Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   November 13, 2013
Meeting Started/Ended At:  1:00 PM – 3:00 PM


	Discussion Points:

	Item 1. Tom Laux, STAR Project, reviewed the spreadsheet previously sent to ten agencies to establish retentions for records stored within their systems. Some technology systems within agencies will be eliminated or retired by the ERP in the future. The spreadsheet will ensure that   information stored in existing systems is retained according to any Retention Disposition Authorization (RDA) or any system requirement before the system is retired. Kathy Skiera of the Department of Administration’s, Division of Enterprise Technology, has been in contact with all agencies IT departments.
Tom informed the Records Officer Council (ROC) that the ERP will be a PeopleSoft interface implementation. The first two modules implemented will be finance and procurement which includes grants and assets. The second group will be human resources and budgeting. The systems for each agency will be evaluated individually. It will then be determined which systems will be replaced by PeopleSoft. Kyle Beck, STAR Project, will be working to determine which agency systems will be replaced and the records retention aspect of those systems.  Each agency will receive a copy of the spreadsheet identifying agency systems. The agencies are to complete the column that reads, “Data Retention Requirements” and return it to their IT contact and Kyle Beck.  The STAR project team will then determine a strategy to decommission each application. Agencies should individually determine how much information they wish to actively retain in their systems to be decommissioned.  Records Officers are to return the completed spreadsheet to Kyle Beck by December 31, 2013. 
Georgia Thompson will send Tom the list of Records Officers in each agency so he can activate their access to SharePoint to then access their spreadsheet. Spreadsheets should be checked-out of SharePoint, completed and then checked-in to SharePoint. 
Item 2. Georgia informed the Council that the Web Content Guidance Document committee meets every month and the next meeting is November 14, 2013.  They are still receiving feedback form various agencies. 
Item 3. Ana Aquino-Perez provided the Council with a report outlining the ROC Training Committee’s progress. Ana informed the Council that they are working on the first module which aims to provide high level Records Management awareness to all staff including new employees, supervisors, high level managers and Public Records Board (PRB) Members. Some of the training materials will include procedures, etc., for Records Coordinators. The Committee will ensure this information is in the form of a training module vs. a fact sheet, including PowerPoint’s and videos. Paul Riehemann and Georgia recapped a PowerPoint presentation given by them to a group of DOR employees. The presentation was 1 ½ hours long and included managers, Bureau Directors, Records Coordinators, supervisors, Section Chiefs and the Chief Legal Counsel of the Department of Revenue. Some of the Council members were very interested in this presentation and wanted to sit in on the November 21, 2013 presentation to get some more ideas. Although the information forms this presentation will benefit other Council members each agency will have to customize it to their particular agency. 
Item 4. Dawn Bluma provided the Council with an update on Exchange 2013.  Dawn stated that the earlier committee chaired by Lisa Jorgenson intended to provide a certain number of archived emails to agencies however it now appears as though there will be a license cost associated for each employee. Adding retentions to folders will be part of the license cost. Some retentions will work in regular mailboxes but it is unknown which at this time. Currently the Division of Enterprise Technology is working with agency email administrators vs. Records Officers on this initiative. Dawn advised the Council that data backups are being extended from 14 days to 32 days. Dawn offered to send a link to ROC members and did so. (See the Additional Comments section near the end of this document for the link.)  
Item 5.  Sharon Cunningham asked the Council about minimum retentions. Sharon noted that retention periods are often referred to as minimum retentions. As such, she wondered if a retention range could be created in Versatile, or otherwise, for RDAs in General Records Schedules which would then allow agencies to select the minimum or another retention period within the range. The Records Center didn’t feel this could be done within Versatile and that even if it could be, it would create confusion. Council members felt the current process should be kept, requiring agencies with specific retention requirements to write a unique RDA. The bottom line is that agencies who want to retain documents longer than the minimum period outlined in a GRS must write an agency-specific RDA and include as much justification as possible for the longer retention so that the PRB will approve it.
Kathryn Egeland of the Records Center is continuously working agency by agency to get all inventory reviewed. Kathryn informed the Council that UW-Madison reviewed 6,200 boxes and out of that 5900 had changes made, bringing up many boxes for destruction in the next 3 cycles. Kathryn will continue working with each agency through December of 2014 to ensure that all inventory stored at the Records Center is accurately recorded.
Item 6. Ana provided the Council with an e-mail indicating that OSER is continuing to review the Records Officer classification. The e-mail states that OSER is in the final stages of the survey process and awaiting final input on spec language from agencies by the end of this week. Once they have legal review and final approval there will be a more detailed summary sent to all involved with and affected by the survey. 
Item 7. Georgia notified the Council that Larry Stanczyk and Steve Georgeff at the Records Center will be sending out the new destroy/transfer spreadsheets in mid-December to all agencies. Prior to that, agencies had many holds or non-responses will receive a letter by the end of November asking them to respond on inactive records which have met their lifecycle.
Item 8.  Georgia gave a brief update of the PRB meeting that was held on 11/11/13. The PRB approved all the RDA’s and GRS for Purchasing and Procurement Updating State Statutes to clarify voting and non-voting members of the PRB was an agenda discussion as was adding the state’s Chief Information Officer to the Board, early next year. Georgia shared that she was asked by the Board to pull together for the next meeting some of the capabilities of Versatile to see if a type of registry could be created on demand. The PRB Calendar for 2014 was approved and sent out 11/12/13. Matt Blessing, the PRB Chair, gave a presentation on the new Historical Society’s Preservation site with the Veterans Museum. The new facility will include six separate environmentally controlled zones, museum storage, etc. The current building will be demolished in mid-January. Georgia also shared with the Council the PRB’s discussion of a website where vital records are posted which seems to violate state statute. The Wisconsin Historical Society is working with the website owners and the appropriate counties on a course of action. It is in Brown County and includes things like marriage, death and birth information which appears to come from three main sources. The PRB thought that the Department of Health Services and the Historical Society would be the best agencies to reach out to Brown County and take further action.
Item 9. Lois Mulder will be working on the I.T. GRS. 
Item 10. Lynn Condreay stated the PRB approved the Purchasing and Procurement General Records Schedule on 11/11/13. The new document will be distributed soon. Agencies that wish to supersede existing RDA’s and inventory stored at the Records Center must proactively reach out to Kathryn Egeland.
Item 11. Georgia mentioned that Steve Hirsch continues to work  on the Motor Vehicle & Legal 
GRS’.   A draft was reviewed by the Motor Vehicle General Records Schedule Committee which asked that licensed, over the road equipment be added. Some committee members also asked that RDAs for aircraft also be included. Both were agreed to by Steve Hirsch and all committee members.  The Committee hopes for submission to the PRB in the second quarter of 2014. 
The Legal GRS kickoff meeting, which was October 30th, went very well. The committee felt it would not need many RDAs. They felt that if a program area reached out for legal advice, the request and response would follow the RDA from the program area unless it was part of an official case file. The committee hopes for submission to the PRB in the second quarter of 2014.
Item 12.  Georgia reminded the Council that if they weren’t able to make the Department of Justice’s, October 11th Public Records seminars they are now posted on the DOJ website.  
Item 13. Georgia informed the Council that the PRB has asked that PRB meeting minutes be posted via links on the left side bar of the PRB website. They will be able to be accessed by clicking on Meeting Materials on the left side bar. Georgia will let the Council know when this website work has been completed. The PRB also asked that the meeting minutes be posted in a searchable PDF and asked the Records Center to go back one year and re-post its minutes in that manner. 
Item 14. Georgia mentioned that modifications to General Records Schedules should be sent to the PRB for approval in the first quarter of 2014. For example, superseding the Materials Safety Data Sheets from the Facilities GRS to Risk Management GRS.  The Records Center will initiate this work.  
Item 15. Georgia informed the Council that all 2014 ROC meetings are confirmed in Room 430, in the Department of Administration Building but the 12/11/13 meeting will still be in Room 122.
Next Meeting:  December 11, 2013 (Wisconsin Department of Administration Building, Yahara Room)



	Follow-Up Action Items:

1. Georgia Thompson will send Tom Laux the Records Officer list so that all RO’s can activate SharePoint.
2. Records Officers must return a completed spreadsheet identifying the retention requirements of its agency’s system information by the end of 2013. 
3. The next Web Content Guidance Document meeting is November 14th, 2013
4. Dawn Bluma will provide a link to Council members on the Exchange Server 2013 project.  (See Additional Comments below.) 

5. All agencies will soon be sent the end of the year (mid-December) destruct/transfer reports. 

6. Lois will continue working on the I.T. GRS revisions. 
7.  The newly updated Purchasing and Procurement General Records Schedule will be distributed to agency Deputy Secretaries and Records Officers soon.

8. Records Officers must let SRC know of any changes to RDA’s and inventory due to the Purchasing & Procurement GRS’ was recently approved. 

9. The last year of PRB meeting minutes will be posted on the left side bar by date in PDF format.


	Additional Comments:

· Dawn Bluma provided a link to the Enterprise Email Governance meeting minutes where you will find the Microsoft Technet web link: 
           http://enterpriseit.wi.gov/meetings_notes.asp?thismeeting=1336
· The PRB approved all the RDA’s and GRS for Purchasing and Procurement.
· The PRB Calendar for 2014 was approved and sent out 11/12/13.

· Steve Hirsch will continue working on the Motor Vehicle and Legal General Records Schedules.
· All 2014 meetings are confirmed in Room 430, Department of Administration but the December 2013 meeting will still be in RM 122.

· Kathryn will continue to work agency by agency on existing inventory and any changes needed.
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