Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council Meeting
Date:   April 9, 2014
Meeting Started/Ended At:  1:00 p.m. – 2:45 p.m.


	Discussion Points:

	Item 1. The training committee is working on the PowerPoint for supervisors and managers. Until the Records Management Committee and the Public Records Board (PRB) finalize the revisions to the Guidelines for the Management and Retention of Public Record Email document the training materials will not be posted on the PRB or State Records Center (SRC) websites.  
Item 2. Kathryn Egeland has reviewed the materials on the SRC and PRB websites and removed every document referencing personal emails. 
Item 3. The comments deadline for the Web Content Guidance Document was April 10, 2014. There were no comments from the Administrative Officer Council (AOC).  This document is on the PRB agenda for approval at the May 12, 2014 meeting. 
Item 4. Georgia Thompson stated that the PRB-001 revisions will start this summer to clarify personally identifiable information (PII) and permanent retentions. 
Item 5.   Dawn Bluma is working on information technology definitions and information that will provide agencies with guidance when working with Records Retention Disposition Authorizations (RDAs) or General Records Schedules (GRS). She advised the Records Officers Council (ROC) that this document is close to finished. A similar document is being prepared for use by the RMC when reviewing RDAs for PRB approval.
Item 6. Exchange 2013 is still expected to be fully implemented in all agencies by June of 2014. In addition, the Wisconsin Department of Justice (DOJ) continues to facilitate an inter-agency committee that is reviewing the possibility of retaining all emails for 11 years regardless of content. 
Item 7. Dawn Bluma shared that the first meeting of a committee to standardize the format of GRS met on April 3, 2014.  She shared the committee will also be looking at the Introduction to General Records Schedules document for revisions as well. The committee also discussed adding a new paragraph referencing the timely destruction and transfer of eligible records.  
Item 8.  The deadline for RDA submittals is June 16, 2014. Records Officers were asked to submit their agency’s RDAs as soon as possible, however, allowing the SRC to turn the submissions over to the RMC earlier. When the 2015 calendar is developed the submission cutoff dates will be moved approximately one week earlier to give more time to the RMC for its review.
Item 9. Georgia informed the council that the Records Center is on schedule for the Destruction/Transfer process to be completed by the end of May. The ROC had a brief discussion on decreasing the turnaround time now given to agencies. All felt that a five week turnaround was reasonable.  
Item 10. Kathryn gave an update on the Agency-by-Agency Inventory Reviews. She stated that eight (8) agencies are completed and three (3) are in process. There have been a total of 28,742 boxes reviewed to date, 22,066 issues identified and 12,790 changes made resulting in 2,374 boxes of records being eligible for disposition on or before 12/31/14. 
Item 11. Georgia Thompson notified the ROC that the Inventory Control Supervisor position was posted and the deadline for applications is Monday, April 14, 2014. 
Item 12.  Lynn Condreay informed the ROC that the Public Information/Communication Officer RDA’s are still on hold.
Item 13. The I.T. GRS will be distributed at the May 7, 2014, meeting of the Information Technology Directors Council.  Comments will be due May 23, 2014.
Item 14.  The Motor Vehicle GRS has been submitted to Kathryn Egeland at the SRC and will be presented to the RMC meeting April 15, 2014, and then to the PRB on May 12, 2014.
Item 15. The Legal Affairs GRS was presented to the AOC on April 9, 2014. Comments are due May 22, 2014.  The GRS will then be submitted to the RMC for its July 15, 2014, meeting and hopefully PRB approval on August 18, 2014.
Next Meeting:  May 14, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

· The training committee continues to work on the PowerPoint for supervisors and managers.
· The deadline for any comments on the Web Content Guidance Document is April 10, 2014.

· The PRB-001 Revisions will start this summer and will clarify PII and permanent retentions.
· Dawn Bluma is working on the definitions related to Information Technology.

· Exchange 2013 is still in the works to be fully implemented through all agencies by June of 2014.

· The deadline for RDA submittals is June 16, 2014.

· SRC will change the turnaround time for agency’s response to the semi-annual Destruction/Transfer cycles to five (5) weeks.
· The deadline for the Inventory Control Supervisor position is Monday, April 14th.

· I.T. GRS comments are due from the I.T. Directors Council by May 23, 2014.

· Legal GRS comments are due from the AOC by May 22, 2014. 


	Additional Comments:

· ARMA seminar is April 30, 2014, 8:00 – 4:30 at the UW-Madison Fluno Center.
· Georgia Thompson mentioned that she was invited to discuss Records and Information Management Month (RIMM) at the April 9th AOC meeting. 



Attendees
· Sara Anderson – Wisconsin Economic Development Corp
· 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
· Tiffany Galbraith – Department of Administration
· David Rabe – Governor’s Office
· Paul Riehemann – Department of Revenue
· 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

