Meeting Recap (Final)

	Attendees:  Please see end of meeting recap.


	Meeting Subject:    Records Officer Council
Date:    June 12, 2013 
Meeting Started At: 1:05 pm
Meeting Ended At:  3:00 pm


	Discussion Points:

	Discussion of Open Items from May 8, 2013 Meeting:

Item 1. Lynn Condreay summarized the status of efforts to date related to news releases and other public relations records for possible addition to the State of Wisconsin’s General Records Schedule for Administrative Records.  Part of the discussion included consideration of retention event or year created language.  The State Historical Society has an interest in these types of records.  Lynn will create a draft and send to records officers for comments.  Records officers are to respond to Lynn with their input by June 28th. The final version of these new retention disposition authorizations (RDAs) will make their way through the usual groups for sign off, including records officers and the Administrative Officers Council.
Item 2. Georgia Thompson advised the Records Officer Council (ROC) that the Motor Vehicle General Records Schedule has been placed on hold by Mike McNally.  The Records Center expects Steve Hirsch will be brought on board in August to chair the committee to review and develop a new draft.

Item 3. Lois Mulder will email the ROC with a suggested change to clarify IT00032 in the Information Technology General Records Schedule. 
Item 4. Georgia Thompson provided an update on status of the Purchasing and Procurement General Records Schedule. The committee next plans to review purchasing and procurement RDAs from other states and organizations. The committee may need additional meetings to finish its review.  It was stated that retention of state purchasing card records is superseded by a series in the General Records Schedule for Fiscal and Accounting records.
Item 5.   Several ROC members are continuing to participate in an effort related to the management of web records including Dawn Bluma, Ana Aquino-Perez, Lois Mulder, Diane Vultaggio and Georgia Thompson. The committee is chaired by Public Records Board (PRB) member Sandra Broady-Rudd.  Helmut Knies of the Wisconsin Historical Society mentioned managing records on the web is a larger issue than included in previous guidance documents created by the PRB. It was felt that perhaps the web content guidance document currently being developed would require new policy similar to Administrative Code 12 for electronic records.  The committee expects to send out a draft document to the ROC for input in July 2013.
Item 6. A general discussion of the Records/Forms Management Specialist (RFMS) survey and audit revealed that some members of the ROC have been interviewed or will be interviewed.  This survey and audit was initiated by the Office of State Employee Relations (OSER) and will likely continue for months. 

Item 7. Kathryn Egeland discussed the status of software scripts that Zasio developed to correct the Creation (CR) retention feature in Versatile. One script is intended to assign accurate destruction/transfer dates going forward when new inventory data is input into Versatile using CR to initiate the start of the retention time period.  The other script will allow the State Records Center (SRC) to work agency-by-agency to correct existing inventory entries. Kathryn will keep all apprised of developments. 
Item 8. An open brainstorming discussion led by Georgia Thompson resulted in the identification of increased and improved training being a very high priority for ROC and various records coordinators and decision makers.  A wide ranging discussion included: train the trainer, web video sessions, web recorded modules, use of open captions, existing procedures, annual ROC meetings with training, electronic records management, Records and Information Management Month (RIMM), new software  and connections to programs offered via membership in the Association of Records Managers and Administrators (ARMA). It was mentioned that the UW-Madison and UW System Administration have excellent videos on basic records management on their websites as does the Department of Natural Resource (DNR) for open records requests. Georgia mentioned that she contacted OSER regarding the addition of records management to new supervisors training and that OSER seemed agreeable. Ana Aquino-Perez mentioned that training for new PRB members should also be included in the overall training plan. Georgia will draft potential next steps and send to records officers for input.

Other initiatives that were discussed by the ROC included developing a process for updating all general records schedules at one time since a change in one often drives a change in another. Georgia Thompson recommended this topic be on the July 10, 2013 ROC meeting agenda.
Compiling a list of all RDAs embedded in general records schedules was mentioned.  A quick review of this list would make it easier for users to then go directly to the applicable RDA without “surfing” through multiple general records schedules (GRS).  Compiling a statewide list of all agency-specific RDAs was also mentioned however it was also mentioned that unless this list could be pulled together in Versatile, creating and maintaining this list would be too challenging. 

Cleaning up RDAs which have sunset was also mentioned as was cleaning up inventory which has met its retention requirement. Georgia Thompson mentioned that the SRC will soon need additional storage space unless the inventory stored at the SRC which is eligible for destruction or transfer is actually disposed of or transferred. She indicated the SRC would be working with agencies to secure authorization for destruction/transfer of those boxes and working with agencies to correct inventory listings with incorrect destruction dates in Versatile. 

Working to develop an enterprise records retention system was mentioned however several members stressed trying to get this off the ground has been tried many times before without success. 

Working with SharePoint to develop program/section/bureau/division-specific electronic central files for working documents was also discussed.  The Wisconsin Department of Health Services (DHS) is working to put this or something similar in place at its agency. The Wisconsin Department of Natural Resource (DNR) is already using SharePoint for its 60 records coordinators. The features include messaging, training, tracking, etc. Both DHS and DNR felt they could offer a demonstration at an upcoming ROC meeting. 
Discussion of New Items:

Item 9. The PRB deadline for submittal of RDAs is June 17, 2013 for review by the Records Management Committee on July 16, 2013. Those submitting RDAs and general records schedules are encouraged to attend the meeting to improve results and effectiveness of this process. Georgia Thompson mentioned that records officers should pay close attention to statutes and descriptions when submitting RDAs.
Item 10. The Wisconsin Department of Justice (DOJ) has scheduled its Public Records and Open Meeting seminars for October 2013.  All records officers are invited and encouraged to attend.  Registration is open September 3, 2013. 

Item 11. UW-Madison’s School of Library and Information Studies Intern Program is available to help organizations with their records management programs. The program offers both paid and unpaid internships. Reaching out well in advance of your records management program needs is encouraged as the interns are usually booked out far in advance. Contact Kristin Eschenfelder at 608-263-2105 for details.

Next Meeting:  Wednesday, July 10, 2013 at the Wisconsin Department of Administration Building, 101 East Wilson Street in the Yahara Room (1st floor).



	Follow-Up Action Items:

1. Lynn Condreay will send records officers a final draft of the public relations RDAs proposed as additions to the Administrative General Records Schedule. Responses are due back to Lynn by June 28, 2013. 
2. Lois Mulder will email the ROC with a suggested change to clarify IT00032 in the Information Technology General Records Schedule. 
3. The committee working on the web content guidance document for the Public Records Board will send out a draft document in July 2013 to records officers for input. 
4. Kathryn Egeland will keep records officers appraised of the testing of Zasio’s scripts in Versatile to correct inventory destructions dates when CR is used as a retention event.

5. Georgia Thompson will draft potential next steps of a training plan and send to records officers for input.

6. Georgia Thompson will add the topic of developing a process for updating all general records schedules to the July 10, 2013 ROC meeting agenda.

7. Georgia Thompson will contact DHS and/or DNR for a SharePoint demonstration at an upcoming ROC meeting. 



	Additional Comments:

· Registration is open September 3, 2013, for DOJ’s seminars concerning Public Records and Open Meetings in October 2013.   
· Contact Kristin Eschenfelder at the UW-Madison School of Library and Information Studies for information on the Intern Program - 608-263-2105.
· Georgia Thompson encouraged those who submit RDAs to the PRB to attend the Records Management Committee meetings to improve results and effectiveness of this process.




Attendees:

1. Ana Aquino-Perez – Department of Transportation

2. Dawn Bluma – Department of Workforce Development

3. Carmi Cleary – Wisconsin Economic and Development Corporation

4. Lynn Condreay – Wisconsin Department of Corrections

5. Kathryn Egeland – Department of Administration

6. Brian Fruits – Department of Agriculture, Trade and Consumer Protection

7. Ken Grant – Department of Veterans Affairs

8. Terri Hatchell – The Governor’s Office

9. Mary Hunter – Department of Natural Resources

10. Roxanne Joyce – Department of Justice

11. Helmut Knies – State Historical Society of Wisconsin

12. Dennis Larson – University of Wisconsin Extension and Colleges

13. Dan Lowndes – Dane County

14. Lois Mulder – Department of Health Services

15. Julie Nischik – Government Accountability Board

16. Paul Riehemann – Department of Revenue

17. Leslie Starczewski – City of Madison

18. Georgia Thompson – Department of Administration

19. Diane Vultaggio – Employee Trust Funds

20. Inger Williams – Office of the Commissioner of Insurance

