Meeting Recap


	Attendees:  See last page


	Meeting Subject:  Records Officer Council
Date:   2-12-14
Meeting Started/Ended At:  1:00-3:00 PM


	Discussion Points:

	Item 1. Ana Aquino-Perez noted that all of the comments about the basic training module had been received and the final training template for the PowerPoint presentation was done. The training documents were distributed prior to the Council meeting in two versions, one with notes for the record officer giving the training and one with the main presentation slides only. Also attached to the email was an updated draft of the one page ‘Records Management Introduction for State Employees’ currently published on the Public Records Board (PRB) website. The committee asked everyone to provide feedback on the updated one page document. The committee then asked for feedback regarding the review and approval process training pieces should go thru. The consensus was that training pieces do not need to go to the Administrative Officer’s Council (AOC), but should go to the PRB for final review and approval.
Item 2. The committee plans to have each module include the PowerPoint presentation training template and the companion single page guidance document. The remaining modules are expected to be completed quickly once the initial basic training is approved by the PRB. In the future the committee will also work on video presentations, narratives to the power point presentations, and a glossary of records management terms.
Item 3. The web content guidance document workgroup, led by Sandra Broady-Rudd, had a conference call last week to finalize the draft. The draft has been sent to the PRB members and will be reviewed at the March 3, 2014 meeting. The committee is asking the Board members to review the draft and seeking their approval to present it to the AOC in March or April. 
Item 4. The updated draft of the email guidance document was sent to the Council prior to this meeting. Due to the court’s decision in the case of Schill v. Wisconsin Rapids some of the documents language needed to be reviewed and updated. There was a discussion about citing the Schill case in the document or just updating the language to be more reflective of the case outcome without a specific citation. Most record officers in attendance agreed that the specific citation was not necessary. 
Item 5.   David Cagigal, DOA/DET Administrator and the state’s Chief Information Officer, and his Deputy Administrator, Herb Thompson, will be giving a presentation on Outlook 2013 at the March 3, 2014 PRB meeting.  
Item 6. The PRB asked Georgia Thompson to prepare a background piece on the current retention of 120 days for surveillance videos. This document is slated for presentation to the Board at the March 3, 2014 meeting. Some of the record officers asked if Georgia knew how the Board intended to use the information, she does not. 
Item 7. The PRB also asked Georgia Thompson to prepare a background piece on the PII Registry as part of the Board’s review of their statutory directives. The Board has been going through a self-assessment process reviewing their statutory directives and their compliance with them. Georgia noted that the registry does not seem to have been run since 1995.This document will also be on the PRB’s March 3, 2014 agenda as part of their ongoing discussion.
Item 8.  The PRB created a checklist of their statutory directives. Georgia Thompson has been asked to add notes to each item listed and bring the completed document to the Board’s March 3, 2014 meeting. The PII Registry document is a companion piece to the checklist.
Item 9. The Technical Change Authority document was presented to the Records Management Committee (RMC) last week. They added an additional item to the document regarding contact information changes. The committee will present the document to the PRB on March 3, 2014 for their approval. Their approval of these types of changes will make updating schedules much easier. 
Item 10. The next RDA submission deadline is March 17, 2014. Georgia Thompson explained the deadline will now be a hard deadline even more so than in the past. She encouraged everyone to send submissions in as soon as possible ahead of each deadline. The submission volume and amount of review necessary each quarter by the RMC members is continually increasing. The state records center staff is committed to getting the submission packet to the committee members as quick as possible to give them the maximum amount of review time.  
Item 11. The response deadline for the current Disposition cycle for inventory at the state records center is tomorrow, February 13, 2014.  There were 24,282 boxes eligible for disposition this cycle and currently 28% of those have been held. This is an extremely high number considering there are only four legitimate reasons why inventory should be held from being disposed of. Georgia Thompson will continue to work with agencies which have not been responsive or have had significant holds each cycle.
Item 12.  Kathryn Egeland gave a status update on the ongoing inventory review project she is leading for the state records center. Currently she is has 8-10 agencies under review. This project will take approximately 18 months to complete.  The project gives agencies a one-time chance to review each box they have in storage and make necessary updates to ensure proper retention and disposition of their inventory. Many of the issues seen consistently are creation and event date discrepancies and several instances where the event dates were never assigned to the inventory. In most cases, no event dates equates to no disposition date so the inventory would not have populated on a disposition report. To date approximately 9% of the inventory reviewed has had updates that will result in the inventory populating on the second 2013, just finished, or either of the 2014 disposition cycles.
Item 13. Dawn Bluma led a group discussion about the activities the record officers have or were planning to do in recognition of Records and Information Management (RIM) month, April. She showed the group a couple of posters and a small handout she has been working on. Several additional ideas were discussed including intranet postings, email campaigns, shred days, and brown bags lunches. Some of the records officers also noted that ARMA has a couple of events coming up locally. Their annual conference will be at the Fluno center on April 30, 2014. They also have a 2-day roadshow on May 6 & 7, 2014. Georgia had informational handouts for the May roadshow for everyone.
Item 14. Sharon Cunningham raised a question regarding the distinctions between ADM00008, Agency Final Continuity of Operations/Continuity of Government Operational Plan and Documentation, and FAC00087, Critical Incident Plan and Related Documents which the whole group discussed. The consensus is that ADM00008 is each agency’s main COOP/COG plan and FAC00087 is each department, division, location’s individual plan. The plans in FAC00087 may be part of the agency’s main plan maintained under ADM00008.
Item 15. Sharon Cunningham raised a question regarding ADM00023, Internal Policies and Procedures, vs. REC00008, Records Management Planning which the whole group discussed. Many record officers present discussed how they maintain their internal policies and procedures currently. The consensus is that superseding REC0008 with ADM00023 should be added to the general schedule future updates spreadsheet. It was also noted that some of the other older general schedules, such as Mail and Library, have similar record series in them which should be superseded.
Item 16.  Sharon Cunningham said that her IT staff asked if she would like to attend a meeting they were asked to attend. The meeting is being held by the Dept. of Justice (DOJ) on February 19, 2014 for all DOJ supported agencies. The meeting topic coincides with the DOA/DET project of upgrading Outlook. Several record officers expressed concerns about records retention being considered and hoped the PRB Chair, Matthew Blessing, who is among the invitees, will be able to give input on that at the meeting.

Item 17. The Public Information/Communication Officer RDA’s are still on hold.

Item 18. Lois Mulder said the committee meets tomorrow. They hope to finalize the draft of the I.T. general schedule so it can move on in the review process at that meeting.
Item 19. Georgia Thompson presented the Motor Vehicle general schedule to the AOC this morning for their review. She also let the AOC know they will be seeing the Legal general schedule in the coming months.  Currently, review comments from the Legal general schedule workgroup are expected back on March 10, 2014.

Item 20. Both general schedule amendments that were submitted to the RMC last week, ADM00013 and 90000007, will be recommended for approval as submitted. The committee did not have any questions or concerns about them. 
Next Meeting:  March 12, 2014



	Follow-Up Action Items:
1.  Records Officers should email Sarah Grimm comments on the updated draft of the ‘Records Management Introduction for State Employees’ by February 17, 2014. Georgia Thompson will ask if the committee can have time on the PRB agenda on March 3, 2014. 
4. Records Officers should email Georgia Thompson comments on the updated email guidance document draft by February 19, 2014. Georgia will email the Council the draft language of ‘Public Records’ section on page 4 after everyone has had an opportunity to give their input. 
10. Records Officers should send their second quarter RDA submissions to Kathryn Egeland as soon as possible. Anything received after the March 17, 2014 deadline will be kept for the third quarter review cycle.
11. Records Officers who have not already done so should respond to the state records center regarding their disposition report by end of day on 2/13/14.
13. Diane Vultaggio will request a proclamation from the Governor for RIM month. Records officers should email any ideas, posters, games, etc to Georgia Thompson. Georgia will compile them and then email everyone a RIM toolkit.

15. Superseding REC0008 will be added to the general schedule future updates spreadsheet. Also, Kathryn will review other older general schedules for similar record series’ that should be superseded by ADM00023. 


	Additional Comments:

1. Appendix 4 of the Fiscal and Accounting General Schedule will be reviewed and updated to ensure it matches the current approved record series’ in the schedule.
2. Georgia Thompson let everyone know that the Mail Transport and Document Sales Supervisor position will be open soon. Due to the recent Mail Transport location move and hiring a new supervisor her time for Records Management will be limited for the next few months.

3. Dawn Bluma requested that anyone with internal audit procedures for their records management practices share them with her. 

4. Paul Riehemann asked if anyone has a managerial support network they work with within their agency.  The answers varied widely. This topic will be on the March agenda.
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