Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   July 9, 2014
Meeting Started/Ended At:  1:00 – 3:00 P.M.


	Discussion Points:

	Item 1. Georgia Thompson gave an update on the General Records Schedule Format/Introduction Committee. She stated that Kathryn Egeland sent this out to all Records Officers and comments are due back by July 18, 2014. Kathryn and Abbie Norderhaug will then go over comments and make a final draft. A Records Officer Council member present asked if the Records Resource Management Committee should work on these documents. Georgia said she would contact Sandy Broady-Rudd to clarify. 
Item 2. Teresa Weidemann gave an update on Public Information Officer/Communication Officer RDAs. She stated that she sent a request out to PIO’s (Public Information Officers) around different agencies and that 10 so far expressed interest in participating on a committee to write a records series on communications for the Administrative General Records Schedule. They were asked to express interest by Monday, July 14, 2014. 
Item 3. Abbie Norderhaug stated that she sent out seven (7) total documents for the Training Committee. These templates are for agencies to use but are not final yet. Comments are due back to Abbie by July 28, 2014.  The training materials will then go to Sandy Broady-Rudd, Chair of the Records Resource Management Committee and then the Public Records Board (PRB).
Item 4. The IT Systems Application Guide for Records Officers and the Records Management Committee is on hold until Dawn Bluma is available to attend a Records Officers Council (ROC) meeting. 
Item 5.  Georgia gave an update on the PRB-001 form. Georgia and Kathryn Egeland will draft changes on this form which will then be sent to records officers for input. As requested by the PRB, this will help clarify the language around Personally Identifiable Information (PII) and permanent retention. 
Item 6. Georgia discussed FAC #82 – Monitoring & Surveillance Recordings. Georgia set up a conference call for Tuesday, August 5, 2014 from 10:30-11:30am. Georgia told the  ROC she would send out an e-mail to all records officers for volunteers to research websites of 2-3 states and learn how those states are handling the retention of monitoring and surveillance recordings. She stated that if there are 10 volunteers, we can research 20-25 states and then Georgia will compile all information gathered.
Item 7. Georgia initiated a follow up discussion on open meetings.  She stated that she will contact Mary Burke to talk with somebody at DOJ to see if the ROC meeting should be considered an open meeting. Everyone agreed that the PRB is an open meeting because that is where decisions and policies are made however an official decision should be reached on the ROC meetings. 
Item 8.  The calendar year 2014 mid-year Destruction/Transfer list went out on May 30, 2014 to all agencies. The list was due back to the State Records Center (SRC) July 7, 2014. Steve Georgeff stated that about 50% of the inventory eligible for transfer or destruction was placed on hold by agencies.  The SRC will again be working with agencies with high “holds” or no response.
Item 9. Georgia discussed the space constraints the SRC is facing. She stated that after this destruct cycle is over Steve Georgeff will review the volume of new inventory received at the SRC over the past 10 years to learn if the volume is leveling off, decreasing or increasing.  If the SRC continues to receive more new boxes each year than those it is authorized to transfer or destroy,  the SRC will have to take on additional space in a third site. 
Item 10. Georgia stated that she has approval for the next fiscal year to charge agencies for expired RDAs and boxes stored at the SRC that are past their disposition date in the Versatile system without justification.  She also stated that no firm decision to actually do so has been made yet.
Item 11. Georgia stated that Kathryn would again begin the inventory review projects with agencies now that the mid-year transfer/destruction is finalized. 

Item 12. Abbie Norderhaug discussed Wisconsin Historical Society’s-Archive-It which is used to crawl websites. She stated that it captures web records at that moment out of the internet, archives, and stores it. Depending on the agency, the crawler is either done monthly, quarterly, once or twice a year. Abbie will send out the proposed crawl schedule. 
Item 13.  Georgia discussed the Guidelines for the Permanent Retention of Records by Wisconsin State Agencies. She stated that this guideline goes back to 2001. She mentioned that she would bring this document up for discussion at an upcoming 

PRB Records Resource Management Committee for possible review.  
Item 14. Georgia discussed the RDA extension time frames. She stated that the first approval is 18 months and that the second extension is another 18 months. She mentioned that RDAs are valid for 10 years so Records Officers have plenty of time to work on renewals, supersedes and closures. She said some agencies don’t begin the renewal process until long after the RDA is expired.  She also said that some agencies leave a long gap between filing the first extension and second extension request. This has lead in some cases to RDAs being expired five (5) years beyond the original 10 year active status. In addition, as records cannot be destroyed when the associated RDA is expired, she mentioned that some agencies use this as a means to continue to place “holds” on expired records. She asked ROC members present how they felt about a reduction in the two 18-month extension periods. There was not a wide discussion on this but those that did speak thought it might be okay to reduce the extension periods. Georgia did state that going forward in all cases, any second extension must go before the PRB for justification and approval. A member of the ROC asked that the SRC send RDA Sunset Reports to Records Officers in Excel. This will allow them more flexibility in reporting the status of specific RDAs within their agencies which could help facilitate renewals.   
Item 15. Georgia stated that she will be taking a look at the Policy & Guidelines for the Development of General Records Schedule to ensure it is still accurate. She stated it should be in pretty good shape because it was last visited in 2011.
Item 16. Georgia mentioned that Brian Fruits from DATCP contacted her to discuss a possible digitization opportunity at DATCP. Brian stated that DATCP owns scanning equipment and that his agency was internally reviewing the potential to scan records for other agencies for a fee. Some records officers thought it might be difficult to digitize their records due to cost constraints, staff to perform the actual scan and then quality control of the scanned image.  
Item 17. Lois Mulder stated that the I.T. General Records Schedule will be presented to the Administrative Officers Council meeting in August. 
Item 18. Georgia stated the Legal Affairs GRS was sent to the Records Management Committee for the July 15, 2014 meeting.

Item 19. Georgia stated there are five (5) expiring General Records Schedules in 2016. She thought it would be a good idea to start working on renewals now to avoid a possible delay later.  She asked ROC members present if they felt the Mail and Messenger and Forms General Records Schedules could be incorporated in the Administrative schedule as some of the RDAs in those two schedules would already be superseded.  Some felt this could be done. Georgia will send out an e-mail to get a committee going to start working on these RDA’s.

Next Meeting:  August 13, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

· Georgia will contact Sandy Broady-Rudd regarding the General Records Schedule template and Introduction documents.

· The SRC will be working on minor changes to the PRB-001 form in the upcoming month. 
· Comments are due back to Kathryn by July 18, 2014 for the GRS Format/Intro Committee.

· Comments are due back to Abbie by July 28, 2014 for the training committee guides.

· The IT Systems Application Guide for Records Officers and the Records Management Committee will be on hold until Dawn Bluma can attend the ROC meeting.

· Georgia set up a conference call for FAC #82 – Monitoring and Surveillance Recordings on Tuesday, August 5, 2014, 10:30-11:30. If any agency is interested in researching how other states handle monitoring and surveillance or recordings should let Georgia know as soon as possible.

· The SRC will be working with agencies with high holds or no response from the past destruct lists.

· Abbie Norderhaug will send out the proposed crawl schedule for the WHS-Archive-It.
· Georgia will be taking a look at the Policy & Guidelines for the Development of GRS to make sure that it is accurate.

· The I.T. GRS will be presented to the Administrative Officers Council in August. 
· The Legal Affairs GRS will be sent to the RMC (Records Management Committee) for the July 15, 2014 meeting.

· Georgia will send out an e-mail to get a committee going to start working on General Records Schedules that will expire in 2016.


	Additional Comments:

· The 2014 Public Records and Open Meetings Seminar will be held on October 17, 2014 and October 27, 2014. There will also be a webinar presentation that will be held November 6, 2015. Registration for all seminars opens September 2, 2014. 




Attendees
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