Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:    Record Officer Council
Date:  October 9, 2013  

Meeting Started/Ended At:  1:00 PM – 3:00 PM


	Discussion Points:

	Item 1. Dawn McCauley, STAR Project Director, gave a presentation on the STAR (State Transforming Agency Resources) Project to the Council to share information on how the Enterprise Planning Resource (ERP) technology will consolidate IT systems and equipment for improved efficiency and consistency among state agencies and modernize the State’s IT infrastructure. She informed the group that this project will help manage the State’s finance, budget, procurement, business intelligence and human resource functions in more efficient manner than today.  Dawn mentioned that the total cumulative savings for the state in moving forward with this plan is almost $100,000,000 over ten years. The key success factors with the STAR Project are cross-agency leadership engagement and governance as there are minimal agency-specific customizations in the enterprise-wide system.  The STAR Project was initially started in June of 2005 and known as Integrated Business Information System (IBIS) ERP. It was put on hold in April of 2008, but is now a major initiative within state government. The STAR Project leadership team is in place and staff are being recruited. 
Tom Laux and Gordi Klindt, also of the STAR Project, asked Records Officers to work within their agencies to identify retention requirements for the systems which will be replaced by the ERP. To date, the STAR Project has contacted the IT staff in ten agencies regarding their systems. They are:  DATCP, DCF, DHS, DNR, DOA, DOC, DOR, DOT, DWD and ETF. The STAR Project expects agency records officers and IT staff to look at the existing administrative systems which have been identified in their agency and together determine retention periods for any records contained therein.  
Tom Laux and Gordi Klindt will come to the November 13, 2013, Records Officer Council meeting to discuss progress, how best to determine PeopleSoft ERP retention requirements and next steps.  

Item 2. Georgia Thompson informed the Council that the Web Content Guidance document has been sent out to all Records Officers and the IT Directors Council. She informed the group that comments are due to Sandy Broady-Rudd by October 18th, earlier if possible.  Two Council members mentioned that they had already reviewed the document and thought it very helpful and well written but felt the audience changes midway through the document which is confusing. They thought it needed more explanation and could be a little more user-friendly. Georgia asked them to send their comments to Sandra by 10/18. Once the Web Content Guidance is complete it will go through the Administrative Officers Council and then to the Public Records Board for approval. 
Item 3. The Training committee provided the Council with a report outlining the Records Management Training Committee’s progress and approach and received some feedback from the Council. The Council agreed that training should stay consistent across all agencies. The Committee will create toolkits for agencies to do their own training, knowing Records Officers will do some customization to best fit their audiences. The Council thought that focusing on different training areas for different audiences would be beneficial. The Council also thought having short videos to support the training would be beneficial to those who are more visual learners. Peg Eusch mentioned 3-5 minute videos work best and that she has done several for UW-Madison. She said they are on the UW-Madison website. She felt a five minute video on the Web Content Guidance Document would be helpful also. The Training Committee will meet twice per month. 
Item 4.  Abbie Norderhaug asked the Council attendees if anyone has a policy for voicemail record retention as the Wisconsin Historical Society has heard from three agencies wondering if a policy exists. Some agencies offered that they keep voicemail recordings related to call center-type operation separately. These recordings are not converted into emails. Peg Eusch said the UW-Madison does have a Voice Mail Retention Policy. (The policy can be found at: http://www.doit.wisc.edu/telephone/policies/voice-mail-retention.)  Georgia shared with the group that the Public Records Board Policy Committee discussed this subject at its September 27, 2013, meeting. It was offered that some agencies keep voicemail logs and phone logs. Most felt there were very few agencies that keep voicemails as records and that few have the capability of transferring a voicemail into an e-mail to keep as a record. Georgia mentioned that DOA and probably other agencies already have the technology but it just has not been implemented. Everyone agreed that most agencies do not have a policy for voicemail record retention and that right now there is nothing consistent for the record keeping of voicemails. 
Item 5. Georgia mentioned to the Council that there are two separate Records Officers distribution lists used by the Records Center. One list is for all known Records Officers, including the University of Wisconsin institutions. This list is used to notify Records Officers of Council meetings, send Council meeting minutes, send drafts of General Records Schedules and other documents for input, and distribute other official documents on behalf of the Public Records Board.  The other list is comprised of Records Officer names who have attended at least one Council meeting since May 2013. Records Officers have access to the latter and may use it to communicate with Records Officers who typically participate in Council meetings on issues, questions, etc. It was recommended and most agreed that when responding to an email, the sender should hit “Reply” and not “Reply All” to reduce the number of e-mails in everyone’s mailbox. The originator of the email can then collate the responses and send a follow-up message. The address for the distribution list open to Council members is: DOA DL PRB Records Officers Council.
Item 6.  Georgia reminded the attendees that DOJ’s in-person Public Records Seminar is on October 11th.

Item 7. Georgia mentioned that the Records Management Committee Meeting is on October 15th.  She asked Records Officers that have RDA’s up for approval to attend as it is of great help in securing answers the Committee has on their RDAs.  If needed, Records Officers are encouraged to bring subject matter experts to the Committee meeting to answer questions.
Item 8.  Georgia mentioned to the group that the next Public Records Board Meeting is on November 11th. 

Item 9.  Georgia mentioned that the Records Center had previously offered to pull together a listing of all RDAs in the General Records Schedules. She asked if the Council felt doing so would be of value.  The Council thought that having one organized listing would make it easier to find what they are looking for. The idea of having it alphabetically by record series title or providing links or page numbers was given to the Council and everyone agreed that it is something they would like worked on by the SRC in the future. 

Item 10.  Georgia let the council know that Lois Mulder is working on the I.T. General Records Schedule for the first quarter of 2014. 

Item 11. Lynn Condreay advised everyone that the General Records Schedule for Purchasing and Procurement was presented to the Administrative Officers Council on October 9, 2013, and final responses are due by October 18th. Georgia shared that the document is already with the Records Management Committee for review on October 15th. She mentioned that this is out of typical protocol however she is hopeful the Committee will agree to review any changes from the Administrative Officers Council after the 18th and still in time for the November 11th, Public Records Board Meeting. 
Item 12. Georgia informed the Council that Steve Hirsch will have his first meeting with agency fleet managers on the Motor Vehicle GRS renewal on October 10th. Steve feels it will be ready for the Public Records Board approval the first quarter of 2014; however Georgia felt the 2nd quarter might be more likely. Georgia shared with the group that Steve has also started on the new Legal GRS. She mentioned that the names of chief legal counsels from several agencies have been pulled together and would be contacted soon for participation in Legal GRS committee work. Georgia said although she would normally go through Records Officers for outreach within their agency, this contact is to chief legal counsels so the contact will come directly from the State Records Center.  Peg Eusch mentioned that the University already has a legal GRS. Georgia mentioned that Steve is using the UW version as a baseline to begin his work with the committee. 
Item 13. Georgia distributed a list to the Council members of GRS’s that will expire in 2016. She  mentioned that there are five GRS’ which will expire in 2016 and that if the Council could begin work in late 2014, to renew one or two of the GRS’s and again in 2015, we could avoid the bottleneck created when so many expire at the same time. Diane Vultaggio mentioned that she worked on four of the five the last time around and that they were less complicated than others. Dawn Bluma mentioned that it would be great if Steve Hirsch could lead the Fiscal & Accounting GRS renewal as he’s so familiar with it. All felt starting the renewals of the five GRS’ which expire in 2016, would be OK. 
Item 14.  Georgia mentioned that the Records Officer List currently on the Public Records Board site is in numeric order by agency. She asked if the SRC could change it to be listed alphabetically by the name of the Records Officer. The Council all agreed that the list can be changed.  

Item 15. Georgia mentioned to the Council that Tiffany Galbraith will be taking over additional responsibilities at the SRC and that they will be seeing her name more often. This will help free-up some of Kathryn Egeland’s time to help with the various initiatives the SRC is taking on. 
Item 16. Georgia went over box #16 on the RDA form. She mentioned that the latest form is dated April 2010 and box #16 was changed to ask for an “agency official” signature.  She said she had recently been asked if a RDA is a policy. She said she feels signed RDAs are a policy within an agency but the RDA form itself is not a policy. She said she views the RDA form as a mechanism in a process that eventually leads to a policy statement in agencies. She mentioned that agencies should do whatever they can to ensure the appropriate people in their agency are signing in box #16. She stressed that if agencies expect the RDA to be treated as a policy, it made sense to have an agency representative who can defend the policy sign box 16. She said box #14, is for program staff, that box #16 is for a  manager such as a section chief, bureau director, administrator, legal counsel, etc. She said she knows this varies by agency and leaves it up to each agency to secure the appropriate signature for their agency.  Diane Vultaggio mentioned that she has authority within her agency to sign both as the Records Officer and the agency’s official representative. 
Next Meeting:  November 13, 2013 (Wisconsin Department of Administration Building, Yahara Room)



	Follow-Up Action Items:

1.  Records Officers are to work with agency IT staff to establish retention periods for records in existing administrative systems for the STAR Project specific to their agency. 
2. Records Officers are to send their comments on the Web Content Guidance Document to Sandy Broady-Rudd by October 18th.  
3. Records Management Training Committee will be meeting twice a month. The Committee will continue to work to develop a training toolkit comprised of various modules for agency Records Officers.
4. The next Records Management Committee Meeting is on October 15th. Records Officers who have RDAs up for review and approval should plan on attending to answer questions as necessary. Records Officers are encouraged to bring a subject matter expert if needed. 
5. State Records Center will pull a GRS RDA list together to make searching for RDAs in a GRS easier.  

6. The Records Officer Council will begin work in late 2014 to renew some of the five GRS’ that expire in 2016.

7. The SRC will update the Records Officer list on the Public Records Board website to an alphabetical vs. numeric format. 


	Additional Comments:
· Tom Laux and Gordi Klindt will come to the November 13, 2013, Records Officer Council meeting to discuss STAR Project progress, how best to determine PeopleSoft ERP retention requirements and next steps.  
· A new distribution list is available to Council members to communicate among themselves with questions, ideas, etc. Records Officers who have attended at least one Council meeting since May 2013 are on the list and can access the list in the global directory.  The address is: DOA DL PRB Records Officers Council.
· The DOJ’s in-person Public Records Seminar is October 11th.
· The next Public Records Board Meeting is November 11th.
· Lois Mulder is working on the I.T. GRS for the first quarter of 2014.
· Responses to the General Records Schedule for Purchasing and Procurement are due from the Administrative Officers Council by October 18th.
·  Steve Hirsch will continue to work on the Motor Vehicle and Legal General Records Schedules. 
· Records Officers and Coordinators will see Tiffany Galbraith’s name on more and more communications with the Records Center as she takes on additional responsibilities. 
· Records Officers should work within their agencies to secure appropriate signatures in Box #16 of the PRB-001 form to best support the treatment of a fully executed RDA as policy within their agency.
· Madison Area Technical College has a records management program that may have students available for intern work at agencies and institutions.  




Attendees
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· Peg Eusch – UW-Madison
· Tiffany Galbraith – Department of Administration
· Jodi Gorski – Department of Justice
· Anne Marvin – Department of Financial Institutions 
· Julie Nischik – Government Accountability Board
· Abbie Norderhaug – Wisconsin Historical Society
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· Diane Vultaggio – Department of Employee Trust Funds
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