Meeting Minutes

	Attendees:  Please see end of meeting recap


	Meeting Subject:  Records Officer Council 
Date:  August 14, 2013
Meeting Started/Ended At:  1:00PM – 3:00PM


	Discussion Points:

	Item 1. Georgia Thompson informed the group of the next conference call for the Web Content Guidance Document which is in about two weeks, the last Friday of the month.
Item 2. Kathryn Egeland stated the creation (CR) retention in versatile is working well. She advised the Council that the State Record Center (SRC) will continue to watch CR entries to ensure the document creation date is accepted, instead of the versatile input date, therefore calculating the correct destruction date. Kathryn notified the Council that she will soon begin working agency by agency to review inventory destruction dates for any necessary corrections. 
Item 3. Abbie Norderhaug informed the Council that the State Historical Society (SHS) isn’t a HIPAA covered entity and due to the restrictions and the mission of the SHS, it isn’t likely the organization will pursue this. She informed everyone that the SHS continues to follow Chapter 146 to govern health records. Abbie informed the Council that effective January 2013, HIPAA regulations were amended to allow viewing of these types of records 50 years after the death of the individual. She reiterated that the SHS does not let others view records with information covered under HIPAA and that the organization continues to honor all statutory restrictions provided with the retention of records which are transferred to the SHS. If records come to the SHS with restrictions, those restrictions remain in effect.  

Abbie also let the Council know that she is willing to speak with individual agencies as needed to review which records are and are not covered by HIPAA or statutory regulations. 
Item 4. Georgia asked the Training Committee to report on its activities to date. Ana Aquino-Perez stated the committee was awaiting training presentations and materials they requested from other Records Officers by August 16th.  Once received, committee meetings would begin. She felt the first meeting could be in late August.  

Item 5. Lois Mulder reminded the Council that comments on the Information Technology General Records Schedule are due to her by August 21st. 
Item 6. Georgia advised that she and Lynn Condreay met with the Inter-Agency Purchasing Council and the State Agency Purchasing Council in August to review the revised Purchasing and Procurement General Records Schedule. Input is due back to Lynn and Georgia by August 23rd. The next iteration will be sent to Records Officers prior to the September Council meeting and shared with the Administrative Officers Council in October. Dennis Larsen asked that this be sent to all University of Wisconsin institutions for comment. Georgia will do so.
Item 7. Georgia advised that she has received official approval to bring in an outside party to work on the Motor Vehicle General Records Schedule renewal and the creation of a new Legal General Records Schedule. Work should begin in the near future. 
Item 8. Teresa Weidemann shared a copy of the retention disposition authorizations (RDAs) prepared by her and Lynn Condreay which are intended as an addition to the Administrative General Records Schedule. They are asking for feedback from agency Records Officers by August 22nd. To date, six agencies have provided input. A revised draft will be prepared based on agency input and discussed in the September Council meeting. Georgia reminded the Council that these RDAs must be reviewed by each agency’s public information/communications officer and legal counsel to ensure they can comply; and, then presented to the Administrative Officers Council before going to the Public Records Board for approval. 

Item 9.  Kathryn provided history on the Common Records General Records Schedule. It was superseded by the Administrative General Schedule. The Common Records General Schedule is still available for use by local units of government due to concerns about the wording of the preface of the Administrative General Schedule. Once the Administrative General Schedule is updated, the common Records General Schedule can be closed. This work will be added to the General Records Schedule placeholder worksheet. 
Item 10. Georgia initiated general discussion about the Introduction to General Records Schedules, also called the “boilerplate”. She noted the amount of work that went into creating a preface to the Risk Management and Purchasing and Procurement General Records Schedules and asked the Council whether it preferred to 1) Continue writing detailed prefaces for each individual Schedule; 2) Significantly reduce the preface by directing readers to the “boilerplate”; or, 3) Continue with both a detailed preface with each Schedule and the “boilerplate”. Most felt they wanted whatever was the most user-friendly but also felt that most users don’t even read the preface.  Most then felt they wanted the preface in each Schedule shortened with references to the “boilerplate”. Someone asked if legal counsel should be consulted. Georgia agreed to speak with DOA Legal. 

Item 11. Georgia initiated discussion about the last sentence of the Versatile User Instructions which are sent by the SRC to each new user after setup along with a cc: to the Records Officer. A Records Officer had asked her if the last sentence which currently reads, “Let me (Kathryn Egeland) know if you need anything else”, could be changed to, “Please contact your agency Records Officer listed above with questions”. This lead to a broader discussion of the role of the Records Officer and the SRC in answering general procedural and Versatile questions; and, how the SRC relies on Records Officers for frontline security in managing access to records. It was a good discussion but no conclusions or decisions were reached other than the Council agreed it is acceptable to re-word the last sentence of the Versatile User Instructions to refer the user to the agency Records Officer. 
Item 12. Georgia mentioned there were 17,402 boxes of inventory eligible for transfer or destruction in the most recent semi-annual disposition cycle and 7,877 holds (45%) of inventory. SRC will be contacting the agencies who have yet to respond to the latest destruction/transfer report.  

Item 13. Georgia notified the Council that the SRC FY14 Fee Schedule would most likely remain the same but due to the potential for a negative program position it could possibly increase in FY15. Georgia also initiated discussion on perhaps adding a new fee to the FY15 schedule to charge an additional amount for inventory stored at the SRC that is well beyond its destruction/ transfer date. Some were not comfortable with the idea. 
Item 14. Georgia notified the Council again that a few agencies have contacted her asking the SRC to find a way to send their confidential records in a confidential manner. The major concern is related to files which are pulled from boxes at the SRC; rubber-banded and then delivered in that fashion. She shared that some agencies currently provide their own envelopes, canvas zip bags or plastic tubs to the SRC for the back and forth movement of their confidential records. She asked the Council members present for their thoughts on whether the agency or SRC should provide the envelopes, bags or tubs and it seemed some felt it was the agency’s responsibility while others did not. Georgia asked Records Officers to contact her if their agency has a special request in this regard.  
Item 15. Georgia mentioned to the Council that a few Records Officers have contacted her asking if the Council meeting time could be moved later in the day. Many employees leave at 3:30, 4:00 or 4:30 so moving it back later may make it more convenient. Georgia asked if the Council wanted to move the meeting back or, perhaps even move it to 8:00 or 8:30 am. The Council felt the meeting time should remain the same, 1:00 pm – 3:00 pm.  

Item 16. Kathryn mentioned that she and Larry Stanczyk from the SRC have provided several tours of the Records Center in recent months and that they have been receiving good feedback. There currently are two tours on the books for this fall and the opportunity for other tours to be scheduled before winter. A Records Officers asked if “open tours” for multiple agencies can be scheduled and the SRC agreed to do so. 
Item 17. Georgia mentioned the SRC earned $69,600 for paper recycling in FY12 but only $24,400 in FY13 due to the decrease in what vendors are paying per ton. Georgia asked how many agencies make their own arrangements for paper shredding/ recycling and many do. She asked how the Council felt about the release of a statewide request for proposal/bid for shredding and recycling and it seemed most were comfortable with the idea. 
Item 18. Georgia asked if DNR would agree to give a presentation to the Council in the September meeting on its use of SharePoint in records management or, if DWD would give a presentation on how it manages email messages. Mary Hunter of DNR agreed to provide a SharePoint demonstration. 

Item 19. Ana Aquino-Perez asked if a presentation could be given to the Council on the status of Microsoft Exchange.  Georgia agreed to contact the project manager to see if this can be arranged.
Next Meeting:  September 11, 2013; 1:00 pm – 3:00 pm; Wisconsin Administration Building.


	Follow-Up Action Items:

· Kathryn Egeland will work agency-by-agency on old inventory with creation based retentions to ensure all inventory has correct disposition information. 
· Records Officer’s comments on the Information Technology General Records Schedule are due to Lois Mulder by August 21, 2013. 

· Georgia Thompson will send the Purchasing and Procurement General Records Schedule draft to Jennifer Lattis at the University of Wisconsin System Administration for distribution to the institutions.

· Records Officer’s comments on the public information/communication officer RDAs are due to Lynn Condreay and Teresa Weidemann by August 22, 2013. Records Officers must share the RDAs with their public information/communication officers and legal counsel for review and input.
· Kathryn Egeland will add revising the preface of the Administrative General Records Schedule to include a few sentences regarding the use of the schedule by local units of government to the General Records Schedule placeholder spreadsheet. 

· Georgia will contact DOA Legal Counsel on whether the preface of each General Records Schedule can be shortened by referencing the “boilerplate”.

· Kathryn will re-word the last sentence of the Versatile User Instructions referring the new user to their agency Records Officer for questions. 

· The SRC will contact agencies which have not yet responded to the semi-annual destruction/ transfer request for action. 

· Georgia will schedule some “open tours” for multiple agency participation this fall.  
· Georgia Thompson was going to contact DOA Legal to make sure that a change of General Records preface is able to be edited and shortened. 
· Mary Hunter will provide a SharePoint demonstration in the September Council meeting. 
· Georgia will contact the Microsoft Exchange project manager to see if an update can be provided at a future Council meeting. 



	Additional Comments:

· Given that three general records schedules will be discussed in the September Council meeting, a larger portion of the agenda will be set aside for those discussions.  
· Georgia will continue to work to identify a consistent, efficient and cost effective way to move loose records back and forth between the agency and the SRC. Records Officers should contact her if their agency has a special request in this regard.  



Attendees

· Ana Aquino-Perez – Department of Transportation

· Dawn Bluma – Department of Workforce Development

· Sharon Cunningham – State Investment Board

· Kathryn Egeland – Department of Administration

· Brian Fruits – Department of Agriculture, Trade & Consumer Protection

· Tiffany Galbraith – Department of Administration

· Ken Grant – Department of Veterans Affairs

· Vicki Halverson – Public Lands, Board of Commissioner

· Teri Hatchell – Governor’s Office

· Jeannie Holtan – Department of Children & Families

· Mary Hunter – Department of Natural Resources

· Dennis Larsen – UW College of Extension

· Lois Mulder – Department of Health Services

· Julie Nischik – Government Accountability Board

· Abbie Norderhaug – State Historical Society

· Dawn Oashgar – Department of Financial Institutions

· Rob Palmer – Leg Technology Services

· Carmi Pietila Cleary – Department of Economic Development Corporation

· Leslie Starczewski – City of Madison

· Georgia Thompson – Department of Administration

· Diane Vultaggio – Employee Trust Funds

· Teresa Weidemann – Public Service Commission

