	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   January 8, 2014
Meeting Started/Ended At:  1:00 PM – 3:00 PM


	Discussion Points:

	Item 1. Kyle Beck, STAR Project, provided an update on the ERP which will be replacing different systems within the various agencies. He stated that the majority of the agencies which have systems that he needed retention feedback from have been received.  He said that the STAR Project team is just starting to finalize the formal project and within the next month will begin to develop and schedule to discuss the fit gap (gap analysis) with system owners and that will give them a clearer picture of what will be transferred into the ERP. The first phase will focus on finance and procurement. The second phase will be human resources. Kyle mentioned the ERP is archival, not a retention system.
Item 2. Georgia Thompson informed the Records Officer Council that the Web Content Guidance document is in its final draft form pending discussion on the input from the State Historical Society.  Georgia advised the Council that there will be one more conference call to review the document.  The draft will then be presented to the Public Records Board and the Administrative Officers Council for approval. 
Item 3. Ana Aquino-Perez informed the Council the first Records Management module will be finalized at the next training committee meeting and they are still trying to finalize the PowerPoint. Ana stated that as soon as the first module is completed they will start with the second module where they will be adding more in-depth records management information. They are planning four modules total. 
Item 4. Georgia stated the Public Records Board Policy Committee was interested in the Council’s historical perspective on the retention of personal emails. Georgia said the Wisconsin Supreme Court’s decision in Schill v. Wisconsin Rapids School District 2010 personal e-mails sent or received on an authority’s computer system are considered records. Matt Blessing, Public Records Board Chair, has asked Georgia to update the Guidelines for the Management and Retention of Public Record E-Mail Guidance document accordingly and bring it to the Board for its next meeting on March 3, 2014. Members of the Council present recommended that agencies apply GRS ADM00011 for Transitory Correspondence to personal email, event and destroy (Evt = no longer needed)
Item 5. Georgia stated she reached out to the Department of Administration’s, Division of Enterprise Technology (DET) to give a presentation at the March 3, 2014 Board meeting on Outlook  2013, converting voicemail messages into e-mail messages. Georgia advised the Council that if they wanted to learn more about this topic they should attend the March 3, 2014 meeting. Georgia mentioned that UW-Madison has been using this feature for a while now. Georgia stated the Wisconsin Department of Justice recently formed an inter-agency committee to look into the issues related to converting voicemail messages to email and their retention. 
Item 6. Georgia stated the surveillance retention has come up for discussion regularly throughout the last few months. Some local units of government and state agencies have contacted the State Records Center asking if this data really needs to be retained for 120 days as the cost to do so is high.  The Board’s Policy Committee has asked Georgia to prepare a background piece on the surveillance records retention disposition authorization (RDA) for its review.  Georgia will possibly reach out to Records Officers and other states to learn how they retain surveillance records. 
Item 7.  Kathryn Egeland stated that she is still working on the Public Records Board’s website where the meeting minutes will be in PDF.  She stated that it will be completed by the end of January. Kathryn also stated that the Public Records Board’s calendar for 2014 is posted on the Board’s website. 
Item 8. Georgia said that she was asked by the Public Records Board to ensure the State Records Center is able to comply with Wis. Stat. 16.61(3)(u),  personally identifiable information registry. Georgia stated that the Records Center will see if Versatile has the capability of searching just by the PII field and creating a report. 
Item 9. Georgia stated the Board asked the State Records Center to provide a review of the records-related statutes with notes for the March 3, 2014 Board meeting. 
Item 10. Georgia stated Board Chair, Matt Blessing, asked her to write a Public Records Board Annual Report following the format used in calendar year 2012. Mr. Blessing will review and revise as necessary, share it with the Board members and then send it to all agencies by the end of January 2014.  
Item 11. Georgia reminded Records Officers that the RDA submittal deadline is January 10, 2014. 
Item 12.  Georgia reminded Records Officers that the Destruction/Transfer Deadline is February 13, 2014. Georgia stated that the Records Center is short on inventory space and therefore agencies should be working to authorize the destruction or transfer of stored files and records that have met their expiration date. 
Item 13. Georgia stated that she RDA Change Authority document sent to all Records Officers for input came back with few comments. Therefore, the document will be shared with the Records Management Committee on February 6, 2014, and the Public Records Board on March 3, 2014. The document, if approved by the Board, provides her as the Board Executive Secretary, authority to make non-material changes to RDAs and General Records Schedules, i.e., correcting typos, spacing, and formatting or updating links.
Item 14. On behalf of Lois Mulder, Georgia asked the Council if it wanted to continue retaining Memorandums of Understanding (MOU) under IT000006 or, create a new series in the Administrative General Records Schedule for MOUs. The Council agreed to have a MOU RDA created for the Administrative Schedule that will cross-reference IT000006 and PUR00010.
Item 15. Teresa Weidemann stated that the RDAs being developed for Public Information/ Communication Officer records is on hold until the spring.
Item 16. Lois Mulder continues to work on the I.T. General Records Schedule (GRS).

Item 17. Georgia stated the Motor Vehicle and Legal GRS’s will be put in a final draft shortly. Georgia will check with Steve Hirsch to see when these GRS’ will be ready to be presented to the Administrative Officer Council and the Public Records Board.  She felt second quarter CY2014 was likely.
Item 18. Georgia stated she prepared a document listing proposed amendments to general records schedules including ADM #13 “Grant Documentation” in the Administrative General Records Schedule. She sent it to all Records Officers for input. The Grant Documentation amendment would reduce the retention period from six to four years and change the event to final report date or notice of denial.  Many Records Officers felt   their agency should have or write their own RDA for grants. The amendments will go before the Records Management Committee on February 6, 2014. 
Item 19. The Council had a group discussion on initiatives to be undertaken in calendar year 2014.  The list included the rollout of the training modules, agency-by-agency inventory reviews, creating a standardized GRS Template, Updating the Introduction to General Records Schedules, data warehouses, Records Information Management (RIM), social media and archiving executive correspondence.
Item 20. Georgia reminded the Council of the new security procedure at the DOA Building. Records Officers planning to attend the next Council meeting should e-mail Georgia if you plan to attend. She will prepare an attendee list for the security desk to ease entry into the building. There is no need to email Georgia if you will not be attending. 
Item 21. Georgia asked the Council if there was any interest of changing the current meeting times of 1:00 pm – 3:00 pm to 2:00 pm – 4:00 pm. Most felt the current time worked well for them. The possibility of a morning meeting was mentioned.  Georgia said she would send an email out to Council members for input on meeting times.  

Next Meeting: February 12, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

1. There will be one more conference call to review the Web Content Guidance document.  
2. The Training Committee will add a PowerPoint to the Introduction to Records Management Module and then send out to all records officers for use within their agency. 
3. Georgia will update the Guidelines for the Management and Retention of Public Record E-Mail for the Public Records Board and bring to the Board for the next meeting on March 3, 2014.
4. The Department of Administration’s, Division of Enterprise Technology (DET) will give a presentation at the March 3, 2014 Public Records Board meeting on Outlook 2013, converting voicemail messages to e-mail messages.
5. The Records Center will continue to work on creating a background/history piece for the Public Records Board on surveillance retentions. 
6. Kathryn will complete the Public Records Board meeting minutes in a PDF searchable format on the Board’s website by the end of January.  
7. The Records Center will  work with Versatile to learn if it has the capability of searching just by the Personally Identifiable Information field to comply with 16.61(3)(u), PII registry.
8. The State Records Center is  providing notes to the Public Records Board on its review of the statutes that are applicable to records management and bring  it to the March 3, 2014 Board meeting.
9. The RDA Submittal Deadline is January 10, 2014.

10. The Destruction/Transfer Deadline is February 13, 2014.

11. Kathryn will continue to work agency by agency on existing inventory and any changes needed.
12. The Public Records Board will distribute an annual report to state agencies by the end of January.

13. The authority for the Board Executive Secretary to make technical changes to RDAs without full Board approval will go before the Records Management Committee on February 6, 2014.
14. Developing a record series to add memorandums of understanding to the Administrative General Records Schedule will be placed on General Records Schedule modification pending list.

15. Georgia will email the Council to gauge interest in moving the meeting time earlier or later. 



	Additional Comments:

1. The Public Information/Communication Officer RDAs is on hold until the spring.

2. Lois Mulder continues to work on the I.T. GRS

3. The Motor Vehicle and Legal GRS’s will be put in a final draft shortly to be sent to the board.

4. Rolling out training modules to agencies, agency-by-agency inventory reviews, developing a standardized template for general records schedules, updating the Introduction to General Records Schedules, data warehouses, Records Information Management promotion for April 2014, social media and archiving executive correspondence were identified by the Council as initiatives for calendar year 2014.
5. All 2014 meetings are confirmed in Room 430, Department of Administration Building. 

6. If you plan to attend the ROC meeting’s each month please e-mail Georgia after the agenda is sent out to let her know you will be attending. Please do not e-mail her if you are unable to make it.


	


Attendees

· Ana Aquino-Perez – Department of Transportation
· Martha Berninger – Department of Public Instruction
· Dawn Bluma – Department of Workforce Development
· Sharon Cunningham – State Investment Board
· Kathryn Egeland – Department of Administration
· Tiffany Galbraith – Department of Administration
· Jodi Gorski – Department of Justice
· Jeannie Holtan – Department of Children & Families
· Mary Hunter – Department of Natural Resources
· Helmet Knies – Wisconsin Historical Society
· Paul Riehemann – Department of Revenue
· Leslie Starczewski – City of Madison
· Georgia Thompson – Department of Administration
· Diane Vultaggio – Department of Employee Trust Funds
· Michelle Warren – Department of Veterans Affairs
· Teresa Weidemann – Public Service Commission
· Inger Williams – Office of the Commissioner of Insurance
