Meeting Minutes 

	Attendees:  See list at end of meeting minutes


	Meeting Subject:    Records Officer Council Meeting
Date:    July 10th, 2013
Meeting Started/Ended At:  1:00 PM – 2:55 PM


	Discussion Points:

	Item 1. Tiffany Galbraith was introduced to the council. Tiffany is now the permanent Office Operations Associate at the State Records Center, where she had worked previously as a limited-term employee. Council meeting minutes will now be recorded by Tiffany and sent out to all attendees. Minutes will continue to be posted to the Public Records Board’s monthly calendar under the appropriate month. 

Item 2. Georgia Thompson initiated a general discussion regarding whether Council meeting minutes should be retained under ADM00025 or ADM00026. ADM00025 didn’t seem appropriate as it applied to boards, councils or commissions appointed by the Legislature or Governor. Some thought ADM00026 was being used too broadly for too many records but it was agreed to keep the minutes under ADM00026 for now.
Item 3. Lynn Condreay notified the Council that she will have drafts to them as soon as possible of new RDAs for records pertaining to public information/communication officers.  

Item 4. Lois Mulder provided a clarification to IT000032 for review. The clarification specified that user accounts by themselves would not be considered a record. All agreed. 
Item 5. Georgia Thompson mentioned that the group working on the Web Content Guidance document is re-reviewing its thoughts. The document may be around 50% complete. The next meeting on the document is July 22nd. The document will be sent to the Council for input before it makes its way to Administrative Officers Council and other approvers. 
Item 6. Georgia Thompson notified Council members that Kathryn Egeland worked with Zasio to fix the CR entry in Versatile is now in production. Effective immediately, new inventory entered into Versatile using CR will correctly accept the document creation date vs. the Versatile input date. And therefore, Versatile will now correctly calculate the destruction date. Georgia let everyone know that Kathryn’s work with Zasio to develop a script to correct dates for all previously stored inventory was disbanded as the script could not be made to work on an agency-specific basis. Kathryn will therefore be working agency-by-agency to correct the existing inventory problems with creation based retentions. 
Item 7.  Georgia Thompson reviewed a records training and education proposal with the Council. There was general discussion that not all agencies send newly hired supervisors to the Officer of State Employment Relations (OSER) training. Instead some agencies such as the Department of Corrections facilitate its own training. There was also general discussion about developing a two-tier training approach for Records Officers, including a video detailing their duties.  The Wisconsin State Historical Society introduced electronic records management training to the proposal and offered to facilitate the training. The idea of purchasing records management materials and copying them to share with other agencies was discussed as an option, providing copyright or license authorizations were honored.  A thought to implement a records management campaign each April to coincide with Records and Information Management month was discussed. Membership and participation in the Association of Records Managers and Administrators (ARMA) was discussed for Records Officers career development as was online self-study for certification by the Institute of Certified Records Managers. There was then a discussion concerning the challenges of agency’s paying for memberships, training and conferences. Seven (7) Council members volunteered to participate in a new training committee charged with prioritizing training needs and developing materials.  The volunteers are Ana Aquino-Perez, Lynn Condreay, Brian Fruits, Sarah Grimm, Dennis Larsen, Abby Norderhaug, Teresa Weidemann and Inger Williams. Georgia stated she would send the training proposal out and contact the seven members to initiate the committee work.
Item 8. Georgia Thompson went over the list of General Records Schedules to identify those undergoing updates or renewals and those which are expiring within the next few years. She then reviewed for discussion a general records schedule placeholder spreadsheet to document changes to be made to schedules. There was brief discussion about how often general records schedules should be updated as each update can potentially lead to updates in other schedules. Some felt either once or twice a year, and someone else felt it depended on the nature of the change. Some felt more examples could be added to the general records schedules. Some felt a history of revisions should be added to each schedule. Georgia mentioned that perhaps a small group of Council members could begin an update project this fall. Everyone did agree that updating and renewing general records schedules does require a huge commitment of time and energy. All agreed the placeholder spreadsheet could be used to document needed changes to general records schedules. Georgia offered to post it online for all to access and add items. Dawn Bluma mentioned it might make more sense for the State Records Center alone to document needed changes to the spreadsheet.  This was agreed upon. The State Records Center will finalize the spreadsheet and begin recording changes needed to the general records schedules. 
Item 9. There was general discussion about writing a strategic plan for the Council indicating its mission, goals and objectives. Some thought there was already a plan in place, perhaps developed during Amy Moran’s time on the Council. Ana Aquino-Perez offered to check into it and get back to the Council with her findings.  

Item 10. Lois Mulder expects to send the I.T. General Records Schedule out to the Council on July 19th for input. 

Item 11. Georgia Thompson advised that she and Lynn Condreay expect to hear back from the Purchasing and Procurement General Records Schedule Committee by July 19th and that the State Agency Purchasing Council and the Inter-Agency Purchasing Council will review in July.

Item 12. Georgia reminded all that the semi-annual destruction authorizations were due back to the State Records Center by August 9th.

Item 13. Dawn Bluma lead a discussion on how controlled correspondence is treated. The issue of, for example, an initial request from a legislator on behalf of a constituent which typically then results in a letter from an agency to that constituent. Lynn Condreay offered that this occurs at the Department of Corrections frequently and that the correspondence is numbered, tracked and responded to. Some felt that existing technology which could redact the personal information could be used however identifying which information to be removed to be HIPAA compliant was confusing. Sarah Grimm at the State Historical Society offered to research technology that is out in the marketplace and get back to the Council. This lead to a discussion of whether or not the Historical Society could be fully HIPAA compliant with records transferred to it. Some felt something could be added to RDAs to address this. Abby Norderhaug of the Historical Society offered to check into this issue and get back to the Council within the next couple of months.    

Item 14. The STAR Project was discussed. (The project seeks to implement one comprehensive administrative system to provide accounting, budget, human resources, payroll and procurement functions in one centralized system, commonly referred to as an enterprise resource planning (ERP) system.) Georgia read a commitment she received from the Division of Enterprise Technology to reach out to the Council at the appropriate time. The Council discussed how records management business requirements would be integrated into the effort. Some members felt the Council needed to be involved now or soon in ERP discussions to ensure records management principles and requirements were included. Others felt the ERP was not intended to include records principles or retention requirements. Some felt it the ERP was too early in the development process for the Council to be engaged. Some felt ERP systems are typically too large to attempt to successfully integrate records management practices. Georgia recommended looking at what other states have accomplished. Everyone agreed to table this discussion for six months. 
Item 15. Georgia provided updates from the State Records Center. There have been four recent tours of the Center and another scheduled for late July. Additional tours can be offered in the fall if there is interest. She mentioned she will be providing a presentation on records management to the Wisconsin Technical Colleges System and to an all-college meeting in Rhinelander on August 2nd.  

Item 16. There was discussion about the status of the OSER survey on records and forms officers. OSER has been in to interview numerous employees in multiple agencies but it seems its findings and recommendations will not be available until this fall. 

Next Meeting:  August 14, 2013, 1:00 pm – 3:00 pm; Department of Administration, Yahara Conference Room.



	Follow-Up Action Items:

1. Georgia Thompson will send a draft of the Web Content Guidance document to the Council for its review as soon as the draft is ready. 

2. Kathryn Egeland will work agency-by-agency on old inventory with creation based retention’s to make sure all inventory has correct information. No timeline was given.

3. Georgia will send the training proposal out and contact the seven volunteers to initiate their committee work to prioritize training needs and develop materials. 

4. Georgia will finalize the general records placeholder spreadsheet and begin recording changes needed to general records schedules.

5. Ana Aquino-Perez will check her files for previous strategy plans for the Council and get back to the Council with her findings.  

6. Abbie Norderhaug will follow-up on HIPAA compliance at the State Historical Society. 


	Additional Comments:




Attendees: 

1. Jodi Gorski – Department of Justice

2. Julie Nischik – Government accountability Board

3. Ken Grant – Department of Veterans Affairs

4. Teri Hatchell – Governor’s Office

5. Inger Williams – Commissioner of Insurance
6. Abbie Norderhaug – Wisconsin Historical Society

7. Sarah Grimm – Wisconsin Historical Society

8. Brian Fruits – Ag, Trade, and Consumer Protection
9. Jeannie Holton – Department of Children and Families

10. Dawn Bluma – Department of Workforce Development

11. Diane Vultaggio – Employee Trust Funds
12. Sharon Cunningham – Investment Bureau
13. Teresa Weidemann – Public Service Commission
14. Dennis Larson – UW College of Extension

15. Lois Mulder – Department of Health Services

16. Mary Hunter – Department of Natural Resources

17. Lynn Condreay – Department of Corrections

18. Ana Aquino-Perez – Department of Transportation

19. Tiffany Galbraith – Department of Administration

20. Georgia Thompson – Department of Administration 

