Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   November 12, 2014
Meeting Started/Ended At:  1:00 p.m. – 3:00 p.m. 


	Discussion Points:

	Item 1. The General Records Schedule (GRS) Format/Introduction Committee documents were approved pending a few minor tweaks by the Public Records Board (PRB). They will be posted to the PRB website after the changes are made. This may take a couple of weeks. 
Item 2. The final Training Committee PowerPoints and single page fact sheets were approved pending a few minor tweaks by the PRB. These will be a part of the training toolkit for agencies. The PowerPoints can be customized to fit each agency’s records management processes. These will be posted to the PRB website after the changes are made. This may take a couple weeks. 
Item 3. The PRB-001 form language revisions were approved with a few minor tweaks. Georgia Thompson and Kathryn Egeland will work with the DOA forms officer to get all of the changes made. Georgia will email the ROC the final draft of all the tweaks that were made to the PRB-001 form. 
Item 4. Helmut Knies stated the Wisconsin Historical Society (WHS) has submitted the draft for the WHS e-Records Grant.  This will allow them to do some pilot programs with various agencies. They are hoping for an early summer start to this project. 
Item 5.  The Public Information Officer/Communication Officer Records Disposition Authorizations (RDAs) are still being worked on. The Committee expects to be able to submit them to the PRB by June of 2015. 
Item 6. The IT Systems Application Guide for Records Officers was sent to the Records Management Committee (RMC) by Dawn Bluma.  Kathryn Egeland will send the piece for RMC members to the ROC and the piece for Record Officers will be sent to all Record Officers. These two pieces will help the RMC and Records Officers better understand the technical content of RDAs. These documents did not go to the PRB for review as they are only meant to assist in the drafting and review process.  
Item 7. Kathryn Egeland stated the State Records Center is still waiting on the Versatile Version 8 upgrade that will be happening. At this time agencies will only see a change if they use their Citrix account. 
Item 8.  Georgia Thompson distributed a draft of the narrowed down potential topics and audiences for the small Records Management Annual Conference currently proposed to be held in the Fall 2015. If anybody has any other topic ideas please contact Georgia. 
Item 9. Georgia discussed follow-up with the STAR Project and the discussion on records in state agencies which must be maintained in hard copy format only. DET is forming a committee to discuss this further. 
Item 10. Kathryn gave an update on the agency-by-agency inventory reviews which she has been working on for a year now. So far there have been 141,550 boxes reviewed. Of those, there were 81,362 issues identified by SRC and 42,558 changes were made. From all these changes there have been 6,935 boxes added to either the previous or current Disposition cycle. 
Item 11. The next Disposition cycle has begun and was distributed to all agencies Friday, November 7, 2014. Agency replies are due by December 19, 2014.  This will give each agency six (6) weeks to complete its review of the destruction and transfer lists.  Georgia stated SRC has 27,000 eligible boxes this time around. We are hoping at least 50% of these can be destroyed or transferred. 
Item 12.  Georgia Thompson discussed the revised Semi-Annual Destruction/Transfer Packet that was sent to all agencies. Most of the wording is the same but format is a little different. 
Item 13. Dawn Bluma discussed which RDA should be used for “Testimonials” as you tube videos that are posted to their agency web page. There was some discussion on which RDA to use for these types of videos but the council seemed to agree on RDA ADM000026. 
Item 14. Georgia gave an update from the PRB that was Monday, November 10, 2014. She stated there are two board members that have, or will, be leaving by the end of the year.  The Board Chair will be reaching out to the Department of Justice and the Governor’s Office for 2 new board members. The PRB approved the GRS Introduction and Template, training documents, and PRB-001 revisions. 
Item 15. The I.T. GRS was approved by the PRB and will be posted on the PRB website shortly. 
Item 16.  The Legal Affairs GRS is almost complete. Just a few minor tweaks are needed to finalize this. Georgia will reach out the RMC members and then follow-up with the GRS workgroup to finish the schedule. 
Item 17. Diane Vultaggio and Teresa Weidemann are co-chairing the Forms, Library, Mail and Records GRS Committee. They are working on these GRSs and possibly rolling some of them into the Administrative GRS. 

Item 18. Georgia is still keeping track of the ROC’s proposed changes to the Administrative GRS. If there are any additional modifications please contact Georgia. Georgia hopes to have these revisions to the RMC in the beginning of 2015. 
Next Meeting:  December 10, 2014 (Wisconsin Department of Administration Building, Room 430)


	Follow-Up Action Items:
· Georgia will continue to draft ideas for a smaller Records Management Conference in the fall of 2015 to then lead us to a bigger Records Management Conference in 2016.

· 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 with any additional modifications to the Administrative GRS as soon as possible.
· The GRS Introduction and Template will be added to the PRB website. 
· The Training Committee PowerPoints and fact sheets will be added to the PRB website. 

· Kathryn Egeland will send the ROC the IT Systems Application Guide piece for the RMC for their reference and the RDA drafting piece to all Record Officers. 

· The deadline for the Destruction/Transfer cycle is Friday, December 19, 2014. 

· The IT GRS will be added to the PRB website. 

	Additional Comments:

· Diane Vultaggio will be sharing the Department of Employee Trust Funds (ETF’s) training pieces at the December, 2014 ROC meeting. 


Attendees
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· Bluma, Dawn – Department of Workforce Development
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· Egeland, Kathryn – Department of Administration
· Galbraith, Tiffany – Department of Administration
· Gorski, Jodi – Department of Justice
· Holtan, Jeannie – Department of Children and Families
· Hunter, Mary – Department of Natural Resources
· Kaminski, TJ – Wisconsin Economic Development Corporation
· Knies, Helmut – State Historical Society
· Thompson, Georgia – Department of Administration
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