Please complete, fold and return to: Tracy Marshall
Records Management Division
440 South 8" Street, Suite 210
Lincoln, NE 68508-2294
(402) 471-2745

Pursuant to Neb. Rev. Stat. Section 84-1207.01 (R.R.S.1999), | hereby appoint
the following person to be Records Officer for this agency. This name
supersedes all previous appointments.

‘ AGENCY, BOARD OR COMMISSION: EFFECTIVE DATE: ‘
‘ RECORDS OFFICER (PRINT NAME AND TITLE): ‘
‘ AGENCY HEAD SIGNATURE: DATE: ‘

‘ AGENCY HEAD (PRINT NAME AND TITLE): ‘
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SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION
440 S. 8 Street, Suite 210

Lincoln, Nebraska 68508-2294

Phone: 402-471-2559

Fax: 402-471-2406
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STATE AGENCY RECORDS OFFICER DUTIES

The state agency Records Officer is responsible for the overall coordination of Records Management
activities in the agency and is the agency liaison to the Secretary of State, Records Management Division
for all services which include:

e Coordination of the development and all updates of the agency Records Retention and Disposition
Schedule.

e Coordination of State Records Center activities including agency records transfer activities,
agency holdings reports and final approval of all dispositions.

e Coordination of agency scanning and microfilm conversion projects outsourced to the Records
Management Division.

In addition, the Records Officer assists the agency Director in fulfilling their duties as required by state law
(see below).

84-1207.

State or local agency head; duties.

In accordance with general law and with the rules and regulations adopted and promulgated by the
administrator and the board as provided in section 84-1216, the head of any state or local agency shall:

(1) Establish and maintain an active, continuing program for the efficient, cost-effective, modern, and
economical management of the record-keeping activities of the agency;

(2) Make and maintain records containing adequate and proper documentation of the organization,
functions, policies, decisions, procedures, and essential transactions of the agency, designed to furnish
information to protect the legal and financial rights of the state, and of persons directly affected by the
agency's activities;

(3) Make and submit to the administrator schedules proposing the length of time each record series
warrants retention for administrative, legal, historical, or fiscal purposes, after it has been made in or
received by the agency, and lists of records in the custody or under the control of the agency which are not
needed in the transaction of current business and do not possess sufficient administrative, legal, historical,
or fiscal value to warrant their further retention;

(4) Inventory the records in the custody or under the control of the agency and submit to the administrator a
report thereon, containing such data as the administrator shall prescribe, including his or her
recommendations as to which of such records, if any, should be determined to be essential records. He or
she shall review the inventory and report periodically and, as necessary, shall revise the report so that it is
current, accurate, and complete;

(5) Comply with the rules, regulations, standards, and procedures issued and set up by the administrator and
the board and cooperate in the conduct of surveys made by the administrator pursuant to the Records
Management Act; and

(6) Strive to reduce the costs to manage record retention.
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http://nebraskalegislature.gov/laws/statutes.php?statute=84-1216
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