Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Records Officer Council
Date:   May 14, 2014
Meeting Started/Ended At:  1:00PM – 3:00PM


	Discussion Points:

	Item 1. Georgia Thompson recapped the Public Records Board (PRB) meeting held on May 12, 2014. Mary Burke of DOJ gave a brief update on the status of the Guidelines for the Management & Retention of Public Record Email. This piece has been divided into four (4) pieces and each piece is being worked on by an attorney who sits on the Public Records Board. The attorneys will provide their comments to Mary Burke. She will then compile a draft to present to the PRB at its August 18, 2014 meeting. 
Item 2. Sandy Broady-Rudd presented the Web Content Guidance Document to the PRB. There were some minor tweaks to the document and it was approved. She will make the final changes and send it out to the committee for a last review.  It will then be sent to Matt Blessing, Chair of the PRB, to send to Deputy Secretaries and Records Officers.  PRB members also asked that it be sent to all local government units. 
Item 3. The Fleet & Aircraft General Records Schedule was approved by the PRB.  Matt Blessing should be distributing it to the state agency Deputy Secretaries in May. 
Item 4. The PRB approved the Executive Secretary’s request to make minor tweaks to RDA’s and GRS’ that are received. The Records Center will contact Records Officers as necessary regarding changes to their submissions. 
Item 5. Georgia was asked by the PRB to provide a background piece on surveillance retentions including what other states are doing with their records.  The cost of storage is the biggest concern to records custodians. Newer surveillance technology eases retention concerns.  
Item 6. The Legal GRS was presented to the Administrative Officers Council (AOC) on April 9, 2014 and comments are due back by May 22, 2014. The Records Management Committee (RMC) will receive it for review on July 15, 2014.  
Item 7. State Records Center & Public Records Board websites still have a hold on postings with any references to personal e-mail until the E-mail Guidance Document is completed and the personal e-mail situation is addressed by the PRB.  
Item 8.  Georgia informed the Records Officers Council (ROC) that the PRB-001 revisions to Personally Identifiable Information and permanent retentions will hopefully be started the summer of 2014. A ROC member pointed out that there is a broken link on the back of PRB-001 which needs to be fixed.
Item 9. Georgia initiated a conversation regarding the IT Systems Application Guide for Records Officers and the companion piece for the RMC.  Dawn Bluma handed out the latest drafts of the documents. These will be on the July 15, 2014, RMC agenda for discussion. Dawn Bluma offered to send the DWD Records Management/Program Manual to the Records Officers who attended this ROC meeting. 
Item 10. Dawn Bluma provided a brief update on the General Records Schedule Format/Introduction Committee. Steve Hirsch distributed two (2) documents for the committee to review. They then plan to meet again on May 20, 2014. 
Item 11. The Deadline for RDA Submittals is June 16, 2014. The State Records Center (SRC) encourages all agencies to submit their documents sooner rather than later. 
Item 12.  Georgia gave a brief update on the last destruction/transfer cycle. 24,271 boxes were eligible for destruction or transfer and of that number, 11,748 boxes were held or 48% of the total volume. Georgia asked Records Officers to release their agency’s records when they are eligible for destruction or transfer vs. placing them in “hold” status.  Georgia also asked the Records Officers if the next destruct cycle could be moved earlier, into June of 2014. The Records Officers were comfortable with the timeline.
Item 13. Kathryn Egeland provided an update on the Agency-by-Agency Inventory Reviews. There are ten (10) agencies completed and three (3) agencies in process. To date, 48,039 boxes were reviewed and 16,214 changes have been made from those reviews. Currently, 10.6% of processed responses have had changes made which updated the disposition date to 12/31/2014 or before. Georgia mentioned that the Department of Administration Secretary and Deputy Secretary recently took a tour of the State Records Center.  She mentioned to them that the Records Center is almost out of space. They offered to mention this to Deputy Secretaries in the next Management Cabinet meeting. 
Item 14.  The SRC has replaced the Inventory Control Supervisor position. The new supervisor will be Steve Georgeff who has been with the SRC for 13 years. 
Item 15. Larry Stanczyk’s last day at the SRC is Friday, May 30th. The SRC will be hosting an open house retirement party Thursday May 29, 2014. 
Item 16. Dawn Bluma distributed an amendment to the GRS Pending Changes spreadsheet.  These involved Fire Drills and other emergencies.  Georgia shared the current Pending Changes spreadsheet listing modifications to GRS’.  This spreadsheet will come to each ROC meeting to keep it accurate. 
Item 17. Georgia reminded the ROC that comments to the I.T. General Records Schedule are due by May 23, 2014 from the I.T. Directors Council. 
Item 18. Georgia reminded the ROC that comments are due from the AOC by May 22, 2014 on the Legal Affairs GRS. 
Item 19. Ana Aquino-Perez asked the ROC members in attendance how their agencies go about assessing fees and charges for open records requests. Some agencies charge per piece of paper, electronic format of any sort and a trip/charge fee. It was determined that the state statute allows each agency to charge requestors in a reasonable way that it feels is appropriate. She also would like to know if agencies charge for scanning copies and providing the records electronically. She would like to know how the scanning fees are assessed as well as how the location and search fees are assessed.  Ana is interested in hearing from agencies especially those that were not present at the ROC meeting.  
Next Meeting:  June 11, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

1. The SRC will fix the link on the back of the PRB-001 form.

2. The PRB-001 Revisions will be started the summer of 2014.

3. Dawn Bluma will send her Records Management/Program Manual handout to the Records Officers who attended this meeting.

4. RDA deadline is June 16, 2014. The SRC is requesting submissions earlier however.
5. Kathryn continues to work agency-by-agency on the inventory reviews.

6. The Pending Changes to GRS’ spreadsheet will be revised to include Fire Drills. 


	Additional Comments:




Attendees
· Ana Aquino-Perez – Department of Transportation
· Dawn Bluma- Department of Workforce Development
· Carmi Pietila-Cleary – Wisconsin Economic Development Corp
· Lynn Condreay – Department of Corrections
· Sharon Cunningham – State Investment Board
· Kathryn Egeland – Department of Administration
· Tiffany Galbraith – Department of Administration
· Mary Hunter – Department of Natural Resources
· Abbie Norderhaug – State Historical Society
· David Rabe – Governor’s Office
· Leslie Starczewski – City of Madison
· Georgia Thompson – Department of Administration
· Diane Vultaggio – Department of Employee Trust Funds
· Inger Williams – Department of the Commissioner of Insurance

