Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   September 10, 2014
Meeting Started/Ended At:  1:00 p.m. – 3:00 p.m. 


	Discussion Points:

	Item 1. Abbie Norderhaug stated that the final draft of the General Records Schedule (GRS) Format/Introduction Committee will be sent out for final comments.  The Records Officer Council (ROC) members were asked to provide final comments on the documents to Kathryn Egeland by September 12, 2014.  A committee member stated the links for the boiler plate were not working. Kathryn Egeland will check to make sure they are working properly.  These two documents will go to the Records Management Committee (RMC) in October and then the Public Records Board (PRB) for approval. 
Item 2. Teresa Weidemann stated there have been two meetings for the Public Information Officer/Communication Officer Records Disposition Authorizations (RDAs). A list of records that the Public Information Officers and Public Affairs staff thinks should be included in the Administrative GRS was compiled. The next meeting is September 23, 2014. The committee expects to share drafts of these new RDAs with the 40 Public Information Officers of agencies in October or November. The committee expects to be able to submit them to the PRB by June of 2015. Records Officers will be able to review the drafted RDAs to then work within their agencies for input from their agency’s communications/public information officers.
Item 3. Abbie Norderhaug sent out the final Training Committee PowerPoint that will go to the RMC meeting in October, 2014 and hopefully then to the PRB in November, 2014. Once these are finalized they will be a part of the training toolkit for agencies to then tweak to make unique to their agency’s records management processes. 
Item 4. The IT Systems Application Guide for Records Officers will go to the RMC meeting in October, 2014. These two pieces will help the RMC and Records Officers better understand RDAs for system applications and what information would follow the IT GRS.
Item 5.   Georgia Thompson stated the PRB has asked that the PRB-001 form be modified to clarify the personally identifiable information (PII) aspects. Georgia handed out a draft of possible modifications. She thought adding some hyperlinks to certain boxes that will take users right to the instructions for that box would be very helpful. Modifications to clarify the permanent retention aspect of this form were also shared. Comments about the drafted revisions should be sent to Georgia by Friday September 10, 2014, so the form can be submitted to the RMC in October, 2014. 
Item 6. Georgia stated that the FAC#82 – Monitoring & Surveillance Recordings will be left as is. She stated that this particular RDA speaks only to monitoring and surveillance in facilities. It stipulates that if an agency believes there is an incident on a recording, that recording should be kept for the 120 days. If any agency feels that FAC#82 doesn’t meet their needs for facilities, they may write their own RDA for PRB approval.  Additionally, she stated that agencies with a law enforcement area need to write their own RDAs because FAC#82 is not intended to cover law enforcement vehicle dash cams, body cams, etc. 
Item 7. Georgia Thompson and Kathryn Egeland met with a few members of the STAR Project to recap the ROC concern with the new PeopleSoft system and how it will affect the RDA’s when creating new inventory and for General Services Billing. As a result of that meeting, Georgia shared with Records Officers that they should expect to hear from their own finance areas if and how their use codes will change.  At that time, if changes need to be made to RDAs and in the Versatile System, the work will be initiated. 
Item 8.  There will be a Versatile update in the fall of 2014. The web module for customers will stay the same for now with a possible update sometime in 2015. Agencies will only see the current update if they have a Citrix account. A Council member asked if the new updated in Versatile would catch if a duplicate user box number is created. Kathryn will contact Zasio to find out. 
Item 9. Georgia handed out a draft of what she thought would be a good idea for a CY 2016 Records Management Conference in April of 2016 for Records Officers and Records Coordinators in State Agencies and Local Units of Government. She discussed doing a smaller Records Management Conference in April of 2015 to gauge interest. Records Officers seemed to think this was a great idea but to take it out of the month of April so we are not competing with ARMA. It was felt that the fall of 2015 would be a better time.  Georgia offered to bring ideas for various session topics to a future ROC meeting for members to begin to formulate their thoughts for this conference. 
Item 10. Georgia reminded the Council the State Records Center (SRC) will continue to fund Citrix access to Versatile through fiscal year 2015 but beginning with fiscal year 2016 each agency will be responsible for paying the approximate fee of $292 a year if they choose to keep Citrix access. Georgia will send out an e-mail to the people who still have a Citrix account when it gets closer to FY16 to see if they would like to keep their account active. 
Item 11. Kathryn gave an update on the agency-by-agency review she is currently working on. She has reviewed 93,334 boxes and 67,605 files and reels to date. Between her and the Records Officers they have identified 146,118 possible issues. So far there are 21 agencies who have completed this project and five are currently in the process. 
Item 12.  Georgia Thompson mentioned that the SRC has been paying for both the RDA’s of the Department of Administration (DOA) and the RDAs in GRSs.  She notified Council members that she has asked within DOA if the cost for the GRS RDAs could be spread out among all agencies. She has not received an answer from DOA but agencies should be aware that this could occur.  If this does occur, agencies should expect to pay an additional $300 per year to the Wisconsin Historical Society (WHS) for GRS RDAs each year. 
Item 13. Georgia mentioned that the current destruction/transfer cycle would be completed by the end of November and that the next destruction/transfer cycle would begin in early December with a cut-off date during the first week of January, 2015. The deadlines for the report have not been finalized completely yet.
Item 14. Helmut Knies discussed how the WHS has been testing Preservica (preservation of electronic records) for the past three months. They have received approval to keep testing for the next 12 months Preservica will ingest data, validate the data and then move to the ingest process where there are various validating techniques. It will then wrap it electronically, put it in storage system and manage the data to make sure data isn’t corrupted. A search database is then available to access the material at any point. The WHS is also working on a federal grant application for e-records. If the grant is awarded, WHS would like to work with a handful of smaller agencies in a pilot program on electronic records management. If anybody has questions or would like some more information about Preservica or the grant WHS is working on they may contact Helmut at any point. Helmut stated he thought this preservation of electronic records would be a significant step to help state agencies preserve and manage their records. 
Item 15. Lois Mulder stated that the I.T. GRS is ready to be sent to the RMC with one exception.  DOA has asked for revisions to the IT disaster recovery RDA.  Lois asked the ROC if they felt I.T. RDAs regarding disaster recovery could be moved to the Administrative GRS, where other disaster recovery RDAs reside. The ROC agreed it would be a good idea to have all RDAs on this subject in the same GRS. The I.T. GRS will be submitted to the RMC for its October 2014 meeting.  
Item 16.  Georgia shared that the Legal Affairs GRS is on hold pending comments from the RMC.  Once those comments are received, the Legal Affairs GRS Committee will be engaged to develop the next draft of this document. 
Item 17. Diane Vultaggio and Teresa Weidemann are co-chairing the Forms, Library, Mail and Records GRS Committee.  The first meeting will be scheduled soon. 
Item 18. Georgia is keeping track of the ROC’s proposed changes to the Administrative GRS.  She distributed a copy of the pending changes and asked that if anyone has additional modifications to please contact her. Georgia hopes to have these revisions to the RMC the beginning of CY 15. 

Next Meeting:  October 8, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

· The IT Systems Application Guide for Records Officers will be on the October 2014, RMC agenda for discussion. 
· Abbie Norderhaug will send out the final draft of the GRS Format/Intro documents. Comments are due back by September 10, 2014. 
· The next Public Information Officer/Communication Officer meeting is September 23, 2014.

· Comments on the PRB-001 revisions should be sent to Georgia by Friday September 10, 2014
· Georgia will start drafting ideas for a smaller Records Management Conference in the fall of 2015 to then lead us to a bigger Records Management Conference in CY16.

· If there are any questions on Preservica or the electronic records management pilot WHS would like to implement contact Helmut Knies.
· Georgia Thompson will continue to track changes to the Administrative GRS. Please contact her if there are more changes to be made.


	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 is on the Department of Justice website and opens September 2, 2014. 



Attendees
· Aquino Perez, Ana – Department of Transportation 
· Bluma, Dawn – Department of Workforce Development
· Cunningham, Sharon – State of Wisconsin Investment Board
· Egeland, Kathryn – Department of Administration
· Galbraith, Tiffany – Department of Administration
· Holtan, Jeannie – Department of Children & Families
· Hunter, Mary – Department of Natural Resources
· Knies, Helmut – State Historical Society
· Mulder, Lois – Department of Health Services
· Norderhaug, Abbie – Wisconsin State Historical Society
· Rabe, David – Office of the Governor
· Starczewski, Leslie – City of Madison 
· Thompson, Georgia – Department of Administration
· Vultaggio, Diane – Employee Trust Funds
· Weidemann, Teresa – Public Service Commission
· Williams, Inger – Office of the Commissioner of Insurance

