Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   March 12, 2014
Meeting Started/Ended At:  1:00 – 3:00 PM


	Discussion Points:

	Item 1. Georgia Thompson recapped the Public Records Board (PRB) meeting held on March 3, 2014. The PRB addressed the training committee’s first module that was presented. The PRB complimented the training committee for its work developing the first module. The PRB asked that the module not be released to agency Records Officers until the PRB members have had an opportunity to review and update the Guidelines for the Management and Retention of Public Record Email guidance document relative to personal emails as records. 
Item 2. The Department of Administration, Division of Enterprise Technology (DET) provided an Exchange 2013 presentation on voicemail to email conversion and e-mail retentions. The technology allows voicemail to be converted to e-mail. The PRB stated that 10 agencies are testing the technology for this now and DET will continue to roll it out through pilots and with full implementation to all agencies by June 30, 2014. The Wisconsin Department of Justice (DOJ) has formed a committee to review the potential of using a retention period of 11 years for all e-mail records, regardless of content. David Cagigal, DET Administrator and the State’s Chief Information Officer, indicated that participants in a February 19, 2014 meeting at DOJ were tasked with finding background information on other state’s privacy statements, risks and costs associated with email retentions and what period of time other states are handling the retention of  email records. The DOJ committee will be meeting once a month over the next 3-6 months to come to a decision. 
Item 3. Georgia noted that on March 3, 2014, per the PRB’s request, she provided the PRB with draft revisions to the Guidelines for the Management and Retention of Public Record Email guidance document. The attorneys from the PRB will take a closer look at this document and provide it to the PRB meeting on May 12, 2014. Georgia then mentioned that until the PRB has finalized this document, it would like the State Records Center (SRC) to remove any documents or references to personal email from both the SRC & PRB websites. 
Item 4. Georgia mentioned that Sandra Brody-Rudd presented the Guidance for Managing Web Records to the Administrative Officers Council (AOC) the morning of March 12, 2014. The AOC members will take the document back to their agencies for additional review and provide Georgia with any changes by April 10, 2014.  This document should then be ready for approval by the PRB on May 12, 2014, and distribution to state agencies shortly thereafter.  
Item 5.  Georgia noted that per the PRB’s request, she provided the PRB with a historical background piece on Personally Identifiable Information (PII) Registry. The last time this Registry was produced was 1995, and in a hard copy format. To create the Registry today, a report could be generated from Versatile based on the PII fields in general records schedules and on the PRB-001 form. The report would then have to be sent to each agency to review to ensure that certain information excluded by statute, not be included in the PII Registry.  Per the PRB’s request, the SRC will work to modify PRB-001. As part of the March 3, 2014, PRB conversation, the PRB also authorized the reference to permanent retentions on the PRB-001 form be modified to clarify that permanent retentions must cite a statute or provide other justification.
Item 6. Georgia noted that the PRB prepared a self-assessment on its statutory obligations and how the PRB is meeting those obligations. The two areas cited for additional work were the PII Registry and the protection and preservation of essential public records that are necessary to the continuity of governmental functions in the event of a disaster.  Georgia noted this would be a collaborative effort with agency’s Continuity of Operations Program Manager, starting first with identifying which records are truly essential for their agency. Protection and preservation of essential public records that are necessary to the continuity of governmental functions in the event of a disaster
Item 7. The PRB’s Records Management Committee (RMC) asked for a listing of definitions related to Information Technology that would help them better understand descriptions written in RDA’s presented to them for approval. Dawn Bluma will be putting this together for the RMC. Georgia asked if it made sense to also include this as an appendix or attachment to the I.T. General Records Schedule.  The Records Officer Council (ROC) felt this might be worthwhile. 
Item 8.  Georgia advised the ROC that she is still working on the Surveillance Retention Background piece for the PRB and will have it completed by the May 12, 2014, PRB meeting. Georgia will ask Steve Hirsch to distribute the surveillance document he is working on to the ROC members for their input before it goes to the PRB May 12, 2014.
Item 9. Georgia informed the  ROC that the Records Retention Disposition Authorization (RDA)/General Records Schedule (GRS) Technical Change Authority request will be re-presented at the May 12, 2014 PRB meeting. This requests authority for the PRB Executive Secretary to make non-technical changes, e.g., grammar, typographical errors, links, contact changes, etc., to RDAs and GRS’.  The document was drafted incorrectly and therefore needs to be re-drafted and resubmitted to the PRB in May for approval. 
Item 10. Georgia shared with the ROC that the PRB approved the ROC recommended changes to ADM13 Grant Documentation and FIS 90000007 Authorization and Approval for PCard. Kathryn Egeland will make those modifications in the GRS’.
Item 11. Diane Vultaggio informed the ROC that the Governor’s Proclamation of April 2014, as Records and Information Management Month (RIMM) was approved. She will send it to Georgia for distribution when she receives it.  Georgia asked for any additional items for a RIMM Toolkit to be sent to her by Friday March 14th, 2014. She will then send all collected materials to agency Records Officers for use in April.  Diane reminded the Council that the ARMA seminar is April 30th, this year, still at the Fluno Center on the University of Wisconsin-Madison campus. For more information go to www.armamadison.org.
Item 12. Kathryn Egeland shared a copy of the statutory citation formats to be used when Records Officers submit RDAs or work on GRS’. The formats were prepared by the RMC, which asks that they be followed.  
Item 13. Dawn Bluma asked the ROC members in attendance how long their agency retains internal newsletters. ADM15 states one (1) year. Certain areas within the Department of Workforce Development feel they should be retained a minimum of five (5) years. Other agency comments varied from one to five years. Dawn mentioned the possibility of modifying the ADM 15 retention period. Georgia mentioned she would add it to the GRS pending revision spreadsheet as a placeholder.
Item 14. Georgia informed the ROC that there are currently a total of 8,198 RDA’s and of that, 3,205 are expired (39%). Georgia asked all Records Officers to work on RDA renewals, supersedes and closures as soon as possible.  Georgia also mentioned that she is reviewing the possibility of reducing the current extension periods for RDAs. She felt perhaps the first extension would remain at 18 months but the second extension would be reduced from 18 months to six months.  She mentioned she would take no action without full discussion by the ROC and PRB approval. 
Item 15. Georgia mentioned that Steve Hirsch will be chairing a committee to review the General Records Schedule format to ensure it is consistent from one GRS to the next. This will then become the approved format to be used going forward.  The Introduction to General Schedules will also be reviewed and revised as necessary by this committee.  
Item 16. All were reminded that the deadline for RDA submittals is Monday, March 17, 2014. All were reminded that all RDA cutoff dates are firm. This will allow Kathryn Egeland to distribute the quarterly RDA index to the RMC earlier, giving them an additional few days to review the package. 
Item 17. Georgia informed the ROC that in this last destruct cycle, closing in February 2014, there were 24,271 boxes eligible for destruction or transfer and of that 11,747 were held by agencies. 
Item 18. Kathryn Egeland gave an update on the Agency-by-Agency Inventory Reviews. There are three (3) agencies completed and six (6) agencies in process. To date, 19,593 boxes were reviewed and 8,903 changes have been made from those reviews. Of the total number of boxes reviewed, 10.2%, or 1,999 boxes, will become eligible for destruction or transfer on the next three destruct/transfer reports.  Georgia shared that there were 28,666 new boxes of records sent to the SRC in CY2013. She mentioned that when the February 2014, destruction/transfer cycle is completed in May or June 2014, there will only be space for 5,000 new boxes. This will last only two months. 
Item 19. Georgia pointed out an increase in daily service requests of the State Records Center. She mentioned that file/tape checkouts increased from 2,832 in December 2013, to 4,045 in January and 3,742 in February. She mentioned that personnel file data entry has increased from 118 in November to over 600 in January and again in February.  
Item 20. Georgia asked the ROC if instead of creating a separate document listing all of the records series in GRS’, she could reformat all GRS’ to a searchable PDF and re-post on the PRB website. The ROC agreed to this change.
Item 21. Lynn Condreay informed the ROC the Public Information/Communication Officer RDA’s for inclusion in the Administrative GRS is on hold.  

Item 22. Dawn Bluma shared the I.T. GRS is now ready to be sent to the IT Directors Council. 

Item 23. Georgia mentioned there no comments were received from the AOC on the Motor Vehicle GRS. It will now be submitted to the RMC for their meeting on April 15, 2014.  The Legal GRS was sent to the Record Officers on February 28, 2014. Records Officers were reminded to speak with their agency’s Chief Legal Counsel and then send responses to Steve Hirsch by March 28, 2014. 

Item 24. Georgia Thompson is keeping a list of all the GRS that need modifications. ADM #8, FAC #87, IT #15 and IT #15A will be added to the list as will ADM #15. 
Item 25. It was recommended that the Administrative General Records Schedule be re-visited for changes.  Georgia mentioned she preferred to wait until the new GRS format and Introduction are finalized. She also mentioned she preferred to wait until the Motor Vehicle, I.T. and Legal GRS’ are finished. She also mentioned she preferred to get started on renewing some of the five (5) GRS’ that will expire in 2016.  She asked the ROC if it felt the Forms GRS, Mail GRS and Records GRS could be folded into the Administrative GRS.  Some felt this could be accomplished by creating a separate section for each in the Administrative GRS.  Some felt the GRS’ should be left as-is since users are comfortable with them now. Georgia mentioned a decision on this could be reached when renewals for the five (5) expiring GRS’ begin being worked on later this calendar year. 
Item 26. Georgia notified the ROC that Larry Stanczyk will retire on May 30, 2014.  She stated she has started the recruitment process. She mentioned there will be an open house/retirement party for Larry and she will share the details when confirmed.    

Next Meeting:  April 9, 2014 (Wisconsin Department of Administration, Room 430), 1-3 p.m.



	Follow-Up Action Items:

· The State Records Center (SRC) will remove any documents or references to personal email on both the SRC & PRB websites.
· The AOC members will take the Guidance for Managing Web Records back to their agencies for additional review and provide Georgia with any changes by April 10, 2014.  This document should be ready for approval by the PRB on May 12, 2014, and distribution to state agencies shortly thereafter.  

· The SRC will be modifying the PRB-001 and the PII fields.

· Dawn Bluma will be putting together a listing of the definitions related to Information Technology that will RMC them better understand the descriptions written in the RDA’s. 

· Georgia will work on the Surveillance Retention Background piece for the PRB and will have it completed by the May 12, 2014, PRB meeting. Georgia will ask Steve Hirsch to distribute the surveillance document he is working on to the ROC members for their input before it goes to the PRB May 12, 2014.

· The Records Retention Disposition Authorization (RDA)/General Records Schedule (GRS) Technical Change Authority request will be re-presented at the May 12, 2014 PRB meeting.

· Kathryn Egeland will make the modifications to ADM13 Grant Documentation and FIS 90000007 Authorization and Approval for PCard. 
· Diane Vultaggio will send the Governor’s Proclamation for April 2014 to Georgia for distribution to ROC. Any additional items for a RIMM Toolkit need to be sent to Georgia by Friday March 14th, 2014. She will then send all collected materials to agency Records Officers for use in April.  
· Georgia will add ADM00015 to the GRS pending revision spreadsheet as a placeholder.

· Georgia asked all Records Officers to work on RDA renewals, supersedes and closures as soon as possible.

· The deadline for RDA submittals is Monday, March 17, 2014. 
· The ROC agreed that instead of creating a separate document listing all of the records series in GRS’, SRC could reformat all GRS’ to a searchable PDF and re-post on the PRB website. 

· Lynn Condreay told the ROC that the Public Information/Communication Officer RDA’s for inclusion in the Administrative GRS is on hold.  

· The I.T. GRS is now ready to be sent to the IT Directors Council.

· Records Officers are reminded to speak with their agency’s Chief Legal Counsel and then send responses to Steve Hirsch by March 28, 2014 on the Legal GRS.



	Additional Comments:

· ARMA seminar April 30, 2014 at the Fluno Center on University of Wisconsin-Madison campus.
· Larry Stanczyk will retire on May 30, 2014. The SRC will be hosting an open house/retirement party for Larry – details to follow.    




Attendees

· Ana Aquino-Perez – Department of Transportation
· Dawn Bluma – Department of Workforce Development
· Lynn Condreay – Department of Corrections
· Sharon Cunningham – State Investment Board
· Kathryn Egeland – Department of Administration
· Brian Fruits – Department of Agriculture, Trade & Consumer Protection
· Tiffany Galbraith – Department of Administration
· Jodi Gorski – Department of Justice
· Jeannie Holtan – Department of Children & Families
· Helmet Knies – Wisconsin Historical Society
· Brian Larson – Legislative Council
· Dawn Oashgar – Department of Financial Institutions
· Carmi Pietila Cleary – Wisconsin Economic Development Corp
· Paul Riehemann – Department of Revenue
· Melissa Schmidt – Legislative Council
· Leslie Starczewski – City of Madison
· Abby Swanton – Department of Public Instruction
· Georgia Thompson – Department of Administration
· Diane Vultaggio – Department of Employee Trust Funds
· Michelle Warren – Department of Veterans Affairs
· Inger Williams – Office of the Commissioner of Insurance

