Meeting Recap


	Attendees:  Please see end of meeting minutes


	Meeting Subject:  Record Officer Council
Date:   August 13, 2014
Meeting Started/Ended At:  1:00 p.m. – 3:00 p.m. 


	Discussion Points:

	Item 1. Georgia Thompson stated Kathryn Egeland and Abbie Norderhaug took over the General Records Schedule Format/Introduction Committee. Kathryn stated they have a solid template in the works and it should be ready for the October Records Management Committee (RMC) meeting. If the template is approved by the Public Records Board (PRB), it will build consistency moving forward with the upcoming expiring Records Retention Disposition Authorizations (RDA’s). 
Item 2. Georgia and Kathryn have added hyperlinks where indicated in all General Records Schedules. They will continue to maintain the hyperlinks with all new schedules and revisions of schedules for user’s ease.
Item 3. Teresa Weidemann stated 12 agencies responded to the request to sit on a committee to develop Public Information Officer/Communication Officer RDAs. There are 10 people who are fully committed, 3 of whom are Records Officers. The committee expects to share drafts of these new RDAs in October or November and with the 40 Public Information Officers in agencies then have them to the PRB by June of 2015. Records Officers should work within their agencies for input from their communications/public information officers once they receive this document. 
Item 4. Abbie Norderhaug sent out the Training Committee PowerPoint’s to all Records Officers. Abbie will incorporate all comments and have a final document soon. This document will then go to the RMC in October 2014 and hopefully the PRB in November 2014. Once finalized these documents will be part of a training toolkit for agencies.  Agencies will still be expected to tweak the documents to make them unique to their culture and records management processes.  
Item 5.   The IT Systems Application Guide for Records Officers consists of two (2) information pieces to help the RMC and Records Officers better understand the technical references in I.T. related RDAs.  At the next RMC meeting in October this will be on the top of the agenda providing Dawn Bluma is resettled back into GEF1 and able to attend the meeting. 
Item 6. Kathryn and Georgia will be revising the PII and Permanent Retention areas of the PRB-001 RDA form to help agencies better understand how to accurately complete these sections of the form. Georgia will send the drafted modifications to all Records Officers for review and block time on the September 10, 2014, Records Officer Council meeting. It was suggested by a ROC member to increase the length of the field for e-mail addresses. 
Item 7. Georgia shared that a conference call was held on August 5, 2014, to discuss the challenges related to FAC#82 – Monitoring & Surveillance Recordings. The call also discussed how other states were treating the retention of recordings. The ROC will wait until the PRB meeting on August 18, 2014, before any further action is taken.  
Item 8.  Georgia notified the ROC that 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 fee of $292 a year (currently) if they choose to keep their Citrix access active. There are currently eight (8) Citrix users who haven’t accessed their accounts in a very long time. Georgia shared that she e-mailed each of them to ask if they still wanted their accounts active. They all agreed that their access could be removed. The SRC is currently paying $7,300 a year for Citrix access for agencies.  
Item 9.  Kathryn gave an update on the agency–by-agency review. Between July 15, 2014 and August 15, 2014. She reviewed just over 24,000 boxes and 56,000+ files or reels which were sent to agencies for review. The SRC is hoping to finish this project by the end of 2014 or early 2015. 
Item 10. Kathryn informed the ROC that there will be a Versatile update in the fall of 2014, Version 8. She stated that the web module will not be updated at this time so web users will not see a change.  However, if agencies have a Citrix account they will see the change. This updated version will affect the SRC staff the most. 
Item 11. Sharon Cunningham had a question about the Chart of Accounts in the new ERP.   Currently it’s a 4-character string but she heard it will change to 7 characters for PeopleSoft. Sharon wondered how this will relate to agency RDA’s when creating new inventory and for the General Services Billing process. SWIB uses the same “org” numbers to identify divisions in SWIB. Other records officers indicated that they assign totally separate numbers.  Sharon stated that within the State of Wisconsin Investment Board (SWIB) they were discussing using one main number for the entire agency and sorting charges internally.  Sharon’s introduction of this discussion item was helpful to get Records Officers thinking about this change. Georgia Thompson will re-cap this discussion to send it to the STAR Project team. 
Item 12.  Lois Mulder stated that the I.T. General Records Schedule (GRS) was presented to the Administrative Officers Council on August 13, 2014.  Comments are due back by September 5, 2014. This GRS could be ready for the RMC’s meeting in October. 
Item 13. Georgia Thompson stated the Legal Affairs GRS was denied by the RMC. The RMC will suggest some modifications to the document, particularly changes to the introduction referencing attorney-client privilege and disclosure of legal records transferred to the State Historical Society.  Georgia will reach out to the original Legal Affairs GRS committee members once she receives the recommended changes from the RMC. 
Item 14.  Georgia reminded the ROC that there are five (5) expiring GRSs in 2016. She stated that the Mail/Messenger and Forms GRSs could be rolled into the Administrative GRS.  She thought the Fiscal, Records Management and Library GRSs should remain as stand-alone documents. Georgia is looking for volunteers to chair the Mail/Messenger and Forms GRS. Georgia will reach out to ROC members for volunteers.
Item 15. Georgia stated that revisions to the Administrative GRS will be worked on while the Forms, Mail/Messenger GRSs and the new Public Information/Communication Officer RDAs are being developed.  Ideally, the revised Administrative GRS would be presented to the RMC in the spring of 2015. 
Next Meeting:  September 10, 2014 (Wisconsin Department of Administration Building, Room 430)



	Follow-Up Action Items:

· Kathryn and Abbie will work on the General Records Schedule Format/Introduction revised document to have ready for the October, 2014 RMC meeting. 

· The IT Systems Application Guide for Records Officers will go on the September 2014, RMC agenda for discussion.

· Kathryn and Georgia will continue to work on revising the PII and Permanent Retention for the PRB-001 RDA form; this will be on the September, 2014 ROC agenda for discussion.

· Georgia will re-cap the Chart of Accounts discussion to the STAR Project. 
· Comments on the I.T. GRS are due back from agency administrators to Lois by September 5, 2014.
· Georgia will reach out to the Legal Affairs Committee members to re-work the Legal Affairs GRS when she receives input on the document from the RMC.
· Georgia is looking for volunteers to help update the Mail/Messenger and Forms GRSs. 



	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

· Aquino Perez, Ana – Department of Transportation 
· Bluma, Dawn – Department of Workforce Development
· Cunningham, Sharon – State of Wisconsin Investment Board
· Egeland, Kathryn – Department of Administration
· Fruits, Brian – Department of Agriculture, Trade & Consumer Protection
· Galbraith, Tiffany – Department of Administration
· Gorski, Jodi – Department of Justice
· Holtan, Jeannie – Department of Children & Families
· Hunter, Mary – Department of Natural Resources
· Kaminski, TJ – Wisconsin Economic Development Corporation
· Mulder, Lois – Department of Health Services
· Norderhaug, Abbie – Wisconsin State Historical Society
· Thompson, Georgia – Department of Administration
· Weidemann, Teresa – Public Service Commission
· Williams, Inger – Office of the Commissioner of Insurance

