.S1REFERENCE NUMBER:

Hazardous Material - PlanningRECORDS SERIES 

General correspondence, clippings, guidelines, memos program planning, reports, surveys, petitions  phone 

conversations disposal requests, and related material

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-01.S1REFERENCE NUMBER:

Hazardous Waste ManagementRECORDS SERIES 

Engineering reports, inspections reports, reports to EPA, misc. reports, photographsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/12/2006Adopted Date: Effective Date:

CON 12-07-02.S1REFERENCE NUMBER:

Toxic Chemical Release Inventory (SARA Form R)RECORDS SERIES 

...Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

CON 12-07-02-01.S1REFERENCE NUMBER:



SARA Chemical InventoryRECORDS SERIES 

Part of the Community Right to Know Act- Facilities create the listing of chemicals and send it to DNR for 

entering onto the Online system.  Information is gathered and reported to the EPA which then is entered into 

EPA's tracking database.

Records Series Description:

Cut-off: End of state fiscal year in which the form is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Total: Cut-off plus 1 year Total: 4 years Total: Cut-off plus 5 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

Con 12-07-02-01.S2REFERENCE NUMBER:

SARA Chemical Inventory (electronic copy)RECORDS SERIES 

Part of the Community Right to Know Act- Facilities create the listing of chemicals and send it to DNR for 

entering onto the Online system.  Information is gathered and reported to the EPA which then is entered into 

EPA's tracking database.

Records Series Description:

Cut-off: End of state fiscal year in which the form is receivedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 5 years Cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-05.S1REFERENCE NUMBER:

Leaking Underground Storage Tanks (LUST)RECORDS SERIES 

Preliminary LUST report form, site assessment, assessment plans, site assessment reports, remedial/corrective 

actions plans and reports, monitoring reports, administrative orders, enforcement actions, contractor documents, 

cost summaries, etc.

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-06.S1REFERENCE NUMBER:

Hazardous Waste Facility Site LicenseRECORDS SERIES 

Applications, state and federal, correspondence, hearing record, proof of service documentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-08.S1REFERENCE NUMBER:

Land UseRECORDS SERIES 

General correspondence and reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-09.S1REFERENCE NUMBER:

Solid Waste (RCRA)RECORDS SERIES 

Correspondence, proposals, comments related to implementation of P.L. 94-580; basically Solid Waste ProgramRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-10.S1REFERENCE NUMBER:

Solid Waste Management PlanningRECORDS SERIES 

Correspondence, reports, applications for financial assistance and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-12.S1REFERENCE NUMBER:

Land Quality Water and Sewage County BooksRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Natural Resources Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-13.S1REFERENCE NUMBER:

Regional Office PlanningRECORDS SERIES 

Correspondence, surveys, reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-14.S1REFERENCE NUMBER:

Fire Extension ServiceRECORDS SERIES 

Letters, memos, correspondence and related materialsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-15-0.S1REFERENCE NUMBER:

Uncontrolled SitesRECORDS SERIES 

Correspondence, reports, plans, and photos documenting specific uncontrolled sitesRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years (paper) / 50 years 

(microfilm)

Permanent (microfilm)

Final Disposition/Remarks: Microfilm, retain microfilm copy in the office 50 years before transferring to the State Archives of Iowa.  

Transfer microfilm master immediately after filming, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-15-01.S1REFERENCE NUMBER:

Super Fund Site FilesRECORDS SERIES 

Files must meet EPA guidelines from preremedial through removal and inspection measuresRecords Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/17/2008Adopted Date: Effective Date:

CON 12-16.S1REFERENCE NUMBER:

Groundwater hazard statement (hard copy)RECORDS SERIES 

Electronic filings (and scanned paper filings) transmitted from county recorders participating in Iowa Land 

Portal to Natural Resources.  (This schedule applies to hard copy filings; see CON 12-16.S1 for electronically 

formatted records.)

Records Series Description:

End of calendar year during which filedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

3 months Cutoff plus 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-16.S2REFERENCE NUMBER:

Groundwater Hazard Statements (electronic format)RECORDS SERIES 

Electronic filings (and scanned paper filings) transmitted from county recorders participating in Iowa Land 

Portal to Natural Resources.  (This schedule applies to electronically formatted records; see CON 12-16.S2 for 

hard copy filings.)

Records Series Description:

End of calendar year during which recordedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-01.S1REFERENCE NUMBER:

General CorrespondenceRECORDS SERIES 

Requests for information, public notices, memorandaRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-02.S1REFERENCE NUMBER:



Hazardous Waste PlanningRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-03.S1REFERENCE NUMBER:

Solid Waste Comprehensive Planning - Part IRECORDS SERIES 

County and regional plans, staff notes, correspondence and checklistsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 4 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-04.S1REFERENCE NUMBER:

Household Hazardous Materials (HHM) Secure and HoldRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Thru closure 4 years Closure plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-05.S1REFERENCE NUMBER:

Household Hazardous MaterialRECORDS SERIES 

Product reviewRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-06.S1REFERENCE NUMBER:



Waste Management Authority Directory on RecyclingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-07.S1REFERENCE NUMBER:

Toxic Clean-up DaysRECORDS SERIES 

Agreements between state and local organizations to conduct clean-upRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-08.S1REFERENCE NUMBER:

Beverage Container DepositsRECORDS SERIES 

Bottle BillRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-17-09.S1REFERENCE NUMBER:

Midwest Interstate Low Level Radioactive Waste Disposal Site Commission (LLRW)RECORDS SERIES 

Minutes of commission meetings, documents relating to site, building and management of LLRW SiteRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



CON 12-17-10.S1REFERENCE NUMBER:

Solid Waste Planning GrantsRECORDS SERIES 

RFP, contractsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

08/14/2008Adopted Date: 09/03/2008Effective Date:

CON 12-17-11.S1REFERENCE NUMBER:

Solid Waste Alternative ProgramRECORDS SERIES 

Financial assistance proposals, contracts, correspondence and reportsRecords Series Description:

cutoff: end of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 19 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

08/14/2008Adopted Date: 09/03/2008Effective Date:

CON 12-17-12.S1REFERENCE NUMBER:

Solid Waste Alternative Program- Unfunded ProposalsRECORDS SERIES 

Project applications submitted for consideration during the given funding round, review committee score sheets 

and documentation indicating the recommendation to not fund the project from the review committee.

Records Series Description:

Cutoff: end of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3years 0 Cutoff plus 3 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

CON 12-17-2REFERENCE NUMBER:

Solid Waste Alternative Program: Unfunded ProposalsRECORDS SERIES 

testRecords Series Description:

testRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

test test test

Final Disposition/Remarks: destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



CON 13-04.S1REFERENCE NUMBER:

Radiological Response PlanRECORDS SERIES 

Correspondence, "Exercise Sunshine Report and various other documentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Updated regularly

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 13-05.S1REFERENCE NUMBER:

Radiation PlanningRECORDS SERIES 

Radiation Planning - General correspondence meeting notices, reports, and resource informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 13-06.S1REFERENCE NUMBER:

Radiation Waste Disposal SurveyRECORDS SERIES 

General correspondence, memos, reports, surveysRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 13-07.S1REFERENCE NUMBER:

Nuclear Power Generating Stations PlanningRECORDS SERIES 

General correspondence, memos, reports, surveys, miscellaneous nuclear filesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



CON 13-08.S1REFERENCE NUMBER:

A95 Process - CommentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm, retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 13-09.S1REFERENCE NUMBER:

Radiation SurveillanceRECORDS SERIES 

Correspondence, reports, and resource information including surveillance of Air, Water, Milk, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 14-01REFERENCE NUMBER:

Multiple Permit ApplicationsRECORDS SERIES 

Correspondence concerning permit applications which relate to more than one division of DEQRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: State Archives - microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 14-02.S1REFERENCE NUMBER:

Proposed New FacilitiesRECORDS SERIES 

Correspondence of proposed facilitiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 14-03.S1REFERENCE NUMBER:

SalsburyRECORDS SERIES 

Meeting notes, reports,correspondence, new clippings, maps, plansRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa.

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-04-01.S1REFERENCE NUMBER:

General Counsel Opinions (electronic copy)RECORDS SERIES 

Records of internal opinions by Natural Resources staff attorneys in response to Natural Resources staff requests 

for legal guidance.

Records Series Description:

State fiscal year end during which opinion becomes invalid.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-04-02.S1REFERENCE NUMBER:

Training materials prepared by legal staff for internal staff use (hard copy)RECORDS SERIES 

Training materials prepared by Natural Resources staff attorneys relative to Natural Resources matters.  (This 

schedule applies to hard copy records; see CON 14-04-02.S2 for disposition of electronically formatted 

records.)

Records Series Description:

State fiscal year during which training content becomes no longer valid.Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 1 year 4 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-04-02.S2REFERENCE NUMBER:

Training materials prepared by legal staff for internal staff use (electronic)RECORDS SERIES 

Training materials prepared by Natural Resources staff attorneys relative to Natural Resources matters.  (This 

schedule applies to electronically formatted records; see CON 14-04-02.S1 for disposition of hard copy 

records.)

Records Series Description:

State fiscal year during which training content becomes no longer valid.Records Series Cut-off:



Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-04-03.S1REFERENCE NUMBER:

Environmental Audits (hard copy)RECORDS SERIES 

Records of voluntary environmental compliance audits relating to cases of non compliance which, if prosecuted, 

would otherwise result in fines of less than $5000.  May include notice of audit, disclosure of violations, 

departmental determinations as well as other related matter.  (This schedule applies to disposition of hard copy 

records; see CON 14-04-03.S2 for electronically formatted records.)

Records Series Description:

End of state fiscal year during which final audit findings are compiledRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-04-03.S2REFERENCE NUMBER:

Environmental Audits (electronic records)RECORDS SERIES 

Records of voluntary environmental compliance audits relating to cases of non compliance which, if prosecuted, 

would otherwise result in fines of less than $5000.  May include notice of audit, disclosure of violations, 

departmental determinations as well as other related matter.  (This schedule applies to disposition of 

electronically formatted records; see CON 14-04-03.S1 for hard copy records.)

Records Series Description:

End of state fiscal year during which final audit findings are compiledRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 5 years Cutoff plus 5 years

Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-05.S1REFERENCE NUMBER:

Administrative cases (hard copy)RECORDS SERIES 

Records of administrative orders pertaining to cases in which the applicable fine would amount to less than 

$10,000.  May include referral documentation supporting the order, documentation regarding resolution and 

appeal of the order, as well as the administrative order document.  (This schedule applies to hard copy records; 

see CON 14-05.S2 for electronically formatted records.)

Records Series Description:

End of state fiscal year during which case is closedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

25 years Cutoff plus 25 years



Final Disposition/Remarks: Destroy

01/17/2008Adopted Date: 02/06/2008Effective Date:

CON 14-05.S2REFERENCE NUMBER:

Administrative cases (electronic formats)RECORDS SERIES 

Records of administrative orders pertaining to cases in which the applicable fine would amount to less than 

$10,000.  May include referral documentation supporting the order, documentation regarding resolution and 

appeal of the order, as well as the administrative order document.  (This schedule applies to electronically 

formatted  records; see CON 14-05.S1 for hard copy records.)

Records Series Description:

End of state fiscal year during which case is closedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

25 years Cutoff plus 25 years

Final Disposition/Remarks: Destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

CON 14-06.S1REFERENCE NUMBER:

Denied ApplicationsRECORDS SERIES 

Various sections receive applications for funding or other departmental functions.  Applications that would be 

covered by this retention schedule include: grant applications, loan applications and licenses.  Permit 

applications are not included.  The records include the application and denial letter.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 3 years 0 Cutoff plus 3 years

Final Disposition/Remarks: destroy

01/08/2009Adopted Date: 01/28/2009Effective Date:

con 14-06.S2REFERENCE NUMBER:

Denied Applications (electronic copy)RECORDS SERIES 

Various sections receive applications for funding or other departmental functions.  Applications that would be 

covered by this retention schedule include: grant applications, loan applications and licenses.  Permit 

applications are not included.  The records include the application and denial letter.

Records Series Description:

Cut-off: End of calendar year in which the application/ license is deniedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 3 years Cut-off plus 3 yeaars

Final Disposition/Remarks: Destory

04/01/2010Adopted Date: 04/21/2010Effective Date:

CON 14-07.S1REFERENCE NUMBER:

Construction Project FilesRECORDS SERIES 



DNR staff engineers create construction project files for building activities on state owned lands.  They 

competitively bid each project and oversee the construction.  Content consists of Plans; Specs; Feasibility 

Studies; Survey Books; Site Reviews; Photos; Contract Bids; Contract Awards; Change Orders.

Records Series Description:

End of calendar year

Project completion

Records Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Records series cut-off plus 5 

years

95 years Record Series cut-off plus 100 years

Final Disposition/Remarks: Destroy

Before destruction, transfer to State Archives for appraisal and selection of contents to be preserved at State 

Archives
01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-04.S1REFERENCE NUMBER:

Incident ReportsRECORDS SERIES 

Filed by Law Enforcement officers, state park officers, incidents on state property, or involving department 

personnel

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-03-05.S1REFERENCE NUMBER:

Citizen Suit NoticesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-03.S2REFERENCE NUMBER:

Disciplinary Actions and AppealsRECORDS SERIES 

Written reprimandsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years



Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

to be addedREFERENCE NUMBER:

Maure Management Plans Non-Permited and Permited (electronic copy)RECORDS SERIES 

Old Title: Agricultural Operations Non-Permitted 

CFO owners file Manure Management Plans that are reviewed to ensure compliance with regulations.  DNR 

reviews and approves the plan.  Ever 4 years (567-65.17(17)"h"(3)) owners are required to resubmit manure 

management plans in their entirety.

Records Series Description:

Cutoff: end of calendar year when the new plan has been approvedRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cutoff plus 12 years Cutoff plus 12 years

Final Disposition/Remarks: Destroy

04/01/2010Adopted Date: 04/21/2010Effective Date:

to be addedREFERENCE NUMBER:

Air Quality ModelingRECORDS SERIES 

Department staff produces electronic files used to conduct regional modeling analysis including mterology, 

emission and air quality.  Specialized software and operating systems are required to generate, read and analyze 

the data.  This retention schedule pertains to the raw data and unused manipulated data.

Records Series Description:

Cut-off: Upon Completion od Data AnalysisRecords Series Cut-off:

Retention

Office of Record

Natural Resources

Office State Records Center Total

Cut-off plus 2 years Cutooff plus 2 years

Final Disposition/Remarks: Destroy



Parole Board

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-01.S1REFERENCE NUMBER:

Parole/Probation Supervision FilesRECORDS SERIES 

Records of clients' conduct and behavior while under supervision, pre-sentence investigations, family histories, 

correspondence, court orders, travel permits, violation reports, progress reports, etc.

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

Record series cut-off plus 3 

years (case file)

Permanent (summary)

Final Disposition/Remarks: Retain files 3 years following release from probation/parole; retain summary COM fiche permanently

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-02-0.S1REFERENCE NUMBER:

Inmate/Parolee FilesRECORDS SERIES 

Complete files of each inmate of penal institutions as well as those on paroleRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

While current 10 years While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-03.S1REFERENCE NUMBER:

Board of Parole Docket SheetsRECORDS SERIES 

Summary of inmate records and each Parole Board members notes of all action taken by the BoardRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

While current 10 years While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-04-0.S1REFERENCE NUMBER:

Parole Violation Hearing FilesRECORDS SERIES 

Records of preliminary and final parole revocation hearingsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

While current 10 years While current plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-04-01.S1REFERENCE NUMBER:

Parole Violation Hearing TapeRECORDS SERIES 

Recordings of preliminary and final parole revocation hearingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 15-05.S1REFERENCE NUMBER:

Shock Probation FilesRECORDS SERIES 

Stat. sheet, DCI rap sheet, district court papers, pre-sentencing investigationsRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

6 months 3 years 3 years, 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

SOC 16-01.S1REFERENCE NUMBER:

Recommendations of BoardRECORDS SERIES 

Material forwarded to Governor on each case considered for commutation of sentence of pardonRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Parole Board

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Public Defense

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 05-01.S1REFERENCE NUMBER:

Emergency Operations PlansRECORDS SERIES 

Continuity of operations, evacuation plans, designated sheltersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 01-01a.S1REFERENCE NUMBER:

Military Service - Individual 20I Personnel Files.RECORDS SERIES 

Iowa National Guard Service and active federal serviceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 01-01b.S1REFERENCE NUMBER:

Records of Service in World War IRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 01-02a.S1REFERENCE NUMBER:

War RostersRECORDS SERIES 

Rosters of War Veterans and statements of serviceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent



01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 01-02b.S1REFERENCE NUMBER:

Grand Army of the Republic Post RostersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-01.S1REFERENCE NUMBER:

Plan Development and GuidelinesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-02-0.S1REFERENCE NUMBER:

County Emergency Operations PlansRECORDS SERIES 

City multi-hazard, city nuclear attack contingency, county shelter, county municipal emergency operation, 

county-wide multi-hazard, county-wide nuclear attack contingency, other city, other county

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-02-01.S1REFERENCE NUMBER:

Mutual Aid AgreementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-03-0.S1REFERENCE NUMBER:

Municipal and School Emergency Operation PlansRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-03-01.S1REFERENCE NUMBER:

Operation Plans - County/Municipal Resolutions and AgreementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-04.S1REFERENCE NUMBER:

Emergency Warning System Case FileRECORDS SERIES 

Maps and other records of emergency warning and communications systems throughout the stateRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-05-0.S1REFERENCE NUMBER:

Emergency Operating Centers Case FilesRECORDS SERIES 

Project applications, floor plans, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



MIL 03-05-1.S1REFERENCE NUMBER:

DCPA-Constructed EOC'sRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-06-0.S1REFERENCE NUMBER:

Emergency Resource Management PlanRECORDS SERIES 

County, state and federal documentation necessary for implementing the planRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-06-01.S1REFERENCE NUMBER:

County Pharmacist ListRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 03-06-02.S!REFERENCE NUMBER:

County Damage Assessment TeamRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-01.S1REFERENCE NUMBER:



Local Civil Preparedness Programs - Program Paper Submissions RecordsRECORDS SERIES 

Inventory of county program; staffing patterns; budget requests, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-02a.S1REFERENCE NUMBER:

State Civil Preparedness Program Annual SubmissionRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-02b.S1REFERENCE NUMBER:

Joint Administration - MembersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-02c.S1REFERENCE NUMBER:

P & A EligibilityRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-02d.S1REFERENCE NUMBER:



Staffing PatternRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-03-01.S1REFERENCE NUMBER:

Program Paper and Quarterly Progress ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-03-02.S1REFERENCE NUMBER:

Program Status Report - ProfileRECORDS SERIES 

Computer printout received from federal governmentRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-04-01.S1REFERENCE NUMBER:

Nuclear Defense PlansRECORDS SERIES 

For political subdivisions of the stateRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy when new plan is submitted

01/13/2003Adopted Date: 01/13/2003Effective Date:



MIL 04-04-02.S1REFERENCE NUMBER:

Shelter inventoriesRECORDS SERIES 

Licensing, stocking of shelters in each countyRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-04-03.S1REFERENCE NUMBER:

Radiological Equipment InventoryRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 04-05.S1REFERENCE NUMBER:

Equivalency Education RecordsRECORDS SERIES 

For county civil defense employeesRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 05-01-01.S1REFERENCE NUMBER:

FDAA 443 Disaster Case FilesRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 05-01-02.S1REFERENCE NUMBER:

Office of Emergency Planning Disaster Case FilesRECORDS SERIES 



Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 05-01-03.S1REFERENCE NUMBER:

Flood Disaster Case FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 05-02.S1REFERENCE NUMBER:

On-site Disaster Assistance ProgramsRECORDS SERIES 

Guidelines, formats, action plans, etc.Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 05-03-01.S1REFERENCE NUMBER:

Public Assistance Disaster Grant Case FilesRECORDS SERIES 

Records Series Description:

Close out of disasterRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Close out of disaster plus 3 years

Final Disposition/Remarks: Destroy

04/10/2008Adopted Date: 04/30/2008Effective Date:

MIL 05-03-02.S1REFERENCE NUMBER:

Hazard Mitigation Disaster Assistance Grant Case FilesRECORDS SERIES 



This series consists of case files of local governments and qualified non-profit entities which have appluied for 

federal disaster assistance from the Federal Emergency Management Agency (FEMA) to mitigate future 

disasters.  Usually included in each case file is a notice of intent as well as scope of work, project description 

application, approved budget, attachments, State Historic Preservation Office (SHPO) clearance letters/ reports, 

financial analysis reports from FEMA, FEMA awards/ denial letters, expenditure reports, quarterly progress 

reports, audit letters and other financial materials and legal documents.  Case files include both flood plain 

buyouts and grants to build levees, etc.

Records Series Description:

Close out of disasterRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Cutoff plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-01-06.S1REFERENCE NUMBER:

Armory Drill, Field Training and Service Schools PayrollRECORDS SERIES 

Record of pay received by each member of Iowa National Guard; also used to compute retirement creditRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Defense

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent



Public Employment Relations Board

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-01.S1REFERENCE NUMBER:

Docket BookRECORDS SERIES 

Records of dates of filing, names of parties, assigned case number, type of filing, name of staff member assignedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-02.S1REFERENCE NUMBER:

Case FileRECORDS SERIES 

All legal documents filed for applications of bargaining unit determination, all documents relating to prohibited 

practices cases; e.g., notices to employees and employers, decisions of board, exhibits, hearings, briefs, 

correspondence, election details

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-03.S1REFERENCE NUMBER:

Employee Organization Authorization FilesRECORDS SERIES 

Records of job classifications, union memberships cards, signature lists,dues check-off lists, etc.Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Closure plus 90 days Closure plus 90 days

Final Disposition/Remarks: Return to petitioning party 90 days after closure of case

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-04.S1REFERENCE NUMBER:

Employee Organization FilesRECORDS SERIES 

Registration reports, annual reports, financial statements, constitutions and bylaws for all organizations filing 

with the board

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-05.S1REFERENCE NUMBER:

Fact Finding ReportsRECORDS SERIES 

Record of procedures and services providedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-06.S1REFERENCE NUMBER:

Impasse FilesRECORDS SERIES 

Records of requests for and services providedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-07.S1REFERENCE NUMBER:

Arbitration AwardsRECORDS SERIES 

Record of arbitration services providedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-08.S1REFERENCE NUMBER:

ContractsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-09.S1REFERENCE NUMBER:

Case Hearings TranscriptsRECORDS SERIES 

Transcripts of case which have gone to hearingRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 10-10.S1REFERENCE NUMBER:

Public Employment Relations Board Decisions and Orders FilesRECORDS SERIES 

Decisions rendered on all disputed bargaining unit cases and prohibited practice cases which have been to 

hearing

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Originals are in case files; one copy sent to Law Library; also mailing list

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 11-01.S1REFERENCE NUMBER:

Collective Bargaining Negotiation FilesRECORDS SERIES 

All collective bargaining agreement informationRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 5 

Years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 11-02.S1REFERENCE NUMBER:

Declaratory Rulings and Prohibited Practice Charges.RECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 11-03.S1REFERENCE NUMBER:

Bargaining Unit Determinations and Bargaining Unit ElectionsRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Employment Relations Board

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Public Health

01/08/2009Adopted Date: 01/28/2009Effective Date:

ADM 02-03.S1REFERENCE NUMBER:

State Issued Agreements- Volunteer Health Care Provider ProgramRECORDS SERIES 

The records include applications and approvals from licensing boards, agreements, administrative reports, and 

correspondence regarding the Volunteer Health Care Provider Program.  The records are created in order to 

determine whether or nor a health care provider or clinic is qualified to be protected by the state for health care 

services provided at no charge.

Records Series Description:

Cutoff: end of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Cutoff plus 2 years 18 years Cutoff plus 20 years

Final Disposition/Remarks: destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-13.S1REFERENCE NUMBER:

WIC Food ChecksRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 years 9 months Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-02-02-01b.S2REFERENCE NUMBER:

Henry Albert Trust Fund RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 02-01-01.S1REFERENCE NUMBER:

First Aid Treatment RecordsRECORDS SERIES 

Records of patients seen: complaint disposition, medication prescribed, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 02-01-02.S1REFERENCE NUMBER:

Daily Patient LogRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 02-02-01.S1REFERENCE NUMBER:

Pharmacy InventoriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 02-02-02.S1REFERENCE NUMBER:

Pharmaceutical Purchase RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 02-02-03.S1REFERENCE NUMBER:

Pharmaceutical Usage RecordsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-01-01.S1REFERENCE NUMBER:

Migrant Labor Camps FilesRECORDS SERIES 

Initial application, plat of campRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-01-02.S1REFERENCE NUMBER:

Inspection Reports, Water Analysis Reports, and PermitsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-02-01.S1REFERENCE NUMBER:

Mobile Home Park FilesRECORDS SERIES 

Application, plan and specification, construction and remodeling requests, and other related materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Microfilm plans and specifications; retain files on parks with a history of serious problems; retain microfilm in 

the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-02-02.S1REFERENCE NUMBER:

Inspections Reports, Renewal Applications, Water Sample ReportsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-03-01.S1REFERENCE NUMBER:

Plans and Specifications - Public Swimming PoolsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-03-02.S1REFERENCE NUMBER:

Operational Reports and Water Sample ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-04-0.S1REFERENCE NUMBER:

Burial Preparation Sites- Burial Preparation Sites FilesRECORDS SERIES 

Applications for certificate of inspection, inspection reports, and other related materialsRecords Series Description:

State fiscal  yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-04-01.S1REFERENCE NUMBER:

Funeral Home Preparation Room Certification/InspectionRECORDS SERIES 

County reports, inspection sheets, prep room certificationsRecords Series Description:



ComplianceRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-05.S1REFERENCE NUMBER:

Plumbing Code- Plumbing Code of RulesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain one copy permanently in the State Archives of Iowa and one copy in the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-06-01.S1REFERENCE NUMBER:

Grade A Milk Certification Surveys and InspectionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-06-02.S1REFERENCE NUMBER:

Laboratory Certification ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-07.S1REFERENCE NUMBER:

Mass GatheringsRECORDS SERIES 

Notifications, approvals, correspondenceRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-08.S1REFERENCE NUMBER:

Sewage DisposalRECORDS SERIES 

Plans and related documentation on experimental drainage systemRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-09.S1REFERENCE NUMBER:

Sewer Systems in Iowa State ParksRECORDS SERIES 

Plans and specificationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-10.S1REFERENCE NUMBER:

Private Water Supplies-Water Analysis ReportsRECORDS SERIES 

Records Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-11-01.S1REFERENCE NUMBER:

Facility FilesRECORDS SERIES 

Records Series Description:



When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 02-11-02.S1REFERENCE NUMBER:

Installation Plans - Radiation Emitting EquipmentRECORDS SERIES 

Blueprints, specification bookRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-01-0.S1REFERENCE NUMBER:

Licensure:Barbers, Chiropractors, Cosmetology, Embalmers, Funeral Homes & DirectRECORDS SERIES 

Dieticians, Ophthalmic Dispensers, Respiratory Care, Social Workers.  Original application, and supporting 

documents, complaints, and disciplinary actions

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

58 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-01-01.S1REFERENCE NUMBER:

Basic Science Board RecordsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

60 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-01-02-0.S1REFERENCE NUMBER:

ExaminationsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-01-02-01.S1REFERENCE NUMBER:

Examination BookletsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off 1 year Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-01-03.S1REFERENCE NUMBER:

Test Validation and AnalysisRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-02.S1REFERENCE NUMBER:

Renewal ApplicationsRECORDS SERIES 

Applications submitted by licensees and used by the Board to ensure compliance with 655 IAC for renewal, 

reactivation and reinstatement.  Includes application, supporting continuing education documents and other 

related materials.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-03-0.S1REFERENCE NUMBER:

Inspection of ShopsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-03-01.S1REFERENCE NUMBER:

Basic Science Board RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

60 years 60 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

PHL 03-04-01-0.S1REFERENCE NUMBER:

Licensing: NursesRECORDS SERIES 

Includes original application, supporting documentation, examination results and materials submitted for 

obtaiing a license by Registered Nurses (RN), Licensed Practical Nurses (LPN) and Advanced Registered Nurse 

Practitioners (ARNP) (hard copy).

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 6 

months

0 Record series cut-off plus 6 months

Final Disposition/Remarks: Retain hard copy for 6 months and scan; destroy after scanning (hold electronic format for 75 years)

07/08/2010Adopted Date: 07/28/2010Effective Date:

PHL 03-04-01-0.s2REFERENCE NUMBER:

Licensing: NursesRECORDS SERIES 

Includes original application, supporting documentation, examination results and materials submitted for 

obtaiing a license by Registered Nurses (RN), Licensed Practical Nurses (LPN) and Advanced Registered Nurse 

Practitioners (ARNP) (electronic format).

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 75 

years

0 Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-04-01-01.S1REFERENCE NUMBER:

Computer Listings Pertaining to License ProgramsRECORDS SERIES 

Listing used to verify correctness of licenses issued, includes all poiled or voided licenses.  Listing of licenses 

placed on inactive status and corresponding documentation.  Listing printed from database weekly to show 

current status of all licenses.

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-04-01-02.S1REFERENCE NUMBER:

License Stubs - New Apps, Renewals & ExamsRECORDS SERIES 

Includes a numbered stub for all licenses issued, spoiled or voidedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-04-02-0.S1REFERENCE NUMBER:

Registered Nurse/Licensed Practical Nurse Progress ReportsRECORDS SERIES 

Annual reports from nursing schoolsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-04-03.S1REFERENCE NUMBER:

Registered Nurse/Licensed Practical Nurse SurveysRECORDS SERIES 

Survey of nursing schoolsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 6 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-04-04-01.S1REFERENCE NUMBER:

Continuing Education (RN/LPN/ARNP) Audit RecordsRECORDS SERIES 

Continuing education certificates submitted for random audit, late audit or re-audit and corresponding 

documents.  (Applicants not required to submit continuing education documentation unless selected randomly 

for audit, or if application is late.)

Records Series Description:

End of state fiscal year.Records Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

2 years 1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2010Adopted Date: 07/28/2010Effective Date:

PHL 03-04-05.S1REFERENCE NUMBER:

Investigations: RN & LPN (hard copy)RECORDS SERIES 

Includes complaints, record of investigations, record of charges referred to the Board, record of hearings, Board 

actions, probation hearings, etc. (hard copy)

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 4 

years

0 Record series cut-off plus 4 years

Final Disposition/Remarks: Scan after 4 years and destroy hard copy.  Retain electronic format for 75 years.

07/08/2010Adopted Date: 07/28/2010Effective Date:

PHL 03-04-05.s2REFERENCE NUMBER:

Investigations: RN & LPNRECORDS SERIES 

Includes complaints, record of investigations, record of charges referred to the Board, record of hearings, Board 

actions, probation hearings, etc. (electronic format)

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 75 

years

0 Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-01.S1REFERENCE NUMBER:

Pharmacists-LicensingRECORDS SERIES 

Original applications and supporting documents, renewal applications, examinations, complaints, disciplinary 

actions, continuing education, and related material

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

57 years Record series cut-off plus 60 years

Final Disposition/Remarks: Retain original application for 60 years; destroy other material after 3 years

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-02.S1REFERENCE NUMBER:

PharmaciesRECORDS SERIES 

Records Series Description:

No longer in existenceRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year.

While in existence plus 1 year.

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-03.S1REFERENCE NUMBER:

InternsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Transfer to pharmacist file

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-04.S1REFERENCE NUMBER:

Controlled Substance Registrant FileRECORDS SERIES 

Applications, correspondence, audits, investigative reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 10 

years (audits) / 3 years (other 

material)

Record series cut-off plus 10 years (audits) / 3 years (other material)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-05.S1REFERENCE NUMBER:

Pharmaceutical Wholesalers and ManufacturersRECORDS SERIES 



Original applications for licensure, renewals and related materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current plus 1 year Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-05-06.S1REFERENCE NUMBER:

Complimentary Package/Records of VendorsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-01-0.S1REFERENCE NUMBER:

Physicians' Licensure Files - M.D.'s and D.O.'sRECORDS SERIES 

Includes applications, supporting documentation, examination results, reinstatement applications, and related 

material

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-01-01-0.S1REFERENCE NUMBER:

Complaint and Disciplinary FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-01-01-01.S1REFERENCE NUMBER:



Legal File for Physician Disciplinary ActionRECORDS SERIES 

Statement of charges, Board orders and other legal documents, as well as legal correspondenceRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

PHL 03-07-01-01-02.S1REFERENCE NUMBER:

Monitoring FilesRECORDS SERIES 

Compliance staff supplies the Monitoring staff documentation of the terms of the Board Order and the 

monitoring staff builds the file.  Once the file is built, it stays within the monitoring department as long as the 

order is in effect.  Includes copies of the charges, settlements, investigative reports and termination orders.  Also 

includes original monitoring reports, quarterly reports and correspondence between physician and the Board.

Records Series Description:

Through end of calendar year.Records Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

5 years after closure. 55 years Cutoff plus 60 years.

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

PHL 03-07-01-01-03.S1REFERENCE NUMBER:

Withdrawn ApplicationsRECORDS SERIES 

Staff creates an initial licensure file upon receipt of a license application.  The record is reviewed to determine if 

a license can be issued.  If a license cannot be issued, the license can be denied or withdrawn from 

consideration.  An applicant can also request that the application be withdrawn.  Includes original application 

and supporting documentation.

Records Series Description:

Through the end of the calendar year.Records Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Cutoff plus 5 years. 5 years Cutoff plus 10 years.

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

PHL 03-07-01-01-04.S1REFERENCE NUMBER:

Licensure DenialsRECORDS SERIES 

Staff create an initial licensure file upon receipt of a licensure application.  The record is reviewed to determine 

if a license can be issued.  If a license cannot be issued, the license can be denied or withdrawn from 

consideration.  Includes original application and supporting documentation.

Records Series Description:

Through the end of the calendar year.Records Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Cutoff plus 5 years. 55 years Cutoff plus 60 years.

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

PHL 03-07-01-01-05.S1REFERENCE NUMBER:

Iowa Physician Health Program Case FilesRECORDS SERIES 

Public Health staff creates a file for each participant in the program based on the physician's contract with the 

program.  The file includes original participant self-report, contract, evaluations, quarterly reports, committee 

reports, correspondence between the participant and the providers, and an exective summary.

Records Series Description:

Cut-off: End of calendar year in which the case is closedRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Total: Cut-off plus 5 years Total: 5 years Total: Cut-off plus 10 years

Final Disposition/Remarks: Destroy

04/09/2009Adopted Date: 04/29/2009Effective Date:

PHL 03-07-01-01-06.S1REFERENCE NUMBER:

Iowa Physician Health Program Participant Executive Summary and ContractRECORDS SERIES 

The excutive summary summarizes the licensee's participation in the program.  The contract outlines what the 

licensee must do in order to participate in the program.

Records Series Description:

Cut-off: End of calendar year in which the case is closedRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Total: Cut-off plus 5 years Total: 55 years Total: Cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-01-02.S1REFERENCE NUMBER:

Renewal Applications & Continuing Education RecordsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-02.S1REFERENCE NUMBER:

Temporary Licensure FilesRECORDS SERIES 

Includes original applications, supporting documentation, and related materialRecords Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:

PHL 03-07-03.S1REFERENCE NUMBER:

Residents' Licensure FilesRECORDS SERIES 

Licensure staff create a file upon receipt of the application.  The record is reviewd to determine if a resident 

license can be issued.  Includes original applications, supporting documentation and related material

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-07-04.S1REFERENCE NUMBER:

Acupuncture Licensure FilesRECORDS SERIES 

Applications and supporting documents, examination results, renewal applications, continuing education, 

re-activation and reinstatement application and related materials

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

55 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

PHL 03-07-05.S1REFERENCE NUMBER:

Special Licensure FilesRECORDS SERIES 

Licensure staff creates the file upon receipt of the application.  The record is reviewed to determine if a special 

license can be issued.  Includes original applications and supporting documentation.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Cutoff plus 5 years 55 years Cutoff plus 60 years

Final Disposition/Remarks: Destroy

08/19/2009Adopted Date: 09/08/2009Effective Date:

PHL 03-07-05.S2REFERENCE NUMBER:



Special Licensure Files (electronic copy)RECORDS SERIES 

Licensure staff creates the file upon receipt of the application.  The record is reviewed to determine if a special 

license can be issued.  Includes original applications and supporting documentation.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Cutoff plus 60 years Cutoff plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-08-0.S1REFERENCE NUMBER:

Dentists' and Dental Hygienists' Licensure FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

58 years Record series cut-off plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-08-01.S1REFERENCE NUMBER:

Dentists' and Dental Hygienists' Continuing Education & RenewalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

year

1 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-08-02.S1REFERENCE NUMBER:

Dentists' and Dental Hygienists' Disciplinary FilesRECORDS SERIES 

Investigatory, legal, probationary and hearing files, transcripts, and exhibitsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current 65 years While current plus 65 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 03-09.S1REFERENCE NUMBER:



Dental AssistantsRECORDS SERIES 

Application for qualification, exam results, renewalsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-01.S1REFERENCE NUMBER:

Morbidity CardsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-02-01.S1REFERENCE NUMBER:

Weekly School Morbidity ReportsRECORDS SERIES 

Records Series Description:

5 weeksRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

5 weeks 5 weeks

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-02-02.S1REFERENCE NUMBER:

Weekly Morbidity ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-02-03.S1REFERENCE NUMBER:



Monthly Morbidity ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-02-04.S1REFERENCE NUMBER:

Annual Morbidity reportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-02-05.S1REFERENCE NUMBER:

10 Year ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Library

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-03.S1REFERENCE NUMBER:

Drug Inventories - Shipping OrdersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-04.S1REFERENCE NUMBER:



Vaccine Certification Received from PhysiciansRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-05.S1REFERENCE NUMBER:

Vaccination Stamps IssuedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-06.S1REFERENCE NUMBER:

Iowa Disease BulletinRECORDS SERIES 

Monthly publicationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-07.S1REFERENCE NUMBER:

Articles Written for the Iowa Medical Society JournalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-01-08.S1REFERENCE NUMBER:



Third Sheets/Fact SheetsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain one copy permanently and extra copies of current sheets only

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-02-01.S1REFERENCE NUMBER:

Hepatitis Case RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-02-02.S1REFERENCE NUMBER:

Typhoid Fever Case RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-02-03.S1REFERENCE NUMBER:

Salmonella and Shigella Surveillance ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-02-04.S1REFERENCE NUMBER:



Salmonella and Shigella Morbidity Lab ReportsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-02-05.S1REFERENCE NUMBER:

Infectious Disease ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-03-01.S1REFERENCE NUMBER:

Immunization ClinicsRECORDS SERIES 

Record of clinics heldRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-03-01-01.S1REFERENCE NUMBER:

Swine Flu Clinics and CorrespondenceRECORDS SERIES 

Records Series Description:

1977 (last date of record series)Records Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

10 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-03-02.S1REFERENCE NUMBER:



Rubella Morbidity Lab ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

19 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-04-01.S1REFERENCE NUMBER:

Tuberculosis Case FilesRECORDS SERIES 

Registry cardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

73 years Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-04-02.S1REFERENCE NUMBER:

Tuberculosis Morbidity Lab ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-04-03.S1REFERENCE NUMBER:

Tuberculosis PrescriptionsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

17 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 04-05-01.S1REFERENCE NUMBER:

E.R. Follow-up ReportsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-02.S1REFERENCE NUMBER:

Syphilis Morbidity Cards; Central Registry CardsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 74 years, 9 months 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-03.S1REFERENCE NUMBER:

Laboratory ReportsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-04.S1REFERENCE NUMBER:

Gonorrhea Morbidity CardsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-05.S1REFERENCE NUMBER:

Laboratory Culture ReportsRECORDS SERIES 



Filed semi-monthly on all positive VD testsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-06.S1REFERENCE NUMBER:

Laboratory ApprovalsRECORDS SERIES 

Laboratories approved to conduct prenatal and premarital screeningRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy when no longer approved

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-05-07.S1REFERENCE NUMBER:

Computerized Reports on Morbidity Culture, Activity Reports, etc.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-01.S1REFERENCE NUMBER:

Rabies Reports from State LabsRECORDS SERIES 

Reports of animals tested for rabiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-02.S1REFERENCE NUMBER:

Monthly Rabies ReportsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-03.S1REFERENCE NUMBER:

Rabies Treatment Consultation RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-04.S1REFERENCE NUMBER:

Annual Rabies and Encephalomyelitis ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-05-01.S1REFERENCE NUMBER:

Rabies Titer CardsRECORDS SERIES 

Titer cards on veterinariansRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Retain until individual reaches age 70

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-05-02.S1REFERENCE NUMBER:

Zoonosis Titer CardsRECORDS SERIES 



Titer cards for Histoplasmosis, Blastomycosis, Cat Fever, Q-Fever, Rocky Mountain Spotted Fever, 

Toxoplasmosis, Rat Bite Fever, and Sporotrichiosis

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Retain suspected cases for 6 months; destroy others immediately

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-06.S1REFERENCE NUMBER:

Brucellosis CasesRECORDS SERIES 

Individual patient cases and annual case summariesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year (case files) / 10 years 

(summaries)

Record series cut-off plus1 year (case files) / 10 years (summaries)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-06-07.S1REFERENCE NUMBER:

Laboratory Tests on Swine for BrucellosisRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-07-01.S1REFERENCE NUMBER:

Health Hazard Evaluation Compliance/Investigation FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 04-07-02.S1REFERENCE NUMBER:



Environmental Health Registrations by Specialty GroupRECORDS SERIES 

Registration forms and listing of all radiological equipmentRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-01-01.S1REFERENCE NUMBER:

Home Health and Related Service ProjectsRECORDS SERIES 

Federal funds used to assist counties to establish home health services, public health nursing, home health 

services, public health nursing, homemaker home health aid service

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-01-02-0.S1REFERENCE NUMBER:

Homemaker Home Health Aide ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-01-02-01.S1REFERENCE NUMBER:

Homemaker Home Health Aide StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 05-01-03.S1REFERENCE NUMBER:

Local Public Health ManualRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain one copy permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-02-01.S1REFERENCE NUMBER:

County Public Health Nurses Personnel RecordsRECORDS SERIES 

Records Series Description:

Termination of employmentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years after termination

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-02-02.S1REFERENCE NUMBER:

County Public Health Nursing StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-02-03.S1REFERENCE NUMBER:

Public Health Nursing Supervisors Monthly NarrativesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 05-02-04.S1REFERENCE NUMBER:

Annuals Reports of Public Health NursesRECORDS SERIES 

Statistical data of services rendered by categoryRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

04/09/2009Adopted Date: 04/29/2009Effective Date:

PHL 05-03-01.S1REFERENCE NUMBER:

Emergency Medical Training RecordsRECORDS SERIES 

Certification and re-certification of ambulance attendants; applications, examination, and other related materialRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Total: cut-off plus 3 years Total: 9 years Total: cut-off plus 12 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-03-02.S1REFERENCE NUMBER:

Annual Reports for AmbulancesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-03-03.S1REFERENCE NUMBER:

Ambulance Service Inspection ReportsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-03-04.S1REFERENCE NUMBER:



Ambulance Service Data Statistical ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-03-05.S1REFERENCE NUMBER:

Advanced Emergency Medical Care Program RecordsRECORDS SERIES 

Service applications, service certification, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 4 

years

Permanent

Final Disposition/Remarks: Microfilm after certification, destroy original

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-03-06.S1REFERENCE NUMBER:

Ambulance Run ReportsRECORDS SERIES 

Statistical information submitted by each ambulance service; includes Iowa Ambulance Emergency Care ReportRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-04-01.S1REFERENCE NUMBER:

Deaf Services ProjectsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-04-02.S1REFERENCE NUMBER:



Statewide List of InterpretersRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-05-01.S1REFERENCE NUMBER:

Renal Disease Patient Case  RecordsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Closure plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-05-02.S1REFERENCE NUMBER:

Renal Disease Statistical Patient DataRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 05-06.S1REFERENCE NUMBER:

Hypertension Reports, Statistical Data, Clinics HeldRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-01.S1REFERENCE NUMBER:



Delegate Agency ReportsRECORDS SERIES 

QuarterlyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-02.S1REFERENCE NUMBER:

Monitoring and Evaluation Reports of Delegate AgenciesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-03.S1REFERENCE NUMBER:

Family Planning TrainingRECORDS SERIES 

All educational training programs established and carried out for state and delegate agency staffRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-04.S1REFERENCE NUMBER:

Monthly Summary of Title XX Claim ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 06-01-05.S1REFERENCE NUMBER:

Monthly and Quarterly Statistical Reports on Cancer ScreeningRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-06.S1REFERENCE NUMBER:

Demographic Data Concerning Teenage Pregnancies, Out-of-Wedlock Births, etc.RECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-01-07.S1REFERENCE NUMBER:

Confidential Abortion ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-02-01.S1REFERENCE NUMBER:

SIDS Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 06-02-02.S1REFERENCE NUMBER:

Copies of Death Certificates on SIDS VictimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-02-03.S1REFERENCE NUMBER:

Copies of SIDS AutopsiesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-03-01.S1REFERENCE NUMBER:

Monthly Log SheetsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-03-02.S1REFERENCE NUMBER:

Fluoridation Grants - Plans and SpecificationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-04-01.S1REFERENCE NUMBER:

Monitoring and Evaluation Reports on ProjectsRECORDS SERIES 

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-04-02.S1REFERENCE NUMBER:

Monthly Reports of Participation DataRECORDS SERIES 

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-04-03.S1REFERENCE NUMBER:

Monthly and Quarterly Ethnic Data Reports from ProjectsRECORDS SERIES 

Records Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-05-01.S1REFERENCE NUMBER:

Monitoring and Evaluation Reports of M & CH ProjectsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-05-02.S1REFERENCE NUMBER:

Program DataRECORDS SERIES 

Agency reports, correspondenceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-06.S1REFERENCE NUMBER:

Rheumatic Fever Prophylaxis Program -Patient RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy when patient reaches age of 21

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 06-07.S1REFERENCE NUMBER:

Birth Defects/Genetic Counseling Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-01.S1REFERENCE NUMBER:

Adoption RecordsRECORDS SERIES 

Records Series Description:

15 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

15 months Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-02.S1REFERENCE NUMBER:

Marriage RecordsRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

6 months Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-03.S1REFERENCE NUMBER:

Birth CertificatesRECORDS SERIES 

Records Series Description:

15 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

15 months Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-04.S1REFERENCE NUMBER:

Delayed Birth CertificatesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years (paper) / Permanent 

(microfilm copy)

Permanent

Final Disposition/Remarks: Retain hard copal and microfilm master in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-05.S1REFERENCE NUMBER:

Death CertificatesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

6 months Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-06.S1REFERENCE NUMBER:

Fetal Death CertificatesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years (paper) / Permanent 

(microfilm copy)

Permanent

Final Disposition/Remarks: Retain hard copy and microfilm master in State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-07.S1REFERENCE NUMBER:

Disinternment ApplicationsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-08.S1REFERENCE NUMBER:

Divorce and Annulment RecordsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years (paper) / Permanent 

(microfilm copy)

Permanent

Final Disposition/Remarks: Retain hard copy and microfilm master permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-09.S1REFERENCE NUMBER:

Amendments to Vital RecordsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-10.S1REFERENCE NUMBER:

Index to Vital RecordsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 07-11.S1REFERENCE NUMBER:

Out of State Vital Records Transcripts  CopiesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year (paper) / Permanent 

(microfilm copy)

Permanent

Final Disposition/Remarks: Retain microfilm master permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 08-01.S1REFERENCE NUMBER:

Health Manpower Statistics ReportRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 08-02.S1REFERENCE NUMBER:

Health Manpower Survey FormsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-01-01.S1REFERENCE NUMBER:

Treatment Program License ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-01-02.S1REFERENCE NUMBER:

Treatment Program Quarterly Evaluation ReviewsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-02.S1REFERENCE NUMBER:

Substance Abuse Training ProgramsRECORDS SERIES 

Materials used, information on sessions held, attendance, and related materialRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-03-01.S1REFERENCE NUMBER:

Client Oriented Data Acquisition Process (CODAP)RECORDS SERIES 

Monthly reports from treatment programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year (source documents) / 5 

years (computer print-outs)

Record series cut-off plus1 year (source documents)  / 5 years (computer print-outs)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-03-02.S1REFERENCE NUMBER:

National Alcoholism Program Information System (NAPIS)RECORDS SERIES 

Monthly reports from treatment programsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year (source documents) / 5 

years (computer print-outs)

Record series cut-off plus1 year (source documents)  / 5 years (computer print-outs)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 09-04REFERENCE NUMBER:

Methadone ProgramsRECORDS SERIES 

Correspondence, regulations, programs dispensing methadone, hospitals sponsoredRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 10-01.S1REFERENCE NUMBER:

Certificate of Need Applications over $100,000RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 10-02.S1REFERENCE NUMBER:



1122 Reviews- under $100,000RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 10-03.S1REFERENCE NUMBER:

Certificate of Need Financial ReportRECORDS SERIES 

Annual reports by hospitals and care facilities, includes balanced sheets, statements of income and expenses, 

and cost reports of services rendered

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 11-01-01.S1REFERENCE NUMBER:

Radioactive Materials LicensesRECORDS SERIES 

Records Series Description:

Termination of licenseRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 11-02-01.S1REFERENCE NUMBER:

Radon CertificationsRECORDS SERIES 

Radon certificates, application forms, inspection/investigation reports, notices of violation, resolution of 

complaints/violations and correspondence

Records Series Description:

Certification expirationRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

While current 50 years While current plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



PHL 12-01-01.S1REFERENCE NUMBER:

County Medical Examiners' Investigative and Autopsy ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

62 years Record series cut-off plus 65 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PHL 12-01-02.S1REFERENCE NUMBER:

State Medical Examiners' Investigative and Autopsy ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Health

Office State Records Center Total

Record series cut-off plus 3 

years

62 years Record series cut-off plus 65 years

Final Disposition/Remarks: Destroy



Public Safety

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-03.S1REFERENCE NUMBER:

Undercover FundsRECORDS SERIES 

Request for undercover funds, telephone request for undercover funds; monthly statement - undercover funds, 

report of recovered undercover funds

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-04.S1REFERENCE NUMBER:

Certificates of Deposit Files for Invest in Iowa and Linked Deposit Programs.RECORDS SERIES 

Includes general information sheet, copy of CD, lender and borrower applications, investment agreement, and 

correspondence

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

While current 3 years While current plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-01.S1REFERENCE NUMBER:

State Building Code AdoptionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-0.S1REFERENCE NUMBER:

State Building Code Registers/LogsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-01.S1REFERENCE NUMBER:

State Building Code Compliance CertificatesRECORDS SERIES 

Certificate completed by the manufacturer notifying Iowa that a modular home was built and is being shipped to 

Iowa for installation

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-02.S1REFERENCE NUMBER:

Installation Certificate for Modular HomesRECORDS SERIES 

Completed by installerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-03.S1REFERENCE NUMBER:

Certificate of ComplianceRECORDS SERIES 

B ModelRecords Series Description:

When model is discontinuedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Discontinuance of model plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-04.S1REFERENCE NUMBER:

Mobile Home Installation CertificateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-05.S1REFERENCE NUMBER:

Certified Installer Approval CertificateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-06.S1REFERENCE NUMBER:

Energy Conservation Compliance Review CertificateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-02-07.S1REFERENCE NUMBER:

Handicapped Review CertificateRECORDS SERIES 

Records Series Description:

Issuance of insigniaRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Issuance of insignia plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-02-03.S1REFERENCE NUMBER:

Plans and Specifications for Handicapped ReviewRECORDS SERIES 

Public and private ownershipRecords Series Description:



When review completedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 6 

months

Completion of review plus 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 01-07.S1REFERENCE NUMBER:

License and Identification Applications for Private Investigative, Private SecurRECORDS SERIES 

Application, personal information, fingerprint cards, criminal history, surety bond form, corporate information, 

exam sheet, complaints, uniform photos and description, and hearing information

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

months

9 years, 9 months Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-02-01.S1REFERENCE NUMBER:

Active Members' FilesRECORDS SERIES 

Peace Officers' Retirement, Accident and Disability SystemRecords Series Description:

Upon employee terminationRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 75 years

Final Disposition/Remarks: Microfilm pertinent records indicative of employee's status at termination and retain 75 years; destroy originals 

and non-pertinent records one year after termination

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-02-02.S1REFERENCE NUMBER:

Retired Members and Surviving Spouses RecordsRECORDS SERIES 

Peace Officers' Retirement, Accident and Disability SystemRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Termination plus 75 years Termination plus 75 years

Final Disposition/Remarks: Microfilm pertinent records indicative of employee's status at termination and retain 75 years; destroy originals 

and non-pertinent records one year after termination

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-01-01.S1REFERENCE NUMBER:

Criminal Investigative Case FilesRECORDS SERIES 



Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-01-02.S1REFERENCE NUMBER:

Narcotic and Drug Enforcement Investigative Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-01-03.S1REFERENCE NUMBER:

Narcotics Undercover FormsRECORDS SERIES 

Cash receipts, monthly statements for recovered cash, requests for funds, serialized money lists, receipts, 

telephone requests for funds

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-01-04.S1REFERENCE NUMBER:

Liquor Investigation FormsRECORDS SERIES 

Report/Hearing complaintRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-02-01.S1REFERENCE NUMBER:

Criminal Intelligence Case FilesRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-02-02.S1REFERENCE NUMBER:

Narcotic and Drug Enforcement Intelligence Case FilesRECORDS SERIES 

Includes undercover formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-03.S1REFERENCE NUMBER:

Crime Laboratory Case FilesRECORDS SERIES 

Property custody receipts, crime scene investigation reports, laboratory reports, photographs, instrument 

recordings, data sheets and related correspondence

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-04.S1REFERENCE NUMBER:

Warrants of ArrestRECORDS SERIES 

Records documenting receipt of an arrest warrant, date of issue and originating court, name of officer assigned 

to serve the warrant, and final disposition of the warrant

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 6 

months

Closure plus 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-05.S1REFERENCE NUMBER:

Record of EvidenceRECORDS SERIES 



Records and receipts for property and evidence obtained and held for court purposesRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Closure plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 01-07.S1REFERENCE NUMBER:

Crime Victim Reparation Program RecordsRECORDS SERIES 

Application, police report, medical provider info.,employer info., correspondence and billing info. from 

claimant

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-01a.S1REFERENCE NUMBER:

Criminal History FilesRECORDS SERIES 

Individual arrests, dispositions, FBI identification records, incarcerations, supervision, restoration of citizenship, 

photographs, copies of fingerprints, dissemination lists

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-01b.S1REFERENCE NUMBER:

Master Fingerprint FileRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-01c.S1REFERENCE NUMBER:



IndexRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Perpetual While current

Final Disposition/Remarks: Purge individual index cards at time master files are purged

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-02-01-01.S1REFERENCE NUMBER:

Monthly Statistical ReportsRECORDS SERIES 

Reports submitted by law enforcement agencies to advise of crimes reported within their jurisdiction; officers 

assaulted; etc.

Records Series Description:

End of current fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

End of current fiscal year Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-02-01-02.S1REFERENCE NUMBER:

Quarterly Compilation of Jurisdictional Statistical ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

1 year Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-02-02.S1REFERENCE NUMBER:

National Uniform Crime ReportsRECORDS SERIES 

Reports submitted by highway patrol posts to state headquarters/FBI - lists peace officers killed or injured on 

duty and crimes charged (other than traffic)

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



LAW 02-02-03.S1REFERENCE NUMBER:

Wanted/Missing Persons ReportsRECORDS SERIES 

Computer entry documentsRecords Series Description:

Data entryRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Entry plus 3 years Entry plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-02-04.S1REFERENCE NUMBER:

Drug Violation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-02-05.S1REFERENCE NUMBER:

NCIC/IOWA Validation CertificationsRECORDS SERIES 

Validation certification response, lists of delinquent agencies, copy of validation certification letter, general 

teletypes reference validation

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 02-03.S1REFERENCE NUMBER:

Criminal Research - Project FilesRECORDS SERIES 

Information requests, general orders/rules, grants, special studiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm after 10 years. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



LAW 03-01-01.S1REFERENCE NUMBER:

Uniform Traffic CitationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-01-02.S1REFERENCE NUMBER:

Police CitationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-01-03.S1REFERENCE NUMBER:

Memorandum of Faulty EquipmentRECORDS SERIES 

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Closure Closure

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-02a.S1REFERENCE NUMBER:

Personal Service/Police Demand OrdersRECORDS SERIES 

Records of driver's licenses or registration and plates surrendered to an officerRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



LAW 03-02b.S1REFERENCE NUMBER:

Surrendered Motor Vehicle Registration and Plates.RECORDS SERIES 

Records Series Description:

When returned to ownerRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Until returned to owner Until returned to owner

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-03.S1REFERENCE NUMBER:

Accident/Fatality ReportsRECORDS SERIES 

Investigating officer's report of motor vehicle accident and fatalityRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-04-0.S1REFERENCE NUMBER:

OMVUI ReportsRECORDS SERIES 

Records of arrests of intoxicated driversRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-05.S1REFERENCE NUMBER:

ICC Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



LAW 03-06.S1REFERENCE NUMBER:

Abandoned and Stolen VehiclesRECORDS SERIES 

Records of recovery of abandoned and stolen vehiclesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-07.S1REFERENCE NUMBER:

HELP LineRECORDS SERIES 

Logs of calls received on HELP LineRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 03-08.S1REFERENCE NUMBER:

Federal Highway Safety ProjectsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-01-01.S1REFERENCE NUMBER:

Accidental Fire Investigative ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

47 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-01-02.S1REFERENCE NUMBER:

Non-Accidental Fire Investigative ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-02-0.S1REFERENCE NUMBER:

Fire Chief ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-02-01.S1REFERENCE NUMBER:

Computerized Report of Fire Chief ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-03.S1REFERENCE NUMBER:

Fire Deaths Record BookRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-04-01.S1REFERENCE NUMBER:

Fire Law Enforcement Officer's OrdersRECORDS SERIES 

Inspector's order for correction of unsafe conditionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-04-02.S1REFERENCE NUMBER:

Health Care Facilities Inspections, Federal SurveysRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-04-03.S1REFERENCE NUMBER:

Building Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-05-01-0.S1REFERENCE NUMBER:

Explosives PermitsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Public Safety Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-05-01-01.S1REFERENCE NUMBER:

Explosives Permits Log BookRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-05-02.S1REFERENCE NUMBER:

Explosive LicensesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-05-03.S1REFERENCE NUMBER:

Explosive Storage Facilities InspectionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-06-01-0.S1REFERENCE NUMBER:

Plan ReviewRECORDS SERIES 

Approval/denial for building plans and specificationsRecords Series Description:

When approvedRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 30 

days

Until approved plus 30 days

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-06-01-01.S1REFERENCE NUMBER:

Letter of Approval for Building PlansRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 04-06-02.S1REFERENCE NUMBER:

Certificates for LicensureRECORDS SERIES 

Form 680-55ARecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 05-01-01.S1REFERENCE NUMBER:

Non-resident Permit Applications to Carry a Concealed WeaponRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 05-01-02.S1REFERENCE NUMBER:

State Employee Permit Applications to Carry a Concealed WeaponRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 05-01-03.S1REFERENCE NUMBER:

Sheriff's Report of Permits Issued to Carry a Concealed WeaponRECORDS SERIES 

For residents that are not state employeesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 05-01-04.S1REFERENCE NUMBER:

Revocations of Permits to Carry a Concealed WeaponRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 05-04.S1REFERENCE NUMBER:

Record of Discharging FirearmRECORDS SERIES 

Investigative report of circumstances regarding discharge of weaponRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 06-01.S1REFERENCE NUMBER:

Riot Control PlansRECORDS SERIES 

Iowa Emergency Plan, Des Moines Police Department Plan, National Bomb Data, Iowa National Guard PlanRecords Series Description:

When no longer currentRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-01.S1REFERENCE NUMBER:

Licensing - FCC Applications and LicensesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-02-01.S1REFERENCE NUMBER:

MessagesRECORDS SERIES 

Teletype printout of all messages handledRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-02-02.S1REFERENCE NUMBER:

Criminal History DataRECORDS SERIES 

Record of all criminal history data transmitted or receivedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-02-03.S1REFERENCE NUMBER:

Weather and Road ReportsRECORDS SERIES 

Teletype printouts of weather and road reports issuedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-02-04.S1REFERENCE NUMBER:

Station LogsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 07-03.S1REFERENCE NUMBER:

Frequency and Modulation ChecksRECORDS SERIES 

Repair tickets, reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-01-0.S1REFERENCE NUMBER:

Capitol Security - Building Log BooksRECORDS SERIES 

Sign in/sign out after hoursRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-01-01.S1REFERENCE NUMBER:

After Hours Building PassesRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-02.S1REFERENCE NUMBER:

Daily ReportsRECORDS SERIES 

Officer's activitiesRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

6 months 2 1/2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-03a.S1REFERENCE NUMBER:

Traffic Warnings/Summons - Officer's CopyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-03b.S1REFERENCE NUMBER:

Traffic Warnings/Summons - OriginalRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-04.S1REFERENCE NUMBER:

Investigative ReportsRECORDS SERIES 

Stolen property, vandalism, personal property damageRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 08-05.s1REFERENCE NUMBER:

Motor Vehicle Accident ReportsRECORDS SERIES 

Persons injured on state propertyRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LAW 10-01REFERENCE NUMBER:

Railroad Special Agent FilesRECORDS SERIES 

Application forms, background information, fingerprints, weapon permits, surety bond, reference letters, credit 

information

Records Series Description:

When employment terminatedRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Until employment terminated Until employment terminated 

plus 25 years

While employed plus 25 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03a.S1REFERENCE NUMBER:

State Patrol Car Reports - Individual by MonthRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03b.S1REFERENCE NUMBER:



State Patrol Car Reports - Individual by YearRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03c.S1REFERENCE NUMBER:

State Patrol Car Reports - Numerical by BadgeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03d.S1REFERENCE NUMBER:

State Patrol Car Reports - Numerical by Badge and PostRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03e.S1REFERENCE NUMBER:

State Patrol Car Reports - Master Car FileRECORDS SERIES 

Officer, vehicle, price, issue dateRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



OFF 05-03f.S1REFERENCE NUMBER:

State Patrol Car Reports  - Vehicle Down TimeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03g.S1REFERENCE NUMBER:

State Patrol Car Reports  - High Mileage CarsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03h.S1REFERENCE NUMBER:

State Patrol Car Reports  - Vehicles over 30 Months OldRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-03i.S1REFERENCE NUMBER:

State Patrol Car Reports  - Garage AssignmentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-04a.S1REFERENCE NUMBER:

Pilots Reports - MonthlyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 05-04b.S1REFERENCE NUMBER:

Pilots Reports - AccumulatedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-04-01.S1REFERENCE NUMBER:

Accident Reports of Persons Injured on State PropertyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 06-04-03.S1REFERENCE NUMBER:

After Hour Admittance Log BookRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 07-01.S2REFERENCE NUMBER:

Construction Project Files - Project Plans, Specifications and Contract RecordsRECORDS SERIES 

Feasibility studies, survey books, site reviews, aerial photos, blueprints, engineering drawings and tracings, 

specifications, contract bids, awards and change orders, etc.

Records Series Description:

Project completionRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Project completion plus 6 

months

49years, 6 months Record series cut-off plus 50 years

Final Disposition/Remarks: Microfilm 6 months after completion, keep film to cover life expectancy of structure

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 01-03.S1REFERENCE NUMBER:

Disciplinary Actions and AppealsRECORDS SERIES 

Written reprimandsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-03-00f.S1REFERENCE NUMBER:

Security Mutual Life Insurance FilesRECORDS SERIES 

Forms and billings for highway patrolmen and retired members of the patrolRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-04-01.S1REFERENCE NUMBER:

Background InvestigationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 75 

years

Record series cut-off plus 75 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 05-04-02.S1REFERENCE NUMBER:

Polygraph Examination ResultsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-03.S1REFERENCE NUMBER:

Agents' Daily Activity ReportRECORDS SERIES 

Daily record documenting the case(s) worked on location, time spent, etc.Records Series Description:

End of current yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Current year 5 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-04-01.S1REFERENCE NUMBER:

Monthly Activity Report by Individual by PostRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-04-02.S1REFERENCE NUMBER:

Accumulated Activity Report by PostRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-04-03.S1REFERENCE NUMBER:

Accumulated Activity Reports - StatewideRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-04-04.S1REFERENCE NUMBER:

Activity Summary ReportRECORDS SERIES 

Officer duty days, sick, holidaysRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-04-05.S1REFERENCE NUMBER:

OMVUI Activity ReportRECORDS SERIES 

Monthly by post and badgeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 09-03-02.S1REFERENCE NUMBER:

Veterans Education BenefitsRECORDS SERIES 

Enrollment forms and other related materialRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Public Safety

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy



Revenue

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-17.S2REFERENCE NUMBER:

Out-of-State Travel AuthorizationsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

3 months 14 years, 9 months Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-02.S2REFERENCE NUMBER:

Cash Receipts Transmittal - ModificationRECORDS SERIES 

Supporting documentation for corporation returnsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

8 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-03.S1REFERENCE NUMBER:

Cash Receipts Transmittal - NewRECORDS SERIES 

Supporting data for corporation returnsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

8 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-11.S1REFERENCE NUMBER:

Receipts for Deposit to State TreasuryRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

6 months 8 years, 6 months 9 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-13.S1REFERENCE NUMBER:

Journals and Related Documentation - Tax DepositsRECORDS SERIES 

Records Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

2 months 2 years and 10 months Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 10-02-01.S1REFERENCE NUMBER:

HearingsRECORDS SERIES 

Petitions for hearing, tapes and transcripts of hearings, and related documentation and evidenceRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Closure Closure plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

OFF 01-04.S1REFERENCE NUMBER:

Parcel Post RecordsRECORDS SERIES 

Request orders for income tax forms and special mailingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 03-02-11b.S2REFERENCE NUMBER:

CertificationsRECORDS SERIES 

-Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While current plus 3 years 7 years While current plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-0.S1REFERENCE NUMBER:

Individual Income Tax ReturnsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-01.S1REFERENCE NUMBER:

Returns - Accounts Receivable PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-02.S1REFERENCE NUMBER:

Returns - Accounts Receivable UnpaidRECORDS SERIES 

UncollectableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-03.S1REFERENCE NUMBER:

List of Nonfilers of Tax ReturnsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Revenue Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-04.S1REFERENCE NUMBER:

Federal PrintoutRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-05.S1REFERENCE NUMBER:

Partnership ReturnsRECORDS SERIES 

IT-3 formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-06.S1REFERENCE NUMBER:

Individual Income Tax Overpayment CreditsRECORDS SERIES 

Computer listing of income tax overpayment creditsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-01-07.S1REFERENCE NUMBER:

Filing ExtensionsRECORDS SERIES 

Request and approvals of extensions of time to file returnsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-01-02.S1REFERENCE NUMBER:

Receipt BooksRECORDS SERIES 

Receipts issued to taxpayer - cash paymentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-01.S1REFERENCE NUMBER:

Employer History FilesRECORDS SERIES 

Records Series Description:

Termination of businessRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-02-0.S1REFERENCE NUMBER:

Wage and Tax Information - State Copies of W-2RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-02-01.S1REFERENCE NUMBER:

Wage and Tax Information - State Copies of 1099RECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

2 years Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-03-0.S1REFERENCE NUMBER:

Assessment RecordRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Until Paid Until Paid

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-03-01.S1REFERENCE NUMBER:

Withholding Tax Assessments PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-03-02.S1REFERENCE NUMBER:

Withholding Tax Assessments UnpaidRECORDS SERIES 

UncollectableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-03-03.S1REFERENCE NUMBER:

Nonresident Withholding Release FilesRECORDS SERIES 

Release from withholding certificates issued to designated Iowa payers of income to non-residentsRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

4 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-03-04.S1REFERENCE NUMBER:

Withholding Agent RefundsRECORDS SERIES 

Authorized refunds of over remittances by withholding agentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-04.S1REFERENCE NUMBER:

1099 PrintoutRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-05-0.S1REFERENCE NUMBER:

Returns - Monthly and Quarterly DepositsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-02-05-01.S1REFERENCE NUMBER:

Returns - Accounts Receivable UnpaidRECORDS SERIES 



UncollectableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-03-01.S1REFERENCE NUMBER:

Estimated Tax Master FilesRECORDS SERIES 

Corporation, franchise and individual income taxRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-03-02.S1REFERENCE NUMBER:

Estimated Billing FileRECORDS SERIES 

Over and under statement of estimated taxes for current individual taxpayersRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-03-03.S1REFERENCE NUMBER:

Estimated Tax Declaration Returns - Individuals, Corporations and FranchisesRECORDS SERIES 

Vouchers, updates accounts receivable payments, old year refunds locator number, original declarations and 

installments

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-01-0.S1REFERENCE NUMBER:



Corporation Tax ReturnsRECORDS SERIES 

IT-2 formsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

4 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-01-01.S1REFERENCE NUMBER:

Returns - Accounts Receivable PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-01-02.S1REFERENCE NUMBER:

Returns - Accounts Receivable UnpaidRECORDS SERIES 

UncollectableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-02.S1REFERENCE NUMBER:

Pseudo Corporation Tax ReturnsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 01-04-03.S1REFERENCE NUMBER:

Pending Audit Adjustments Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 9 

years

Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-04.S1REFERENCE NUMBER:

Receivables Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

4 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-05-0.S1REFERENCE NUMBER:

Refunds Payable Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

4 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-04-05-01.S1REFERENCE NUMBER:

Refund Warrants IssuedRECORDS SERIES 

Batch sheetsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-01-0.S1REFERENCE NUMBER:

Franchise Tax Returns FileRECORDS SERIES 

BanksRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

7 years Record series cut-off plus 9 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-01-01.S1REFERENCE NUMBER:

Return - Accounts Receivable PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-01-02.S1REFERENCE NUMBER:

Return - Accounts Receivable UnpaidRECORDS SERIES 

UncollectableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-02.S1REFERENCE NUMBER:

Pending Audit Adjustments Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-03.S1REFERENCE NUMBER:

Receivables Return FileRECORDS SERIES 

All documents supporting taxpayers liability of additional tax dueRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-04.S1REFERENCE NUMBER:

Refunds Payable Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-05-05.S1REFERENCE NUMBER:

Pending Distribution Return FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-06-01-0.S1REFERENCE NUMBER:

Fiduciary Tax ReturnsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record Office State Records Center Total



Revenue Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-06-01-01.S1REFERENCE NUMBER:

Returns - Accounts Receivable PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-06-01-02.S1REFERENCE NUMBER:

Returns - Accounts Receivable UnpaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-06-02-0.S1REFERENCE NUMBER:

Certificate of AcquittanceRECORDS SERIES 

Cards - current yearRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 01-06-02-01.S1REFERENCE NUMBER:

Certificate of Acquittance for YearRECORDS SERIES 

Computer printoutRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Revenue

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-01-01-0.S1REFERENCE NUMBER:

Iowa Fuel Tax Permit ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-01-01-01a.S1REFERENCE NUMBER:

Recertification, ApprovedRECORDS SERIES 

Application for Iowa Motor Fuel Transporter permit - re-certification of permitted transportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-01-01-01b.S1REFERENCE NUMBER:

Recertification, Not ApprovedRECORDS SERIES 

Application for Iowa Motor Fuel Transporter permit - re-certification of permitted transportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-01-03.S1REFERENCE NUMBER:

License Exemption CertificateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-02-01.S1REFERENCE NUMBER:

Motor Vehicle Fuel Tax Collection and Refunds Master FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-02-02.S1REFERENCE NUMBER:

Fuel Tax Credit MemoRECORDS SERIES 

Credit issued and credit takenRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off pus 1 year 2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-02-04.S1REFERENCE NUMBER:

Fuel Tax Refund ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-03-01.S1REFERENCE NUMBER:

Iowa Motor Fuel Transporters Monthly and Quarterly ReportsRECORDS SERIES 

-Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-03-03.S1REFERENCE NUMBER:

Iowa Marine and Pipeline Terminal ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 02-03-04.S1REFERENCE NUMBER:

Motor Fuel and Special Fuel Bills of LadingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-01-01-0.S1REFERENCE NUMBER:

Cigarette and Retail Cigarette PermitsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-01-01-01.S1REFERENCE NUMBER:

Cigarette and Tobacco PermitsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-01-02-0.S1REFERENCE NUMBER:

Cigarette and Tobacco Products ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-01-02-01.S1REFERENCE NUMBER:

Cigarette and Tobacco BondsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-01.S1REFERENCE NUMBER:

Cigarette Tax Purchase Orders and ReceiptsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-02.S1REFERENCE NUMBER:

Cigarette and Tobacco Tax Revenue RecordsRECORDS SERIES 

Deposit slipsRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-03.S1REFERENCE NUMBER:

Cigarette and Tax ReportsRECORDS SERIES 

Revenue receipt recordsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-04.S1REFERENCE NUMBER:

Cigarette and Tobacco Tax RefundsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-05.S1REFERENCE NUMBER:

Tobacco Tax ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-06.S1REFERENCE NUMBER:

Pitney-Bowes Meter CardsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-07.S1REFERENCE NUMBER:

Cigarette Control LedgerRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-08.S1REFERENCE NUMBER:

Tobacco Control LedgerRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 03-02-09.S1REFERENCE NUMBER:

Unused Cigarette and Tobacco PermitsRECORDS SERIES 

NumberedRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-01-0.S1REFERENCE NUMBER:



Sales and Use Tax Master FileRECORDS SERIES 

Permits and activityRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-01-01.S1REFERENCE NUMBER:

Returns - Quarterly, MonthlyRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-01-02.S1REFERENCE NUMBER:

Returns - Accounts Receivable PaidRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-01-03.S1REFERENCE NUMBER:

Returns - Accounts Receivable Unpaid or UncollectableRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 04-01-01-04.S1REFERENCE NUMBER:

Permits and CollectionsRECORDS SERIES 

Batch claim requests for refundsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-02-0.S1REFERENCE NUMBER:

Sales and Use Tax ReportsRECORDS SERIES 

Audits and county treasurer reportsRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

6 months 4 years, 6 months 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-02-01.S1REFERENCE NUMBER:

County Treasurer TitlesRECORDS SERIES 

Copies of all vehicle titles from each countyRecords Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

3 months 9 months Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-02-02.S1REFERENCE NUMBER:

Use Tax DepositsRECORDS SERIES 

Deposits of county treasurers on use taxRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 04-01-03.S1REFERENCE NUMBER:

County Recorder ReportsRECORDS SERIES 

County recorder reports regarding excise taxRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-04.S1REFERENCE NUMBER:

Construction ContractsRECORDS SERIES 

Copies of contracts reviewed for sales tax complianceRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

6 months 4 years, 6 months Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-05.S1REFERENCE NUMBER:

Closed Tax Review Committee (TRC) FilesRECORDS SERIES 

Hearings for excise tax casesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 04-01-06.S1REFERENCE NUMBER:

Drainage Tile Sales Tax RefundsRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

6 months 4 1/2 years 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 04-02-01.S1REFERENCE NUMBER:

Active/Inactive History FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While active plus 5 years While active plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-01.S1REFERENCE NUMBER:

Assessor ExaminationsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

3 months 4 years, 9 months 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-02-0.S1REFERENCE NUMBER:

Abstracts of AssessmentRECORDS SERIES 

-Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

4 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-02-01.S1REFERENCE NUMBER:

Public Service Company AssessmentsRECORDS SERIES 

Reports submitted by public service companies, valuations as established by director of revenue, copies of 

certifications of such valuations to county auditors, EDP allocation sheets, and orders of the director

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 06-01-03-0.S1REFERENCE NUMBER:

Assessment EqualizationRECORDS SERIES 

All data used in equalization of assessments; orders for equalization of assessments, working papers; etc.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-03-01.S1REFERENCE NUMBER:

Equalization AppraisalsRECORDS SERIES 

Appraisals made by appraisal staff for use by director in equalizing assessmentsRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Closure  plus 3 months 5 years, 9 months Closure plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-04.S1REFERENCE NUMBER:

Sales Ratio Study RecordsRECORDS SERIES 

Correspondence pertaining to real estate transfer records; copies of summary reports; etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-05.S1REFERENCE NUMBER:

Appraisal Data and ReportsRECORDS SERIES 

All data necessary to provide assistance to local assessor; update the Real Property Appraisal Manual; and 

produce the Property Price Guide

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 06-01-06.S1REFERENCE NUMBER:

Valuation and Tax ReportsRECORDS SERIES 

Submitted by county auditors; summary reports of the information contained therein and levy sheets for each 

county

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-07-0.S1REFERENCE NUMBER:

Real  Estate Transfer RecordsRECORDS SERIES 

Submitted by assessors; and summary statistical reports produced from these recordsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-07-01.S1REFERENCE NUMBER:

Real Estate Transfer TaxRECORDS SERIES 

Monthly reports of tax collections by county recorders; internal reports; correspondence, etc.Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

years

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-01-08.S1REFERENCE NUMBER:

Annual State Summary ReportRECORDS SERIES 

County officials tax rates and assessmentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent



01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-01.S1REFERENCE NUMBER:

Property Tax Master FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 6 

years

Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-0.S1REFERENCE NUMBER:

Personal Property Tax CreditsRECORDS SERIES 

Annual listings submitted by county auditors as to amount of tax not collected due to granting of personal 

property tax credits, results of audits of tax credits, and disallowance orders issued by the Director of Revenue 

& Finance

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-01.S1REFERENCE NUMBER:

Exempt Property Reports - AuditorsRECORDS SERIES 

Reports submitted by county auditors pertaining to personal property exemptionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-02.S1REFERENCE NUMBER:

Exempt Property Reports - AssessorsRECORDS SERIES 

Reports submitted by assessors on the value of property exempt from taxation and summaries of dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years



Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-03.S1REFERENCE NUMBER:

County Treasurers' Reports of Reimbursements DueRECORDS SERIES 

Listing amount of money to be reimbursed to counties for homestead, mobile home special assessment and 

military service exemptions granted in each county

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-04.S1REFERENCE NUMBER:

Elderly Credit ClaimRECORDS SERIES 

Used to determine eligibility for and amount of property tax or rent reimbursements and the audit claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-05.S1REFERENCE NUMBER:

Personal Property Replacement and BaseRECORDS SERIES 

Field and county reports and work papers used to determine the replacement and baseRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

1year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-02-06.S1REFERENCE NUMBER:

Personal Property Replacement BaseRECORDS SERIES 

Field and county reportsRecords Series Description:

End of calendar yearRecords Series Cut-off:



Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-03.S1REFERENCE NUMBER:

Property Tax and Rent ReimbursementsRECORDS SERIES 

Information received from county treasurers as to taxes paid by claimants, all records pertaining to billings to 

persons for whom over-reimbursements have been made, status of the processing of claims, and correspondence 

regarding claims filed

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-04.S1REFERENCE NUMBER:

Personal Property Tax OpinionsRECORDS SERIES 

All correspondence pertaining to homestead tax credit, personal property tax credit, and military service tax 

exemption, and opinions pertaining to the tax credit

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-05.S1REFERENCE NUMBER:

Field ReportsRECORDS SERIES 

Daily field reports submitted by field agents auditing tax creditsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-06.S1REFERENCE NUMBER:

Municipal Utility ReportsRECORDS SERIES 



Reports submitted by municipal-owned utilitiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-07.S1REFERENCE NUMBER:

Studies for LegislationRECORDS SERIES 

Research worksheets and summarizationRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 06-02-08.S1REFERENCE NUMBER:

Research Material for Utility AppraisalsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

5 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 07-01-0.S1REFERENCE NUMBER:

Inheritance/Estate FilesRECORDS SERIES 

Inheritance tax report, fiduciary, probate inventory, listing of financial assets, listing of safety deposit box 

assets, will, property tax appraisals, certificates of clearance, correspondence and related material

Records Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 07-01-02.S1REFERENCE NUMBER:



Closed Inheritance/Estate File Index CardsRECORDS SERIES 

Contain pertinent information regarding taxRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-01-01-0.S1REFERENCE NUMBER:

Audit ReportsRECORDS SERIES 

Essential correspondence; worksheets and reports of findingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-01-01-01.S1REFERENCE NUMBER:

Audits-in-ProgressRECORDS SERIES 

Documents on cases referred to field service for auditRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-02-0.S1REFERENCE NUMBER:

Income Tax Return Audits - Protested Audit FilesRECORDS SERIES 

Documents on cases referred to field service for auditRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-02-01.S1REFERENCE NUMBER:



Audit Protest HearingsRECORDS SERIES 

Closed hearingsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-03.S1REFERENCE NUMBER:

Estates and Trusts Audits - Active Audit FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-04-01-0.S1REFERENCE NUMBER:

Iowa Fuel Tax ReportsRECORDS SERIES 

Field auditsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-04-01-01.S1REFERENCE NUMBER:

Interstate Fuel Permit HoldersRECORDS SERIES 

Field audits and assessmentsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 08-04-01-02.S1REFERENCE NUMBER:



Agricultural Fuel Tax Refund AuditsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-01-01.S1REFERENCE NUMBER:

Income Tax Lien FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-01-02.S1REFERENCE NUMBER:

Corporation Tax Lien FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-01-03.S1REFERENCE NUMBER:

Withholding Tax Lien FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



TAX 09-01-04.S1REFERENCE NUMBER:

Sales Tax Lien FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-01-05.S1REFERENCE NUMBER:

Active/Inactive Lien FilesRECORDS SERIES 

Records of accounts not paidRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-02.S1REFERENCE NUMBER:

Paid Lien RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

TAX 09-03.S1REFERENCE NUMBER:

Bankruptcy Notices/PleadingsRECORDS SERIES 

Bankruptcy notice, pleadings filed, trustees reports on claims, discharge notices and other legal documentsRecords Series Description:

When closedRecords Series Cut-off:

Retention

Office of Record

Revenue

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy





Secretary Of State

01/13/2003Adopted Date: 01/13/2003Effective Date:

ADM 04-02.S1REFERENCE NUMBER:

BondingRECORDS SERIES 

Fidelity and performance bonds, blanket bonds, individual bonds, renewals, correspondence (for all agencies 

except Secretary of State's office)

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-01-01.S1REFERENCE NUMBER:

Original PatentsRECORDS SERIES 

Land grants from the State of Iowa to individuals, related correspondence, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-01-02.S1REFERENCE NUMBER:

Land Titles and DeedsRECORDS SERIES 

Deeds to the State of Iowa and of State owned landRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-01-03.S1REFERENCE NUMBER:

Deeds - State Owned LandRECORDS SERIES 

Deeds for land owned by state agenciesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-01-04.S1REFERENCE NUMBER:

Land IndexesRECORDS SERIES 

Description of state owned land, to whom it was sold, and amount of saleRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-02-01.S1REFERENCE NUMBER:

Surveys/Land PlatsRECORDS SERIES 

Original land surveysRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-02-02.S1REFERENCE NUMBER:

Original Surveyors NotesRECORDS SERIES 

Letters from surveyors to the Surveyor General concerning surveysRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-02-03.S1REFERENCE NUMBER:

Field Notes and Township LinesRECORDS SERIES 

Original field notes compiled by surveyors in the early 1800'sRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-02-04.S1REFERENCE NUMBER:

Islands and Abandoned River Channels - Surveys and NotesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-03-01.S1REFERENCE NUMBER:

Incorporation Papers for Cities or TownsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-03-02.S1REFERENCE NUMBER:

City Charter OrdinanceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 02-03-03.S1REFERENCE NUMBER:

City Boundary AdjustmentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-01-01.S1REFERENCE NUMBER:

Domestic Profit Corporations Case FilesRECORDS SERIES 

Live, Delinquent, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm; Send originals to County Recorder

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-01-02.S1REFERENCE NUMBER:

Domestic Non-Profit Corporations Case FilesRECORDS SERIES 

Live, Delinquent, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm; Send originals to County Recorder

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-01-03.S1REFERENCE NUMBER:

Assumed Name - Domestic CorporationsRECORDS SERIES 

Live, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-01-04.S1REFERENCE NUMBER:

Proof of PublicationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-02-01.S1REFERENCE NUMBER:

Foreign Profit Corporations Case FilesRECORDS SERIES 

Live, Delinquent, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-02-02.S1REFERENCE NUMBER:

Foreign Non-Profit Corporations Case FilesRECORDS SERIES 

Live, Delinquent, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-02-03.S1REFERENCE NUMBER:

Registration of NamesRECORDS SERIES 

Foreign CorporationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-02-04.S1REFERENCE NUMBER:

Assumed Names - Foreign CorporationsRECORDS SERIES 

Live, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-03-01.S1REFERENCE NUMBER:

Certificates of Good StandingRECORDS SERIES 

CopiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-03-02.S1REFERENCE NUMBER:

Office Records CertificatesRECORDS SERIES 

CopiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-04.S1REFERENCE NUMBER:

Annual Report FormsRECORDS SERIES 

All corporate and cooperative chaptersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 15 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-05-01.S1REFERENCE NUMBER:

Annual Agricultural ReportRECORDS SERIES 

AR-1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent



Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-05-02.S1REFERENCE NUMBER:

Fiduciary Annual Agricultural ReportRECORDS SERIES 

AR-2Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-05-03.S1REFERENCE NUMBER:

Annual Beef and Pork Processor ReportRECORDS SERIES 

AR-3Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-05-04.S1REFERENCE NUMBER:

County Assessor's ReportRECORDS SERIES 

Annual; names and addresses of every corporation, non-resident alien, trust or other business entity owning 

agricultural land in the county

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-05-05.S1REFERENCE NUMBER:

County Recorder's ReportRECORDS SERIES 

Annual; names and addresses of each limited partnership owning agricultural land or engaged in farming in the 

county

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-06-01.S1REFERENCE NUMBER:

Reservation of NamesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 03-06-02.S1REFERENCE NUMBER:

Trademarks Case FilesRECORDS SERIES 

Live, DeadRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-01-00a.S1REFERENCE NUMBER:

Articles of Incorporation and AmendmentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm.  Send originals to County Recorder; duplicate copy to Commerce/Banking

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-01-0.S1REFERENCE NUMBER:

UCC Financing StatementsRECORDS SERIES 

Records Series Description:

Receipt of termination statement or lapseRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

1 year after receipt of termination statement or lapse

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-01-01.S1REFERENCE NUMBER:

Financing Statement ChangesRECORDS SERIES 

Records Series Description:

Receipt of termination statement or lapseRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

1 year after receipt of termination statement or lapse

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-01-02.S1REFERENCE NUMBER:

Financing Statement Termination - Notice ofRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-01-03.S1REFERENCE NUMBER:

Termination RegisterRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-02-0.S1REFERENCE NUMBER:

Federal Tax Lien RecordsRECORDS SERIES 

Certificates and noticesRecords Series Description:

When releasedRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Until released 5 years Until released

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-02-01.S1REFERENCE NUMBER:

Federal Tax ReleasesRECORDS SERIES 

Records Series Description:

Records Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 07-03.S1REFERENCE NUMBER:

Request for Information- UCC Filings and Tax LiensRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 08-01.S1REFERENCE NUMBER:

Iowa Insurance Companies - Articles of Incorporation and AmendmentsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm and send originals to County Recorder; duplicate to Insurance Department

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-03-01.S1REFERENCE NUMBER:

Wrestling Match Permit ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-03-02.S1REFERENCE NUMBER:

Boxing Match Permit ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-02-00b.S1REFERENCE NUMBER:

Original Bills and Joint Resolutions - AdoptedRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Final Disposition/Remarks: Transferred to Secretary of State via Governor (with original enrolled bill

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 03-07-0.S1REFERENCE NUMBER:

Original Enrolled BillsRECORDS SERIES 

Records Series Description:

End of General AssemblyRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent

Final Disposition/Remarks: Transfer to Governor for signature or veto; transferred by Governor to Secretary Of State (approved or item 

veto), or back to House or Senate (vetoed) Final Depository: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 04-04a.S1REFERENCE NUMBER:

Completed Journals - Certified copyRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Closure Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-02.S1REFERENCE NUMBER:

Proof of Publication of Legislative ActsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 05-05.S1REFERENCE NUMBER:

Laws of IowaRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 12-05.S1REFERENCE NUMBER:

Service of Original NoticeRECORDS SERIES 

Notice of suits filed by Job Service for nonpayment of unemployment contributionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm. Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 16-01.S1REFERENCE NUMBER:

28E AgreementsRECORDS SERIES 

Agreements filed to permit state and local governments to make efficient use of their powers by enabling them 

to provide joint services and facilities with other agencies

Records Series Description:

When no longer in effectRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

While in effect Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-01.S1REFERENCE NUMBER:

Candidacy - Affidavits of CandidacyRECORDS SERIES 

Records Series Description:

10 days prior to general electionRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Until 10 days prior to general 

election

Until 10 days prior to general election

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-02-01.S1REFERENCE NUMBER:

Nominations PapersRECORDS SERIES 

Records Series Description:

10 days prior to general electionRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Until 10 days prior to general 

election

Until 10 days prior to general election

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-02-02.S1REFERENCE NUMBER:

Nominations by Petitions (Chapter 44 Filings)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-02-03.S1REFERENCE NUMBER:

Nominations by Petitions (Chapter 45 Filings)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-03-01.S1REFERENCE NUMBER:

Precinct Boundary MapsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-03-02.S1REFERENCE NUMBER:

Ballot CertificationsRECORDS SERIES 

CopiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 17-03-03.S1REFERENCE NUMBER:

Canvass ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-01-01.S1REFERENCE NUMBER:

Notifications of Vacancy - Supreme Court Judge, District Court Judge, AssociateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-01-02.S1REFERENCE NUMBER:

Supreme Court Judges, District Court Judges, and Associate District Court JudgesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-02-0b.S1REFERENCE NUMBER:

Appointments Files - CopiesRECORDS SERIES 

Records Series Description:

End of appointee's term of serviceRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Thru appointee's term of office Thru appointee's term of office

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-02-03.S1REFERENCE NUMBER:

Oaths of officeRECORDS SERIES 

Records Series Description:

Term of office endsRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Thru appointee's term of office Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-03-01.S1REFERENCE NUMBER:

Notary Applications and BondsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:



Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-03-02.S1REFERENCE NUMBER:

Notary Renewal ApplicationsRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 18-03-03.S1REFERENCE NUMBER:

Notary Identification CertificatesRECORDS SERIES 

Records Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Secretary Of State

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy



Treasurer Of State

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-05.S1REFERENCE NUMBER:

Bank Cash TapesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-12.S1REFERENCE NUMBER:

Warrant RedemptionRECORDS SERIES 

Retrieval informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

10 years (fiche) Record series cut-off plus 10 years (microfiche)

Final Disposition/Remarks: Microfilm. Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-17.S1REFERENCE NUMBER:

Out-of-State Travel AuthorizationsRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

3 months 14 years, 9 months Record series cut-off plus 15 years

Final Disposition/Remarks: Destroy

Adopted Date: Effective Date:

BUD 02-10-22.S1(non paper)REFERENCE NUMBER:

Redeemed Warrants (non paper formats)RECORDS SERIES 

Redeemed warrants (electronic and microform warrants only;  see "Redeemed Warrants (Paper) " BUD 

02-10-22.S1(paper) for hard copy paper warrants)

Records Series Description:

Through cutoff (date of redemption/processing)Records Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Electronic format:  cutoff plus 

10 years.

Microform:  cutoff plus 10 

years.

10



Final Disposition/Remarks:

07/13/2006Adopted Date: 08/02/2006Effective Date:

BUD 02-10-22.S1(paper)REFERENCE NUMBER:

Redeemed Warrants (paper format)RECORDS SERIES 

Redeemed warrants (hard copy paper warrants only;  see "Redeemed Warrants (non paper formats)" BUD 

02-10-22.S1(non paper) for electronic and microform warrants)

Records Series Description:

Through cutoff (i.e., warrant redemption).Records Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Through cutoff. Cutoff plus 18 months Cutoff plus 18 months

Final Disposition/Remarks: Microfilm on receipt from redemption center; retain hard copy 18 months, then destroy; retain microfilm 10 

years, then destroy; retain electronically scanned images 10 years, then delete.

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-10-23.S1REFERENCE NUMBER:

Redemption Daily LogRECORDS SERIES 

Redemption worksheet, OCR console printout, detail of error sheet, warrant changes CP-B 1228, batch card 

changes CP-B 1229

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current plus 1 year 9 years While current plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-03.S2REFERENCE NUMBER:

Cash Receipts Transmittal - NewRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

6 months 9 years, 6 months Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-11-05.S1REFERENCE NUMBER:

Cash Receipts, Daily Receipts ListingRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years



Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-04.S2REFERENCE NUMBER:

Accounting LedgersRECORDS SERIES 

Detail of posting to specific accountsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

1 year Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-06.S1REFERENCE NUMBER:

Daily Detail Reconciliation ListingRECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

3 months 3 months

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-11.S1REFERENCE NUMBER:

Distribution to Cities and Counties Annual PrintoutRECORDS SERIES 

Road use tax, liquor tax, franchise taxRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-15.S1REFERENCE NUMBER:

Treasurer's Daily Balance SheetsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years



Final Disposition/Remarks: Microfilm

07/08/2004Adopted Date: 07/08/2004Effective Date:

BUD 02-12-16.S2REFERENCE NUMBER:

General LedgerRECORDS SERIES 

Posting to fundsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01b.S1REFERENCE NUMBER:

Forgery FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01c.S1REFERENCE NUMBER:

Reports from Counties: Motor Vehicle, Korean Bonus, County Indemnification, MoniRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01a.S1REFERENCE NUMBER:

Investments Sales and Purchases Without Broker ConfirmationRECORDS SERIES 

Sales and purchases for pooled money, investment account, and all other investment funds handled by the 

investment department

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01b.S1REFERENCE NUMBER:

Investments Sale or Purchase With ConfirmationRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

48 years Record series cut-off plus 50 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01c.S1REFERENCE NUMBER:

Summary of Funds - Pooled Money Investment AccountRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01d.S1REFERENCE NUMBER:

Cancelled Checks, Bank Statements, and Deposit SlipsRECORDS SERIES 

Cancelled checks written by the Treasurer's OfficeRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01e.S1REFERENCE NUMBER:

Checks, Deposit Slips and Bank Statements from Individuals Paying Money to the SRECORDS SERIES 

Microfilm copyRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01f.S1REFERENCE NUMBER:

Investments TransfersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01g.S1REFERENCE NUMBER:

TransmittalRECORDS SERIES 

Interest deposited into pooled money investment accountRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01h.S1REFERENCE NUMBER:

Bank Cash LettersRECORDS SERIES 

To balance bank accountsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01i.S1REFERENCE NUMBER:

Cancelled Bonds and CouponsRECORDS SERIES 



Records Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Until paid 20 years Until paid plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01j.S1REFERENCE NUMBER:

Loan AgreementsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01k.S1REFERENCE NUMBER:

Investments Detail Ledger cards (Security History)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

9 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01l.S1REFERENCE NUMBER:

Loan ConfirmationsRECORDS SERIES 

Attached to loan agreementRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01m.S1REFERENCE NUMBER:

Mars ReportsRECORDS SERIES 



Computer listing of debits and credits made by NY bank from that bankRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

6 months 2 1/2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01n.S1REFERENCE NUMBER:

Investment Monthly Work FoldersRECORDS SERIES 

Original papers prepared for investmentsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-01-01o.S1REFERENCE NUMBER:

Daily Debits and Credits ReportRECORDS SERIES 

Daily transaction of investments showing when debited or credited by bankRecords Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

6 months 2 1/2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-02-01-01.S1REFERENCE NUMBER:

William Hawks Scholarship Trust Fund RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 06-02-02-01a.S1REFERENCE NUMBER:

Henry Albert Trust Fund RecordsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/09/2003Adopted Date: 02/13/2003Effective Date:

BUD 06-02-03-01.S1REFERENCE NUMBER:

College Savings Iowa Participant AgreementRECORDS SERIES 

May include savings track exchange request, automatic investment authorization form, information change form 

and 529 plan rollover request

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 6 

months

29 years, 6 months Record series cut-off plus 30 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 07-01-01.S1REFERENCE NUMBER:

Holder ReportsRECORDS SERIES 

Reports from insurance companies, etc., stating that they are holding unclaimed propertyRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current plus 1 year 29 years While current plus 30 years

Final Disposition/Remarks: Destroy.  SEE SOC 2-5 for foster care unclaimed property

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 07-01-02.S1REFERENCE NUMBER:

Claim VouchersRECORDS SERIES 

Record of persons that have been reimbursed for claimsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current 60 years While current plus 60 years

Final Disposition/Remarks: Destroy

01/09/2003Adopted Date: 02/13/2003Effective Date:

BUD 07-01-03.S1REFERENCE NUMBER:

Unclaimed Property Safe Deposit Box ContentsRECORDS SERIES 



Miscellaneous contents of no market value such as wills, life insurance policies, deeds, photographs, etc.Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 6 

months

9 years, 6 months Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 07-01-04.S1REFERENCE NUMBER:

Open-end Credit, Credit Cards, and Financial Services Disclosure StatementsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current 2 years While current plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 08-01-01.S1REFERENCE NUMBER:

Holder ReportsRECORDS SERIES 

All information regarding the dissolution of a company including stock holder informationRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 08-01-02.S1REFERENCE NUMBER:

Claim VouchersRECORDS SERIES 

Record of individuals that have been reimbursed for claims against liquidated corporationsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current 60 years While current plus 60 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 04-07.S1REFERENCE NUMBER:

Monthly Collateral Reports and Applications for WithdrawalRECORDS SERIES 



Includes collateral report, application and consent for withdrawal or substitution of securities and misc. 

correspondence

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

6 months 2 year 2 years, 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-06-0.S1REFERENCE NUMBER:

Iowa Memorial Centennial FoundationRECORDS SERIES 

Scholarship lists, Iowa award information, Governor's graves project, various financial recordsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-06-01.S1REFERENCE NUMBER:

Iowa Centennial Memorial Foundation Scholarship ApplicationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 13-01.S1REFERENCE NUMBER:

United Nations Youth Assembly MaterialRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 09-01-10.S1REFERENCE NUMBER:

IPERS CommissionsRECORDS SERIES 



Records of commissions paid on the IPERS fundRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

19 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-04.S1REFERENCE NUMBER:

Second Injury Fund RecordsRECORDS SERIES 

Includes: briefs, claims, paid financial records, insurance notificationsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Treasurer Of State

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy



Veterans Affairs Commission, Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01a.S1REFERENCE NUMBER:

Cost Accounting ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EDU 03-02-01.S1REFERENCE NUMBER:

War Orphans' Educational AidRECORDS SERIES 

Applications and eligibility determinationRecords Series Description:

When education completedRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 01-03.S1REFERENCE NUMBER:

Armed Forces Graves RegistrationRECORDS SERIES 

Record of U. S. veterans buried in IowaRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-01a.S1REFERENCE NUMBER:

World War I Bonus Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-01b.S1REFERENCE NUMBER:

Additional Bonus and Disability - World War 1RECORDS SERIES 

Records of veterans still receiving assistance/paymentsRecords Series Description:

Death of veteranRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Record series cut-off plus 1 

year

Death of veteran plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-01c.S1REFERENCE NUMBER:

Ledgers and MinutesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-02a.S1REFERENCE NUMBER:

World War II Bonus Case filesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-02b.S1REFERENCE NUMBER:

Ledgers and MinutesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent



Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-03a.S1REFERENCE NUMBER:

Korean War Bonus Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-03b.S1REFERENCE NUMBER:

Ledgers and MinutesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

MIL 02-04.S1REFERENCE NUMBER:

Vietnam Service Compensation Case FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Veterans Affairs Commission, Iowa

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa



Workforce Development

10/11/2007Adopted Date: 10/31/2007Effective Date:

ADM 07-04-03.S1REFERENCE NUMBER:

Open Records Chronological FileRECORDS SERIES 

The record contain correspondence related to open records requests and are used to both track and process open 

records requests.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 2 years 0 Cutoff plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01f.S1REFERENCE NUMBER:

ADP Cost Accounting ReportsRECORDS SERIES 

Accounts payable file, transaction prooflists (93, 64 and 04), general ledger (62), program status (60, 61, 65, 67, 

95. 96, and MA2-66, time distribution (02A, 02B and 02C), property (monthly 41, year end 44 & 45), allotment 

ledgers

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01g.S1REFERENCE NUMBER:

Cost Accounting Expense FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 03-01h.S1REFERENCE NUMBER:

Reports - Cost ModelRECORDS SERIES 

Cost analysisRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 04-01-10.S1REFERENCE NUMBER:

Quality Control CoreRECORDS SERIES 

Confidential audit cases. A.K.A. Random Audits until 1986Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

6 years Record series cut-off plus 7 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01d.S1REFERENCE NUMBER:

Local Office Plans of ServiceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01e.S1REFERENCE NUMBER:

Inter-Agency Special ProjectsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUD 05-03-01f.S1REFERENCE NUMBER:

Unemployment Benefits Issued to ClaimantsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-04-01.S1REFERENCE NUMBER:

Amusement Ride or Device Operator RecordsRECORDS SERIES 

Applications for and copies of permit to operate; inspections; mechanical failure reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-04-02.S1REFERENCE NUMBER:

Amusement Ride or Device Engineering FilesRECORDS SERIES 

Stress analysis, operations manuals, blueprints and diagramsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-05-01REFERENCE NUMBER:

Boilers and Pressure Vessels Inspection ReportsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-05-01-01.S1REFERENCE NUMBER:

Out-of-Use Boiler Inspection ReportsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-05-01-02.S1REFERENCE NUMBER:

Junked Boiler Inspection ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-05-02.S1REFERENCE NUMBER:

Certificates of InspectionRECORDS SERIES 

Records Series Description:

90 daysRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

90 days 90 days

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-05-03.S1REFERENCE NUMBER:

Boiler ExplosionsRECORDS SERIES 

Investigations and reportsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut off plus 10 

years

2 years Record series cut-off plus 12 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-01-0.S1REFERENCE NUMBER:

Installation/Alteration PermitsRECORDS SERIES 

Records Series Description:



Upon final acceptanceRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Final acceptance plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-01-01.S1REFERENCE NUMBER:

Blueprints and PlansRECORDS SERIES 

Records Series Description:

Upon final acceptanceRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Final acceptance plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-02.S1REFERENCE NUMBER:

Certificate of Permission to OperateRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-03.S1REFERENCE NUMBER:

Inspection ReportsRECORDS SERIES 

Records Series Description:

When equipment is no longer usedRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until equipment is no longer 

used

2 years Until equipment is no longer used plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-04.S1REFERENCE NUMBER:

Safety OrdersRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-05a.S1REFERENCE NUMBER:

Safety Tests - AnnualRECORDS SERIES 

HydraulicRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-05b.S1REFERENCE NUMBER:

Safety Tests - AnnualRECORDS SERIES 

Non-hydraulicRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-05c.S1REFERENCE NUMBER:

Safety Tests - Five YearRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-06.S1REFERENCE NUMBER:

Elevator Code Appeal Case FilesRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-06-07.S1REFERENCE NUMBER:

Accident ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-07-01.S1REFERENCE NUMBER:

Asbestos Removal/Encapsulation Contractor PermitsRECORDS SERIES 

Application, correspondence, copy of issued permitRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

End of calendar year 2 years Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-07-02.S1REFERENCE NUMBER:

Asbestos Licensing - Workers, Supervisor/Contractor, Inspector, Management PlannRECORDS SERIES 

Application, training certificate copy, respirator form, medical form, correspondence, copy of issued licenseRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 1 year 3 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-07-03.S1REFERENCE NUMBER:

Asbestos Abatement Project NotificationRECORDS SERIES 

Records Series Description:



End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

End of calendar year 2 years Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

BUS 17-08.S1REFERENCE NUMBER:

Contractor RegistrationRECORDS SERIES 

Application, affidavits, insurance, certificates, citations, fines, assessment lettersRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

years

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-03.S1REFERENCE NUMBER:

EPA-Sec. 312, Tier II - Reporting formsRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

4 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

CON 12-07-04.S1REFERENCE NUMBER:

Material Safety Data Sheets SERC SEC 3.11RECORDS SERIES 

Records Series Description:

End of month receivedRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Month received 9 years 11 months Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 02-01.S1REFERENCE NUMBER:

Employment Agency Licensing FilesRECORDS SERIES 

Applications, fee schedules, contract formRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

2 years Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01a.S1REFERENCE NUMBER:

Applicant Card filesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until purged plus 1 year Until purged plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01b.S1REFERENCE NUMBER:

Applicant Master FileRECORDS SERIES 

MA 171 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

3 month/5 years 3 months/5 years

Final Disposition/Remarks: Destroy quarterly reports when updated; retain year-end and March reports five years destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01c1.S1REFERENCE NUMBER:

Update Master Services Quarterly ReportsRECORDS SERIES 

MA 351 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Destroy quarterly reports when updated; retain year-end and March reports five years destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01c2.S1REFERENCE NUMBER:

Update Master Services Year-end and March ReportsRECORDS SERIES 

MA 351 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Workforce Development

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Destroy quarterly reports when updated; retain year-end and March reports five years destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01d.S1REFERENCE NUMBER:

ESARS Monthly TransactionsRECORDS SERIES 

MA 181 W3Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-01e.S1REFERENCE NUMBER:

Report Extract RecordsRECORDS SERIES 

MA 171 W1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

years

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-01-02.S1REFERENCE NUMBER:

Referral FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

years

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-01a.S1REFERENCE NUMBER:

Employment Service Automated Reporting System (ESARS) Fiche FilesRECORDS SERIES 

Applicant transaction historiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-01b.S1REFERENCE NUMBER:

ESARS Monthly TransactionsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-01c.S1REFERENCE NUMBER:

Report Extract RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-02a.S1REFERENCE NUMBER:

ESARS Federal Report FileRECORDS SERIES 

MA 461 R1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-02b1.S1REFERENCE NUMBER:

Update Year-to-date File, MonthlyRECORDS SERIES 

MA 441 M1Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

1 year 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-02b2.S1REFERENCE NUMBER:

Update Year-to-date File, Year-end ReportsRECORDS SERIES 

MA 441 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

5 years 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-03.S1REFERENCE NUMBER:

ESARS 2% SampleRECORDS SERIES 

MA 501 R1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-04a.S1REFERENCE NUMBER:

ESARS TAA GrantsRECORDS SERIES 

MA 505 R1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-04b.S1REFERENCE NUMBER:

RAFRECORDS SERIES 

MA 540 R1Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-02-04c.S1REFERENCE NUMBER:

Table 22 - Plan of ServiceRECORDS SERIES 

MA 490 R1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-03.S1REFERENCE NUMBER:

Food Stamp FilesRECORDS SERIES 

Notices from Human Services advising that person is receiving food stampsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-04.S1REFERENCE NUMBER:

Counseling Record FilesRECORDS SERIES 

Records Series Description:

Purge of 511Records Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

3 months after purge of 511 3 months after purge of 511

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-05-01.S1REFERENCE NUMBER:

Testing Record FilesRECORDS SERIES 

Vocational Aptitude TestingRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-05-02.S1REFERENCE NUMBER:

Testing Program RecordsRECORDS SERIES 

Re-validation, test release, test training and reportsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current While current

Final Disposition/Remarks: Purge files annually and destroy information which is no longer current or of significant historical value

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06REFERENCE NUMBER:

JOB BANKRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

1 month (hard copy) / 2 years 

(microfiche)

1 month (hard copy) / 2 years (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-01.S1REFERENCE NUMBER:

Job Order FilesRECORDS SERIES 

Records Series Description:

When no longer activeRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While active plus 1 year While active plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-02.S1REFERENCE NUMBER:

Field Office Job Order History FicheRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-03.S1REFERENCE NUMBER:

State Report RecordsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-04a.S1REFERENCE NUMBER:

Job Order Master FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-04b.S1REFERENCE NUMBER:

Purged Job Order Master FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-04c.S1REFERENCE NUMBER:

Update Purged Job Order Master FileRECORDS SERIES 



MA 152 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-06-04d.S1REFERENCE NUMBER:

Update Job Order Trailer RecordsRECORDS SERIES 

MA 122 M1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-07.S1REFERENCE NUMBER:

On-Site Review RecordsRECORDS SERIES 

Reports of reviews of field offices to determine quality of services to groupsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-08-01.S1REFERENCE NUMBER:

Hire and layoff FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-08-02.S1REFERENCE NUMBER:



Major Market and Minor Market FilesRECORDS SERIES 

Histories of employer visitationsRecords Series Description:

When no longer associated with employerRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-08-03a.S1REFERENCE NUMBER:

Clearance DirectoriesRECORDS SERIES 

Records of labor surpluses and shortages by occupationRecords Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-08-03b.S1REFERENCE NUMBER:

Clearance Applications and OrdersRECORDS SERIES 

Records Series Description:

2 monthsRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

2 months 2 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-09-01.S1REFERENCE NUMBER:

Covered Employers ListingsRECORDS SERIES 

Local office records of employers covered under Executive Order 11701Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-09-02.S1REFERENCE NUMBER:



Employer Compliance FilesRECORDS SERIES 

EEO IntentionsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-09-03.S1REFERENCE NUMBER:

Employer Complaint FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-09-04.S1REFERENCE NUMBER:

Applicant Employer Comment FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 03-09-05.S1REFERENCE NUMBER:

Targeted Jobs Tax CreditRECORDS SERIES 

Voucher, applicant characteristics, employer certification, and card letter of request formRecords Series Description:

End of federal fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

07/12/2007Adopted Date: 08/01/2007Effective Date:



EMP 03-09-06.S1REFERENCE NUMBER:

WOTC cert. apps. [superceded 6 Feb 2008 by EMP 03-09-01.S1 and EMP 03-09-02.S1]RECORDS SERIES 

Work Opportunity Tax Credit (WOTC) Certification Applications:  Includes original application, supporting 

documentatiion and a copy of the "Notice of Action"

Records Series Description:

End of calendar year during which "Notice of Action" is issuedRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy.

01/17/2008Adopted Date: 02/06/2008Effective Date:

EMP 03-09-06-01.S1REFERENCE NUMBER:

Work Opportunity Tax Credit (WOTC) Certification ApplicationsRECORDS SERIES 

The original application is completed jointly by the employer, the employee and usually a consultant or private 

employment agency.  Copies of W-2, criminal records and other documents are provided to substantiate 

eligibility.  IWD performs employment and income verification searches and prepares "Notice of Action" forms 

informing the employer and employee whether the application is approved (Certified).

Records Series Description:

Cutoff:  end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 1 year 3 years 4 years

Final Disposition/Remarks:

01/17/2008Adopted Date: 02/06/2008Effective Date:

EMP 03-09-06-02.S1REFERENCE NUMBER:

Work Opportunity Tax Credit (WOTC) DenialsRECORDS SERIES 

The original application is completed jointly by the emloyer, the employee and usually a consultant or private 

employment agency.  Copies of W-2, criminal records and other documents are provided to substantiate 

eligibility.  IWD performs employment and income verification searches and prepares "Notice of Action" forms 

informing the employer and employee whether the application is denied.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 2 years 3 years Cutoff plus 5 years

Final Disposition/Remarks:

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-01-.S1REFERENCE NUMBER:

WIN Applicant Registration FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:



Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-02.S1REFERENCE NUMBER:

WIN Eligibility DeclarationsRECORDS SERIES 

Employers awarded 20% tax reductionsRecords Series Description:

Upon Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-03.S1REFERENCE NUMBER:

WIN Payment QuestionnairesRECORDS SERIES 

Related materialRecords Series Description:

Upon Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-04.S1REFERENCE NUMBER:

WIN/PSE Contracts Case FilesRECORDS SERIES 

Records Series Description:

Upon Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-05.S1REFERENCE NUMBER:

WIN Institutional Training Contracts Case Files.RECORDS SERIES 

Records Series Description:



Upon Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-01-06.S1REFERENCE NUMBER:

WIN Report FileRECORDS SERIES 

REFER ALSO TO: Social Welfare and Rehabilitation SOC 5-1Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-02-01.S1REFERENCE NUMBER:

JTPA/CETA (Comprehensive Employment Training Act) Case FilesRECORDS SERIES 

Notices of participation, requests for allowances and supporting materialRecords Series Description:

Upon Final ActionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-03-01.S1REFERENCE NUMBER:

MDTA and MDTA-OJT Case FilesRECORDS SERIES 

Trainee records, entry, completion and follow-up data for each individualRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-03-02.S1REFERENCE NUMBER:

MDTA Report SummariesRECORDS SERIES 



Record of historical projectsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-04.S1REFERENCE NUMBER:

Job Corps Case FilesRECORDS SERIES 

Applications, placements and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-05.S1REFERENCE NUMBER:

PSE (Public Service Employment Case FilesRECORDS SERIES 

Contracts, trainees enrolled and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-06.S1REFERENCE NUMBER:

SPSE (Supplemental Public Service Employment) Case FilesRECORDS SERIES 

Contracts, trainees, enrolled and related materialRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-07.S1REFERENCE NUMBER:

PEP (Public Employment Program Case FilesRECORDS SERIES 



Contracts and dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-08.S1REFERENCE NUMBER:

OJT - National Case FilesRECORDS SERIES 

Contracts and dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-09.S1REFERENCE NUMBER:

NABS - JOBS Case FilesRECORDS SERIES 

Contracts and dataRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-10.S1-F1REFERENCE NUMBER:

MODS Case FilesRECORDS SERIES 

Registered applicantsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

1 month 1 month

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-10.S1-F2REFERENCE NUMBER:

MODS Case FilesRECORDS SERIES 



Registered applicantsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

1 year (microfiche) 1 year (microfiche)

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 04-11.S1REFERENCE NUMBER:

JIDS Case FilesRECORDS SERIES 

Instructions working papers and completed projectsRecords Series Description:

1974 (last date of record series)Records Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 05-01-01.S1REFERENCE NUMBER:

Immigration FilesRECORDS SERIES 

EmployersRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 05-01-02.S1REFERENCE NUMBER:

Immigration FilesRECORDS SERIES 

ApplicantsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 05-02-01-0.S1REFERENCE NUMBER:

Work Permits - MinorsRECORDS SERIES 



Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 05-02-01-01.S1REFERENCE NUMBER:

Certificates of AgeRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 05-02-02.S1REFERENCE NUMBER:

Street Trade PermitsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 05-02-03.S1REFERENCE NUMBER:

Child Labor Investigation FilesRECORDS SERIES 

The Division of Labor Services staff creates files during the investigation of potential child labor violations.  

The files include referrals or complaints that initiated the investigation, correspondence and notes from 

interviews.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 3 years 4 years Cutoff plus 7 years

Final Disposition/Remarks: Destroy

10/11/2007Adopted Date: 10/31/2007Effective Date:



EMP 05-02-04.S1REFERENCE NUMBER:

Child Labor Special OrdersRECORDS SERIES 

The special orders waive child labor requirements in certain limited circumstances.  A request for a special 

order is typically the only document in the file.

Records Series Description:

Cutoff: end of calendar year.Records Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 2 years 2 years Cutoff plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-01.S1REFERENCE NUMBER:

IESC-652 Master FileRECORDS SERIES 

Data base for employment estimatesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-02-0.S1REFERENCE NUMBER:

CES Master FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Permanent

Final Disposition/Remarks: Microfilm printout after one year and destroy originals; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-02-01.S1REFERENCE NUMBER:

Bureau of Labor Statistics SurveyRECORDS SERIES 

CES and CLTSRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy



01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-02-02.S1REFERENCE NUMBER:

Master of Sample FirmsRECORDS SERIES 

CES and CLTSRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Destroy computer printout after 3 years; retain card file permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-02-03.S1REFERENCE NUMBER:

Reports  - Bureau of Labor statisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm and destroy originals after 2 years; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-03.S1REFERENCE NUMBER:

Labor Force SeriesRECORDS SERIES 

Reports and historiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Microfilm and destroy originals after 5 years; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-04.S1REFERENCE NUMBER:

Benchmark FilesRECORDS SERIES 

Bureau of Labor statisticsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm and destroy originals



01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-05.S1REFERENCE NUMBER:

State Work Force and Labor Force SeriesRECORDS SERIES 

Reports and historiesRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-06.S1REFERENCE NUMBER:

ESARS Reports and HistoriesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-07.S1REFERENCE NUMBER:

Wage Surveys and ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-08.S1REFERENCE NUMBER:

Occupational ProjectionsRECORDS SERIES 

Statistics and reportsRecords Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:



EMP 06-09.S1REFERENCE NUMBER:

Validation ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-10.S1REFERENCE NUMBER:

Affirmative Action ReportsRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-11.S1REFERENCE NUMBER:

Indications of Compliance ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 06-12.S1REFERENCE NUMBER:

Seasonal Farm Labor ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:



EMP 06-13.S1REFERENCE NUMBER:

Mandatory Job Listing Reports (MA5-80)RECORDS SERIES 

Quarterly report of new hires by federal contractors and subcontractorsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-01-0.S1REFERENCE NUMBER:

Employer Data Base FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Purge and update regularly

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-01-01-0.S1REFERENCE NUMBER:

Employers State Files - Covered Employers (ES 202)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-01-01-01.S1REFERENCE NUMBER:

Area Files - Covered EmployersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 10 

years

Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:



EMP 07-02-0.S1REFERENCE NUMBER:

Employer AccountsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-02-01.S1REFERENCE NUMBER:

Quarterly Payroll Wage Records (IESC-20)RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

3 months Permanent

Final Disposition/Remarks: Microfilm quarterly; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-02-02.S1REFERENCE NUMBER:

Quarterly Payroll Wage Records (IESC-21)RECORDS SERIES 

Records Series Description:

3 monthsRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

3 months Permanent

Final Disposition/Remarks: Microfilm quarterly; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-03-01.S1REFERENCE NUMBER:

Unemployment Insurance Tax LedgersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 1/2 

years

3 1/2 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-03-02.S1REFERENCE NUMBER:



Journal of Completed Transfers of Experience, Credit Memo, Refund and Suspense CRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-03-03-01.S1REFERENCE NUMBER:

Credit Memos Issued FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-03-03-02REFERENCE NUMBER:

Credit Memos Outstanding FileRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-03-04.S1REFERENCE NUMBER:

Overpayment Balance by ProgramRECORDS SERIES 

Job insurance overpayment remaining balances, overpayment/reduction balance, update printouts and computer 

records

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

2 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-0.S1REFERENCE NUMBER:



Collection FileRECORDS SERIES 

Accounts receivableRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

5 years Record series cut-off plus 6 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-01.S1REFERENCE NUMBER:

Underpayments DueRECORDS SERIES 

Records Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until paid Until paid

Final Disposition/Remarks: Transfer to Central Employer File when paid

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-02-0.S1REFERENCE NUMBER:

Interest and Penalty FileRECORDS SERIES 

Records Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until paid Until paid

Final Disposition/Remarks: Transfer to Central Employer File when paid

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-02-01.S1REFERENCE NUMBER:

Waiver of Interest or Penalty FilesRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-03.S1REFERENCE NUMBER:

Non-Collectible AccountsRECORDS SERIES 



Records Series Description:

When paidRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until paid plus 5 years Until paid plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-04.S1REFERENCE NUMBER:

Contribution Receivable Adding Machine Tapes - Monthly TotalsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-05.S1REFERENCE NUMBER:

Deposits - Proof SheetsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-06.S1REFERENCE NUMBER:

Delinquent Employers - Ledger CardsRECORDS SERIES 

Records Series Description:

When paid or declared uncorrectableRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Until paid or declared 

uncollectable

Until paid or declared uncorrectable

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-07.S1REFERENCE NUMBER:

Unemployment Insurance Tax Claim VouchersRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-08-0.S1REFERENCE NUMBER:

Quarterly Charge BooksRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-08-01.S1REFERENCE NUMBER:

Chargeback StatementsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-08-02.S1REFERENCE NUMBER:

Chargeback Pay OrdersRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-09.S1REFERENCE NUMBER:

Employer Balance File Trial BalanceRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-10.S1REFERENCE NUMBER:

940 CertificationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-11-0.S1REFERENCE NUMBER:

Transactions in Report Order by National Bank of Des MoinesRECORDS SERIES 

Records Series Description:

6 monthsRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

6 months 6 months

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-11-01.S1REFERENCE NUMBER:

Summaries - Transactions in Report Order by National Bank of Des Moines.RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-04-11-02.S1REFERENCE NUMBER:

Transactions in Account Number Order by National Bank of Des MoinesRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 07-05.S1REFERENCE NUMBER:

IESC Contingency FundRECORDS SERIES 

Penalty and interestRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-0-0.S1REFERENCE NUMBER:

Unemployment Insurance ClaimsRECORDS SERIES 

Records Series Description:

Upon final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Thru final action 3 years Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-0-0.S2REFERENCE NUMBER:

Unemployment Insurance ClaimsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-01.S1REFERENCE NUMBER:

IESC Form 203 FilesRECORDS SERIES 

Notices of separation or refusal to workRecords Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-02-0.S1REFERENCE NUMBER:

Control Record Cards (210)RECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Permanent Permanent

Final Disposition/Remarks: Permanent

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-02-01.S1REFERENCE NUMBER:

Control Files - UXC and UCFERECORDS SERIES 

Records Series Description:

Upon final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-01-03.S1REFERENCE NUMBER:

Continued Claim Report 1B-2RECORDS SERIES 

Records Series Description:

Upon final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-02-0.S1REFERENCE NUMBER:

Claimant Data Base-Unemployment Insurance PaymentsRECORDS SERIES 

Records Series Description:



End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-02-01.S1REFERENCE NUMBER:

Supplemental Benefit Files - Unemployment InsuranceRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-03-0.S1REFERENCE NUMBER:

Special Unemployment Insurance ClaimsRECORDS SERIES 

Records Series Description:

Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Final action plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-03-01.S1REFERENCE NUMBER:

Special Unemployment AssistanceRECORDS SERIES 

History computer cardsRecords Series Description:

Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Final action plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-04-0.S1REFERENCE NUMBER:

Combined Wage ClaimsRECORDS SERIES 



Thru interstate agreementsRecords Series Description:

End of benefit yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Benefit year plus 1 year

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-04-01.S1REFERENCE NUMBER:

Request for Special Payroll Check and Statement of Benefits.RECORDS SERIES 

IESC 154 1B-6Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 4 

years

Record series cut-off plus 4 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-05.S1REFERENCE NUMBER:

Unemployment Insurance ContestedRECORDS SERIES 

Records Series Description:

Final actionRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Final action plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-06a.S1REFERENCE NUMBER:

Overpayment Records, Non-recoveredRECORDS SERIES 

Unemployment insurance claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

10 years 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-06b.S1REFERENCE NUMBER:

Overpayment Records, RecoveredRECORDS SERIES 



Unemployment insurance claimsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Closure Closure plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-07.S1REFERENCE NUMBER:

Workload Tabulations and StatisticsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Permanent

Final Disposition/Remarks: Microfilm after 2 years; retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-08.S1REFERENCE NUMBER:

"243" FilesRECORDS SERIES 

Clarification records of an individual's availability in the labor marketRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

Record series cut-off plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 08-09.S1REFERENCE NUMBER:

By-Products Registration filesRECORDS SERIES 

Unemployment insurance claimants' registrations for work assistanceRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-01-01-0.S1REFERENCE NUMBER:

Occupational Injuries and Illnesses SurveyRECORDS SERIES 



Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current 5 years While current plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-01-01-01.S1REFERENCE NUMBER:

Occupational Injury and Illness Survey WorklistsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-01-01-02.S1REFERENCE NUMBER:

Occupational Injury and Illness Survey TabulationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-02.S1REFERENCE NUMBER:

Standards OSHA Standards Variance FilesRECORDS SERIES 

Applications for variances from OSHA standardsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 10 

years

Permanent

Final Disposition/Remarks: Microfilm after 10 years; retain microfilm permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-03-01.S1REFERENCE NUMBER:

Consultative InspectionsRECORDS SERIES 



Site reviews requested by employer regarding OSHA regulationsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-03-02.S1REFERENCE NUMBER:

Safety and Health Inspection Reports, Citations and AppealsRECORDS SERIES 

Inspection, citation and penalty reports and appealsRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-04.S1REFERENCE NUMBER:

Appeals - Citation Appeals Case FilesRECORDS SERIES 

Notices of contest, pleadings, briefs, settlement agreements, all related informationRecords Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

8 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 11-05.S1REFERENCE NUMBER:

I.O.S.H.A. Discrimination FilesRECORDS SERIES 

Records Series Description:

End of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

7 years Record series cut-off plus 10 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-01-01.S1REFERENCE NUMBER:



Employers Work Injury ReportsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 2 

years

3 years Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-01-02.S1REFERENCE NUMBER:

Employers Work Injury Report TabulationsRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Permanent

Final Disposition/Remarks: Retain permanently in the State Archives of Iowa

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-02-01.S1REFERENCE NUMBER:

Workers Compensation Files - Non litigatedRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While Current 60 years While current plus 60 years

Final Disposition/Remarks: Microfilm upon receipt; retain original in State Records Center; retain duplicate in office while current, then 

destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-02-02.S1REFERENCE NUMBER:

Workers Compensation Files - LitigatedRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While Current 60 years While current plus 60 years

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-02-03.S1REFERENCE NUMBER:



Employee Index FilesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While Current 60 years While current plus 60 years

Final Disposition/Remarks: Prior to 7/79 retained on microfiche, subsequent records on computer index

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-02-04.S1REFERENCE NUMBER:

Designated Claim RepresentativesRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While Current While current

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-02-05.S1REFERENCE NUMBER:

Claim Industry Performance RecordRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 5 

years

Record series cut-off plus 5 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 12-03-0.S1REFERENCE NUMBER:

Waivers on Account of Physical DefectRECORDS SERIES 

Records Series Description:

When no longer currentRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

While current 60 years While current plus 60 years

Final Disposition/Remarks: Microfilm

01/13/2003Adopted Date: 01/13/2003Effective Date:

EMP 13-01-0.S1REFERENCE NUMBER:

Wage Collection Case FilesRECORDS SERIES 



Claims, witness statements, investigations, and reportsRecords Series Description:

ClosureRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Closure plus 1 year 3 years Closure plus 4 years

Final Disposition/Remarks: Destroy

04/14/2005Adopted Date: 05/19/2005Effective Date:

EMP 13-01-01.S1REFERENCE NUMBER:

Unsatisfied Wage ClaimsRECORDS SERIES 

Records series documents investigations of allegations of wage underpayment and, where appropriate, 

collections of wages from employers for distribution to employees.

Records Series Description:

End of calendar year during which case file closedRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

19 years Record series cut-off plus 20 years

Final Disposition/Remarks: Destroy

10/11/2007Adopted Date: 10/31/2007Effective Date:

EMP 13-01-02.S1REFERENCE NUMBER:

Wage Correspondence FilesRECORDS SERIES 

This series includes claims for wages submitted by individuals and the subsequent responses to claimants whose 

claims are determined not to meet the mandated requirements for action by Workforce Development.

Records Series Description:

Cutoff: end of calendar yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Cutoff plus 2 years 0 Cutoff plus 2 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-04.S1REFERENCE NUMBER:

Federal Appeals - UCX, USFE, SUA, FSB, EBRECORDS SERIES 

Records Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 3 

years

Record series cut-off plus 3 years

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

LEG 14-05.S1REFERENCE NUMBER:



Non-Federal Appeals - Regular UI ClaimsRECORDS SERIES 

Records Series Description:

Final date for appealRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 60 

days

Final date for appeal plus 60 days

Final Disposition/Remarks: Destroy

01/13/2003Adopted Date: 01/13/2003Effective Date:

PER 07-03-02.S1REFERENCE NUMBER:

Itineraries for Hearing Officers TravelRECORDS SERIES 

Regarding lower authority appeal hearingsRecords Series Description:

End of state fiscal yearRecords Series Cut-off:

Retention

Office of Record

Workforce Development

Office State Records Center Total

Record series cut-off plus 1 

year

Record series cut-off plus 1 years

Final Disposition/Remarks: Destroy
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