
	Attendees:  Please see end of meeting minutes


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


	Discussion Points:

	Item 1. Georgia Thompson stated that Sandy Broady-Rudd was ready to submit the Web Content Guidance to the Public Records Board (PRB) for an early review before it went to the Administrative Officer’s Council. However, the PRB Chair raised a question about whether the social media document would be incorporated into the Web Content Guidance.  It is in its final draft form but now on hold pending a decision on the social media document. The social media document is posted on the PRB website under Public Records on Social Networking. It is a memorandum that was written to agency administrators on October 27, 2010.
Item 2. Ana Aquino-Perez informed the Council that a draft of the first module from the Training Committee was finalized and sent out to all records officers for feedback.  The information for this document was taken from the Records Management Introduction for State Employees. Ana advised that this training module is for those who are new to public records management and is intended to be a great starting point to learn the basics. The module is a template allowing each agency to modify it for the specific needs and culture of their agency. Council members at the meeting provided input on the template to the committee members.  If any other changes or new ideas come up, Records Officers are to contact Abbie Norderhaug. The Training Committee will gather all remaining feedback from agencies and send out the finalized basic training module once completed and then begin to work on the second of four levels of records management training. It was also mentioned that the Records Management Introduction for State Employees needs to be updated. 
Item 3. Ana Aquino-Perez discussed the Department of Transportation’s consideration of using Lync 2013 through Exchange 2013 and how it would be incorporated in records management. Ana explained that it was a tool for instant messaging within agencies. Ana asked if other agencies were using this tool. Sharon Cunningham of the State of Wisconsin Investment Board (SWIB) informed the Council that her agency is using Lync but very minimally and Lync is not to be used for discussions that need to be captured for records purposes, following SWIB’s computer use and security policy. 
Item 4. Georgia Thompson shared with the Council updates from the PRB Policy Committee meeting from December 6, 2013. She mentioned that Exchange 2013, technology to take voicemail messages and convert them to e-mails came up for discussion with an implementation between February and the end of June 2014. Georgia will be reaching out to the state’s Chief Information Officer to do a presentation at the March 3, 2013 PRB meeting. Anyone may attend.   Additionally, the retention for recordkeeping on surveillance is 120 days with incident. Each agency has to define what the incident is. The Records Center will create a background piece on this, i.e., how it developed, the timeframe, what is out there today, general records schedules, etc. for the PRB.  Georgia stated that the PRB wants to see what’s out there today and see if a change needs to be made. 
Item 5. Georgia informed the Council that she received a phone call from an attorney with Michael Best & Frederick in Milwaukee questioning the language in the Guidelines for the Management and Retention of Public Record E-mail document. Georgia reviewed with the Council the   sentence on page three in the document which reads, “E-mail containing content unrelated to the official business of the government agency is not a public record and does not need to be retained.”  Georgia informed the Council that per the attorney and Department of Justice materials this statement is not accurate and it is in conflict with the Wisconsin Supreme Court ruling that states “E-mail sent or received on an authority’s computer system is a record. This includes personal e-mail sent by the officers or employees of the authority.” The Council discussed whether personal emails unrelated to official business meet the definition or intent of an official record. The Council also discussed which RDA could be used to retain these types of records. Some members felt the transitory RDA in the Administrative General Records Schedule could be used. Some members pointed out that there is a difference between a record to be retained per Chapter 16 and a public record to be disclosed per Chapter 19 and perhaps the Supreme Court was speaking about disclosure vs. retention.  Georgia mentioned that the PRB Policy Committee was interested in the Council’s historical perspective on personal emails and that she will now prepare a background piece for the Policy Committee and the PRB  to  review for a decision on potential changes to the Guidelines for the Management and Retention of Public Record Email document.  
Item 6. Leslie Starczewski of the City of Madison shared with the Council that when she attended an ARMA conference the subject of indefinite versus permanent retentions was discussed. Leslie shared that using a retention period of “indefinite +XX years”, for example, vs. “permanent” would allow the document owner to review the necessity of a permanent retention on an intermittent basis.  The Council discussed the concept and felt that while it had merit the RDA sunset process does allow records officers to review the retention period and if permanent, verify the validity of the statute used previously to justify a permanent retention and reduce it if possible. Leslie also noted that when she took a tour of the State Records Center (SRC) she noticed that old plat books were stored but are barely legible when retrieved. She wondered if these documents should be professionally archived at the State Historical Society. 
Item 7. Lois Mulder continues to work on the I.T. GRS. 
Item 8.  Georgia informed the Council that she and Lynn Condreay of the Department of Corrections distributed the Purchasing & Procurement GRS on December 10, 2013. The last page of the document shows the changes that were made throughout the GRS. 
Item 9. Georgia mentioned that the Motor Vehicle and Legal GRS’ are still in process. She mentioned that aircraft RDAs will be included in the Motor Vehicle GRS. The committee hopes to submit both to the PRB in the second quarter of 2014. 
Item 10. Kathryn Egeland stated that she and Peg Eusch continue to work with UW-Madison’s inventory stored at the SRC to verify and correct destruction/transfer dates.  So far 8,400 boxes have been reviewed with approximately 6,000 changes.  Georgia felt that around 3,000 boxes from UW-Madison also will become eligible for destruction or transfer in the next three destruction cycles for just UW-Madison alone. 
Item 11. Kathryn Egeland shared with the Council that she had readied the PRB website to post PRB meeting minutes however the Board on November 11, 2013, asked for some changes, including posting the minutes in a searchable PDF. She will continue to work on this until completion.  
Item 12.  Georgia mentioned that she will pull together the modifications to all GRS’ and send out to Records Officers for feedback. Lynn Condreay asked that the communications RDAs being developed for the Administrative Records GRS be placed upfront again. It was agreed it would be placed on the January 2014 ROC agenda. 
Next Meeting: January 8, 2014 (Wisconsin Department of Administration,  Room 430)



	Follow-Up Action Items:

1. The Web Content Guidance is on hold while the PRB Chair provides input on whether or not the social media document should be incorporated or if it will be a standalone document. 
2. Any additional changes to the first Records Management Module should be sent to Abbie Norderhaug. 

3. Georgia will reach out to the Department of Administration’s, Division of Technology (DET) to  give a presentation  at the March 3, 2013 PRB meeting about Exchange 2013 converting voicemails into e-mails. 
4. The Records Center will create a background piece for the PRB on records dealing with surveillance to see if changes need to be made. 

5. Georgia will gather information from the discussion at this Council meeting regarding the language in the Guidelines for the Management and Retention of Public Records E-mail document for the PRB to then decide if the document needs to be modified. 
6. Lois Mulder will continue to work on the I.T. GRS. 

7. Kathryn will continue to work on the PRB website layout and posting the meeting minutes from the PRB meetings in a PDF Searchable format. 

8. Georgia will pull together all changes for the modification to all GRS and send out to all Records Officers for feedback.



	Additional Comments:

· All 2014 meetings are confirmed in Room 430, Department of Administration Building.
· Steve Hirsch will continue working on the Motor Vehicle and Legal General Records Schedules. Aircraft will now be included on the Motor Vehicle GRS.
· Kathryn will continue to work agency by agency on existing inventory and any changes needed. 
· The Purchasing & Procurement GRS was sent out December 10, 2013. The last page documents any changes made. 
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