Meeting Minutes

	Attendees:  Please see end of meeting  minutes


	Meeting Subject:    Records Officer Council
Date:   September 11, 2013
Meeting Started/Ended At:  1:00PM – 3:00PM


	Discussion Points:

	Item 1. Mary Hunter gave a demonstration on SharePoint to the Council to share how DNR used the product for its public records management, tracking and communication purposes. She stated DNR identifies requests in one of three ways: simple, complex or sensitive.   Mary has monthly meetings with approximately 60 Records Coordinators and uses SharePoint to post documents for them and to communicate on a regular basis. She told the Council she implemented SharePoint in June 2012 and uses it for updates on a weekly or as needed basis.  She mentioned the DNR Records Coordinators regularly go into SharePoint to update documents as well. Every time a Records Coordinator makes a change on the site, Mary is sent an e-mail to help her keep current with agency records activities.  A couple of Records Officers mentioned that SharePoint was reviewed but at this point no other agency is using it consistently like Department of Natural Resources. 
Item 2. Georgia Thompson advised the group she did receive the Records Officer Council (ROC) Strategy document from Dawn Bluma and will be taking a closer look at it. 
Item 3. The Records Center has received an overwhelming response to the State Records Center (SRC) tour offerings for the fall. One is scheduled for September and three others in October. If an agency would like to set up a tour, contact Georgia Thompson. The ideal group size is 6-8 people.  The SRC will finish up with fall tours and then wait to start them up again next spring.
Item 4. Georgia discussed syncing-up the Introduction to General Records Schedules content with the most recent General Records Schedules approved by the Public Records Board as the Board seemed to like the preface to the Risk Management Schedule.  The SRC will review the Introduction document to see if minor revisions are needed. The SRC will then share the document with Records Officers for input before presented to the Board for official approval. 
Item 5.  Georgia informed the Council that the next conference call on the Web Content Guidance document was August 30th and that there will likely be one more conference call to finalize it. The document should be ready for Records Officers’ review soon and for presentation to the Public Records Board by the first quarter of 2014.
Item 6. Georgia mentioned that she may have to wait until the beginning of the next records destruction cycle to work with non-responding agencies as the current destruction cycle is now closed. She may touch base with Larry Stanczyk on the possibly of adding another destruction between the current one and the next semi-annual destruction cycle. Regarding encouraging agencies to be more responsive during the destruction cycles, a few Council members shared thoughts such as copying the legal counsel in on destruction correspondence and revising the letter sent to agencies to heighten the importance of regular records destruction practices.  
Item 7. Kathryn Egeland is now working agency-by-agency to review stored inventory at the SRC to verify the accuracy of destruction dates. She started with UW-Madison as it has a higher volume of records stored at SRC. As she works through the agency list, she will send each Records Officer their inventory report to review with her to help identify inaccurate destruction dates for correction. 
Item 8. The SRC continues to look at options for transporting confidential records between agencies and the SRC using some sort of box or sleeve.  Georgia Thompson mentioned that agencies today pay for their own SRC boxes so there is a precedent for agencies to pay for their own file transportation sleeves or envelopes.   A few agencies are already doing this.  
Item 9.  Teresa Weidemann advised that the training committee will be meeting the week of September 16th. The committee will review the materials they have received to date and prioritize the creation of training modules. Georgia mentioned she would reserve 30 minutes on October’s agenda for an update from this committee.  

Item 10.  Lois Mulder advised that the I.T. General Records Schedule is in good shape but feedback from one agency is still pending. Lois expects to have this Schedule before the Public Records Board in the first quarter of 2014. 
Item 11. Georgia let the Council know that she and Lynn Condreay previously sent the Purchasing & Procurement General Records Schedule to all purchasing and procurement staff in state agencies and UW institutions. Responses are due by September 18th. Lynn and Georgia are scheduled to present the Schedule to the Administrative Officers Council on October 9th. They are hoping that although they will miss the official 9/16 cutoff for presenting the Schedule to the Public Records Board that perhaps a workaround could be found to still get it before this Board this year.  
Item 12. Georgia informed the Council that Steve Hirsch will be starting on 9/16/2013 at the SRC to finish work on the Motor Vehicle General Records Schedule renewal and begin the creation of a new Legal General Records Schedule. 
Item 13. Georgia distributed a spreadsheet of recently identified changes to be made to the General Records Schedules. 
Item 14.  Georgia shared some notes from the August Public Records Board meeting. The Board would like its meeting minutes posted on a sidebar vs. in the calendar. The SRC will work to create a new Meeting Minutes sidebar on the Board’s website and then transfer the minutes over to that location. Until completed, the minutes will remain on the calendar.  

Item 15. Georgia shared that the SRC will be reviewing its forms in the future to add performance measurement elements such as date received, date the work is completed, initials of employee completing the work, the number of orders, etc. Before finalizing these changes, the forms will be shared with Records Officers for their own preferred modifications. Increasing the number of entries allowed per form was mentioned by one Records Officer as an improvement.  

Item 16. Georgia mentioned that there are two separate distribution lists in place for Records Officers. One list is used to communicate with all known Records Officers, including those within the University within the ROC of Wisconsin system.  The other is intended to be used by Records Officers to communicate on issues, questions, etc. The latter called the Records Officer Council distribution list. The SRC will update that list, using the names of those who have attended at least one Council meeting in the last several months. Once updated, the SRC will send an email to those named on the distribution list, providing the necessary access information. It was mentioned in a general discussion that when this list is used, those responding should hit “Reply” and not “Reply All”.  The Records Officer initiating the original email may choose to compile all responses and then share that email with all. This approach will help reduce the influx of emails in everyone’s inbox.  

Next Meeting:  October 9, 2013; 1:00 pm – 3:00pm; Wisconsin Administration Building



	Follow-Up Action Items:

1. Kathryn will continue to work agency by agency on existing inventory with creation based retentions to ensure inventory is correct.
2. Georgia Thompson will ensure those who have been in attendance recently to the ROC meetings will be on the ROC distribution list.
3. The SRC will be contacting agencies who have not responded to the semi-annual destruction for some type of action. Georgia will follow up with Larry to propose an added destroy cycle.
4. Agencies should contact Georgia Thompson if they are still interested in getting a tour of the SRC this fall.
5. Georgia Thompson informed the Council that the last conference call on the Web Content Guidance document was August 30th and that there will likely be one more conference call to finalize it and then the document should be ready for Records Officers’ review soon and for presentation to the Public Records Board by the first quarter of 2014.

6. The SRC will review the Introduction document of the General Records Schedule to see if minor revisions are needed.

7. Georgia will reserve 30 minutes on October’s agenda for an update from the training committee.  

8. Responses to Georgia or Lynn on the Purchasing & Procurement General Records Schedule are due by September 18th.

9. The SRC will work to create a new sidebar on the Public Records Board website for the Meeting Minutes from the Public Records Board meetings. 

10. The SRC will be reviewing its forms in the future to add performance measurement elements such as date received, date the work is completed, initials employee completing the work, the number of orders, etc

	Additional Comments:

· Georgia will still continue to work to identify a consistent, efficient and cost effective way to transport loose records back and forth between each agency and the SRC.



Attendees

· Dawn Bluma – Department of Workforce Development

· Sharon Cunningham – State Investment Board

· Peg Eusch – UW-Madison

· Kathryn Egeland – Department of Administration

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

· Tiffany Galbraith – Department of Administration

· Jodi Gorski – Department of Justice

· Teri Hatchell – Governor’s Office

· Jeannie Holtan – Department of Children & Families

· Mary Hunter – Department of Natural Resources

· Helmut Knies – Wisconsin State Historical Society

· Lois Mulder – Department of Health Services

· Dawn Oashgar – Department of Financial Institutions

· Rob Palmer – Leg Technology Services

· Carmi Pietila Cleary – Department of Economic Development Corporation

· Paul Riehemann – Department of Revenue

· Leslie Starczewski – City of Madison

· Georgia Thompson – Department of Administration

· Diane Vultaggio – Employee Trust Funds

· Teresa Weidemann – Public Service Commission

· Inger Williams – Office of the Commissioner of Insurance

