Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Records Officer Council 
Date:   June 11, 2014
Meeting Started/Ended At:  1:00P.M. – 3:00P.M.


	Discussion Points:

	Item 1. The Guidance for Managing Web Records has been sent to all agency deputy secretaries and Records Officers. The Public Records Board (PRB) also requested this piece be sent to local units of government. Georgia Thompson will be compiling a distribution list and sending it to Matt Blessing for his distribution to local governments by the end of June 2014. Georgia noted the biggest concern from agencies relates to resources and roles and responsibilities. 
Item 2. The IT Systems Application Guide for Records Officers is on the July 15, 2014, Records Management Committee (RMC) agenda for discussion. The Records Officers wanted to see these two (2) pieces therefore Kathryn Egeland will be sending both out to all Record Officers as an FYI. 
Item 3. Kathryn Egeland gave an update for the General Records Schedule (GRS) Format and Introduction Committee. She stated that the committee is very close to a finished product and plan to send this out to the ROC for review and comments by the end of June. 
Item 4.  Ana Aquino-Perez gave an update on the training committee. She stated that they have almost completed the module for state employee use. They are still currently working on the supervisors, senior managers and PRB member pieces and hope to have these finished by the fall of 2014. 
Item 5.  Kathryn provided an update on the PRB-001 revisions to Personally Identifiable Information (PII) and permanent retentions. The State Records Center (SRC) was given permission to work on these changes and the SRC will begin to do so in late summer. There was brief discussion on a Frequently Asked Questions (FAQ) link that does not launch. If any Records Officer has this FAQ piece please send it to Kathryn. All Records Officers seemed to agree that if this piece is not found and/or modified that it can just be removed.
Item 6. The Deadline for RDA Submittals is June 16, 2014. The SRC encourages all agencies to submit their documents sooner rather than later to give the RMC as much time as possible to review the documents prior to its July 15, 2014, meeting. 
Item 7. Georgia discussed FAC #82 – Monitoring & Surveillance Recordings. She stated that the PRB is taking another look at the retention on this Records Retention Disposition Authorization (RDA). The PRB may want to remove the second paragraph in the description and the second paragraph in the retention column. Georgia thought that the PRB may want all recordings kept for 120 days. If an agency couldn’t comply with the 120 days for all recordings, it may wish to create their own RDA. The PRB was going to get a better idea on what other states were doing as well as cost estimates for saving this type of data for 120 days.  Records Officers mentioned challenges with 120 day retention, e.g., cost to store data, storage room, increased staff, etc. Georgia suggested that Records Officers compile a list of challenges for the 120 day retention. She will e-mail Records Officers to set up a conference call.
 Item 8.  Georgia informed the ROC of the 2014 Department of Justice Public Records and Open Meetings Seminar that will be held on October 17, 2014, and October 27, 2014. There will also be one webinar presentation that will be held November 6, 2014. The registration for these seminars opens September 2, 2014. A separate but related discussion was raised from the ROC members regarding whether or not the ROC meetings should be posted under Open Meetings Law.  Some members stated that this was once the case. Georgia offered to look into it further.  
Item 9. Georgia informed the ROC of her comments to the Management Cabinet meeting that she attended on June 9, 2014. She provided the deputy secretaries with a brief update on how the SRC is almost out of space. She informed the deputy secretaries that the SRC would welcome their help in responding to semi-annual purge requests and releasing records which are “on hold”.  One deputy secretary asked how to reduce the volume of paper records in his agency. Digitization of records was discussed by some attendees at that point. 
Item 10. The Semi-Annual Destruction/Transfer list was distributed on May 30, 2014, to all agencies. 22,126 boxes are eligible for destruction/transfer. Responses from agencies are due back to the SRC by July 7, 2014. 
Item 11. Kathryn gave an update on the agency-by-agency inventory reviews. So far there have been 15 agency reviews that have been completed and another two (2) which are in progress. From those agencies 48,039 boxes have been reviewed and of that 26,884 changes were made. From these changes 3,921 boxes are eligible for destruction/transfer on or before 12/31/2014. As the new destruct/transfer cycle has been sent to agencies, Kathryn will not send out any new inventory reviews until this has been completed.
Item 12.  Georgia mentioned that 39% (3,205) of RDA’s in state agencies are expired. Georgia will send out memos this year to agencies that have expired RDA’s asking to get those renewed, amended or closed.
Item 13. Georgia handed out the placeholder ‘Modifications to GRS’ spreadsheet indicating both those that are completed and those still pending.  If there are any more changes that need to be added please email Georgia. 
Item 14. The SRC has filled the Inventory Control Supervisor position. The new supervisor is Steve Georgeff who has been with the SRC for 13 years. Steve will come to some of the ROC meetings.
Item 15. Georgia handed out the Policy and Guidelines for the Development of GRS. When the new GRS template and the Introduction to GRS documents are completed Georgia would like to have the ROC review the Policy and Guidelines for the Development of the GRS document for possible updates/revisions. The current document was created in 2008. 
Item 16. The Fleet & Aircraft GRS was distributed to agency deputy secretaries and Records Officers on May 20, 2014. 

Item 17. The I.T. GRS has been sent to Records Officers by Lois Mulder and comments are due back to her by June 20, 2104. 

Item 18. The Legal Affairs GRS will be submitted to the RMC for the July 15, 2014 meeting. 
Item 19. Sharon Kelley, STAR Project, gave an update on the implementation of this project. Sharon shared that the Financial Implementation will occur July of 2015, and the Human Resources will be six (6) months later. 
Next Meeting:  July 9, 2014 (Wisconsin Department of Administration Building, Room 430)


	Follow-Up Action Items:

1. Georgia Thompson will pull together a distribution list for local governments and send it and the Guidance for Managing Web Records to Matt Blessing by the end of June 2014. 

2. Kathryn Egeland will send the IT systems application guide to Records Officers to take a look at.

3. If any Records Officer has the FAQ piece that ties to the broken link on the PRB-001, please send to Kathryn.

4. The training committee continues to work on the training guides for the different levels. 

5. The GRS Format and Introduction Committee continue to work on these pieces and plan to send out to the ROC members by the end of June.

6. The SRC will work on PII and permanent retention changes to the PRB-001 in the late summer.

7. The Deadline for RDA Submittals is June 16, 2014.

8. Georgia will e-mail Records Officers to set up a conference call to discuss challenges to agencies in complying with the surveillance retention. 

9.  Georgia will research “open” meetings and any applicability to the ROC and RMC meetings. 
10. The destruction/transfer list is due back to the Records Center by July 7, 2014.
11. The I.T. GRS comments are due back by June 20, 2104.


	Additional Comments:

1. The 2014 Public Records and Open Meetings Seminar will be held on October 17, 2014 and October 27, 2014. There will also be one webinar presentation that will be held November 6, 2014. The registration for these seminars opens September 2, 2014.
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