Meeting Recap


	Attendees:  Please see end of meeting minutes


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


	Discussion Points:

	Item 1. Diane Vultaggio presented Employee Trust Fund’s (ETF) Web-Based Records Management Training Module to the Records Officers Council (ROC). Diane stated that Cornerstone was used, developed in Articulate Storyline and put together by a training team within ETF in two months. Diane provided the team with a PowerPoint and script. This web-based records management training is mandatory for all new ETF employees. Existing ETF employees are also being asked to review the training module.
Item 2. David Rabe discussed if any ROC attendees have bring-your-own-device policies established to manage the use of personal devices for work related activities.  There was a brief discussion regarding which agencies supplied cellphones, computers, etc. and how record keeping is applied to these types of devices. ETF and the State of Wisconsin Investment Board (SWIB) both indicated their agency has a written guidance. These Records Officers will send their policies to David with the approval of their agencies. 
Item 3. The newly revised General Records Schedule (GRS) Format and Introduction documents were posted to the Public Records Board (PRB) website. 
Item 4.  The Training Committee’s PowerPoints and single page fact sheets were posted to the PRB website. Ana Aquino-Perez stated the Training Committee is currently working on a glossary and then will begin preparing training materials for Records Officers and Records Coordinators. 
Item 5.  Georgia Thompson stated that Kathryn Egeland is currently working with the DOA forms officer to make the PRB approved changes to the PRB-001 form. They hope to have this completed in January of 2015. 
Item 6. The IT Systems Application Guide for Records Officers was sent out to all Records Officers. 
Item 7. The I.T. General Records Schedule renewal was approved and posted to the PRB website.
Item 8.  Teresa Weidemann and Lynn Condreay provided an update on the Public Information Officer/Communication Officer RDAs which they are developing with a committee. They are continuing to advance the development of these new RDAs. They also mentioned that this will be rolled into the Administrative GRS and not stand-alone Retention Disposition Authorizations (RDAs). 
Item 9. The State Records Center (SRC) is still waiting on the Versatile Version 8 upgrade. 
Item 10. Georgia Thompson initiated a follow up discussion on a potential Records Management Annual Workshop/Conference to be held in the fall of 2015. Georgia thought this conference should be geared toward newer Records Officers.  A lively discussion of training offered by the SRC to state agencies followed. Some members indicated the SRC should do more for agencies. Georgia mentioned that agencies that have a seasoned, full-time Records Officer are responsible to do their own internal training. After a lengthy discussion, a Council member mentioned that perhaps the SRC could survey all Records Officers to learn what help Records Officers would like to narrow down some potential topics for this conference. 
Item 11. Georgia distributed a Versatile Training schedule for CY15 in follow-up to the ROC’s request in November 2015. All training sessions will be held at the DOA building in Room 540 and participation will be limited to 16. All sessions are intended as train-the-trainer for Records Officers however agencies may identify and send one or two Records Coordinators to the training if they are to serve as trainers within their agency. Kathryn will e-mail this schedule to all Records Officers. 
Item 12.  Georgia distributed a STAR Project - Finance and Procurement Modules: Electronic Records Management handout. The STAR Project seeks to electronically retain specific records associated with the Financial and Procurement GRS’ effective with the July 2015 PeopleSoft rollout. Georgia will work with Records Officers and other agency subject matter experts to identify the types of documents that can be retained electronically from these records series. 
Item 13. Georgia mentioned a January 13, 2015, ARMA Virtual Conference.  She mentioned the conference is free to ARMA members.  She will send the ARMA email announcement to all Records Officers. ARMA Madison members offered that the 2015 ARMA Madison conference will be on April 29th, at the UW-Madison Fluno Center. 
Item 14. Lynn Condreay asked about the two different retention periods in the Payroll GRS, specifically RDA #16. One is 15 years for DOA documentation; the second is for 10 years for agency documentation. Georgia made note that this RDA should be separated because Versatile only recognizes the 15-year retention. A manual overwrite by records center staff is currently required to enter the 10-year retention.
Item 15. Georgia reminded the ROC the deadline for the current disposition cycle is December 19, 2014. The SRC disposition report identified 27,000 boxes eligible for destruction or transfer.  
Item 16 Georgia shared that the Legal Affairs GRS is almost completed. Once finalized it will go to the Records Management Committee (RMC) members for a final review and then to the Administrative Officers Council (AOC) and then the PRB for final approval.  
Item 17.  Diane Vultaggio and Teresa Weidemann are co-chairing the Forms, Library, Mail and Records GRS Committee. Diane shared that two committee meetings had occurred. She indicated when asked that possibly some of the RDAs in these four GRS could be superseded by existing RDAs in the Administrative GRS and that perhaps the remaining RDAs from these four GRS could be incorporated into the Administrative GRS. 
Item 18. Georgia distributed her tracking of the Administrative GRS. Due to a shortage of time, she mentioned the document would be emailed to Records Officers for any additional input.  She mentioned she hopes to submit the Administrative GRS revisions to the PRB by the January 9, 2015, due date for approval in March. 
Next Meeting:  January 14, 2015 (Wisconsin Department of Administration Building, St. Croix Room, this room is off the lobby, to the left.)


	Follow-Up Action Items:
· Georgia will continue to draft ideas for a Records Management Conference/Workshop 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.
· The deadline for the Destruction/Transfer cycle is Friday, December 19, 2014. 

· The ARMA Madison conference will be held April 29, 2015. Georgia will send out the ARMA Virtual Conference schedule for January 13, 2015 to all Records Officers. 
· Kathryn Egeland will e-mail all Records Officers the Versatile Training schedule for 2015. 

	Additional Comments:
· 
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