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Summary
Six monthly sessions were scheduled for the Public Records Board to plan its expanded role as called out in the WHS/DOA Records Retention Study.  To broaden its view, the Board invited an extended group to participate in the planning including state Chief Information Officer, a representative of local government IT, the Department of Public Instruction Depository program, and the University of Wisconsin.  Input was also taken from records officers attending the meetings. 

Meeting 1, held in January 2007, reviewed the recommendations from the WHS/DOA Records Retention Study and identified stakeholders to the Public Records Board activities (see Exhibit A).  The Board identified who else should be in the room to enrich the perspective in the Board’s strategic planning efforts. Members and attendees also identified key issues of concern. 
Meeting 2 included the expanded attendance identified in January and focused on what the work of the new Board should be and how the Board might accomplish its goals.
Meeting 3 reviewed the major roles and functions for the new Board. Consensus was reached on the initial scope of the new role for the Board as follows: 

The PRB will have oversight and accountability for the State’s Records Program.
Two major issues were resolved: 1. The Board’s role in the proposed state records and information program was clarified to be as a collaborative partner rather than as the driver and 2. The Board’s role in compliance efforts on the state’s records programs was clarified as a “compliance” rather than an “enforcement” role.  

Five major strategies were identified for the newly focused Board were:

1. Strategic Planning:  Goals and Priorities for Records Program 

2. Compliance  

3.   Best Practices & Procedures

4.   Training

5.   Integration with IT

Meeting 4 focused on what expertise the Board required to carry out its strategies, where that expertise could be found (see Exhibit B) and how the Board might engage it.

Meeting 5  Reviewed a draft design on the structure and composition of the Board.  Members reviewed issues and concerns identified along the way in the planning process to see which ones still required addressing. 
Meeting 6 finalized assigned the issues to Standing Committees for further work and reviewed  the following proposals put to the Board:
The new PRB structure (see diagram Exhibit C),

Board Composition, Board Member Roles and Meeting Intervals , Committee Chairs and Committee Member roles (Exhibit D)

Standing Committee initial issue assignments (Exhibit E)
The Board reviewed the list of strategic priorities with proposed timeframes for the Board but took no action on these.  
Meeting 7 finalized acceptance of the documents presented at the June 25 meeting and reviewed the initial PRB workplan developed for FY 08 and FY09. 
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Exhibit A

Stakeholder Identification   “What and who would we need to be concerned with while planning?”



	Wisconsin citizens
	Agencies

	Wisconsin industries
	Other government units

	Legislature
	Local units of government

	Governor
	Federal Government

	Small business
	State employees

	Other state business
	IS/ IT staff

	
	

	IT schools
	Interagency teams

	Library schools
	State Records Center

	Libraries
	State Archives

	Public Schools
	DPI state depository program

	
	

	Press
	RIM vendors

	Special interest groups
	Other vendors

	Historians
	Auditors

	Litigants
	Attorneys

	Privacy advocacy groups
	Privacy & security officers

	Active record researchers
	Public information officers

	Historical researchers
	Homeland security

	University
	Law enforcement offices

	
	


Exhibit B

Where does the EXPERTISE reside that the PRB needs?

	
	
	
	
	

	What Expertise Is Required
	Who / Where Can It Be Found
	Where Should It Be Represented

On  PRB

Board    Other       Sub-  committee 

	1.0  Authority / Top management

To lead charge; instill importance of RM in agencies and daily activities


	· Governor

· DOA Secretary

· Other Cabinet members


	Yes - Appointee 
	
	1.0  Executive Spon-sorship

	2.0  Public records appraisal

Including for historical /archival purposes
	· State Historical Society

· UW system-wide and Library and Archives

· UW School of Library and Information Sciences (SLIS) & UW-Milwaukee

· Local government (e.g., county historical societies)

· Records officers

· Professional associations (e.g., ARMA, SAA, NAGARA)

· Auditors

· Lawyers


	2.0  Yes
	2.0  Committee
	

	3.0  Information technology / Technically based  RIM expertise


	· Board should have someone with authority over IT as Board member e.g. State CIO.

· Also should maximize IT/RM expertise on Board staff 

· UW business school, SLIS, UW-Milwaukee

· Professional associations (e.g. AIIM)

· Private Sector with RM software expertise and experience

· (N.B.  Take heed not to use vendor with interest in service delivery to state on issue)
	3.0  Yes - CIO
	Yes- Committee

	

	3.1   Information security 

(To assure records confidentiality, integrity and availability)


	· Private Sector (e.g. Insurance companies)

· State agency Info. Security staff

· Local gov’t Info security staff


	
	3.1  Committee
	? Staff

	4.0  Management expertise


	· State Administrative Officers

· Other State level / Local level with experience in implementing programs and  policies

· State agencies

· Other states

· Professional organizations (e.g., AIIM, ARMA)

· Research projects – case studies

· RM management expertise --Individual agency staff dealing with records 

· IT function/perspective - Individual agency staff dealing with IT


	4.0 Yes
	
	

	4.1  Business process analysis, data modeling
	· UW Business School

· Professional organizations (ARMA, possibly AIIM?)

· Industry Standards

· Private sector

· State re-engineering efforts (streamlining, automating of state business processes e.g., IBIS)

· IT

· Private Sector


	
	4.1 Committee
	

	4.2 Policy Development

Framework for writing policy


	· DOA (budget office, others)

· State agencies

· Local Boards (school boards, city councils)

· Professional organizations/associations (e.g., ARMA, AIIM) for RIM-specific policy]

· Generalists 

· Policy implementers 

· Division administrators

· Private sector


	
	4.2   Committee
	

	4.3  Training


	· DOA (Training corps)

· Other agency trainers

· Private sector

· UW Learning Innovations

· Professional associations (as above)


	
	4.3 Committee
	

	5.0  Legal


	· Attorney General

· State agency legal counsel

· DOA 

· Legislative Council

· Private sector

· Courts

· Municipal

· State Bar

· Current Sedona initiative


	5.0 Yes

 (Leg. Council? Other?)
	Records Management Committee (A.G.) to avoid conflict
	

	6.0  Audit


	· Legislative Audit Bureau

· DOA

· Other internal audit staff

· Professional association (WI Institute of CPAs)

· National academic audit committee

· NACUBO (National Association of Colleges and Universities Business Officers) 

· ISACA (Information Systems Audit Compliance Association)

· Existing audit protocols/standards

· Federal rules re: records retention

· UW Audit


	6.0 Yes

(But LAB only in advisory role due to concern on conflict)
	Yes Records Management Committee (LAB)
	

	7.0  Communication Public advocacy


	· FOIC (Freedom of Information Council)

· Newspapers / Media

· Public Information Officers (PIOs)

· Other advocacy organizations (e.g., Common Cause)

· Consumer Protection advocates (e.g. University consumer law clinic)

· Privacy efforts including DATCP privacy office

· Private Sector


	Maybe
	 Yes  Committee
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Exhibit D

Board Composition, Members Roles and Meeting Intervals -- Committee Chairs and Committee Members Roles

PRB Composition    
	1.     Governor (or designee) 
	6-7.   Local Government representatives (2- one with IT)

	2.      WHS Director (or designee)
	8.       Private sector representative with related experience

	3.      State Auditor* (or designee)
	9.      State Chief Information Officer  (or designee)

	4.      Attorney General (or designee)
5.      Director of Legislative Council*    (or designee)
	10.     U.W.  President of System (or designee)
11.      Public Member 

	
	* Will become non-voting members of expanded Board.

	
	


Member Roles

· All members help Board reach decisions regarding state government records management and preservation program 

· Some members chair Board committees and lead efforts to develop proposals for full Board consideration
· All members authorized to contribute expertise and participate in Board decision-making except for non-voting members who may contribute to discussions and serve on committees, but do not vote on issues before the Board.

PRB Meeting Intervals

· PRB will meet at least quarterly but may schedule to meet more frequently as things begin to move faster with the new Board focus. 

· Committees will meet as needed – Current plan is Records Management Committee, quarterly; Policy Committee – once per quarter; Records Officer Council, monthly; Resource Management Committee at least once per quarter. 
Committee Chairs

1. Records Management Committee: Maureen Flanagan

2. Policy Committee: Peter Gottlieb

3. Records Officer Council: Amy Moran

4. Records Resource Management Committee: Carol Hemersbach

Committee Members’ Roles

· Committee members contribute expertise and skills to develop proposals for full Board meetings
· Committee members work with chair and staff to research, review, amend and finalize proposals to the full Board
· At the request of the full Board, Committee members study and review issues and make recommendations to the full Board

Exhibit E
PRB Standing Committee
Initial Assignments

1.0  Records Management Committee
Chair   

Maureen Flanagan
Membership:    
Legal (Attorney General representative); Audit, financial (Audit Bureau representative); historical (WHS); UW, IT

Frequency:

Meet Quarterly

Staff:     
State Records Center (Board Executive Secretary) 

Issues assigned
1. Review and recommend RDA’s and General Schedules

2. Review and revamp Records Review Process

3. Provide guidance on Record declaration

2.0   Policy Committee
Chair   

Peter Gottlieb
Membership:   
Policy Administrators e.g. Administrative Officer, Legislative Council representative, Governor’s representative from Board, WHS, DOA, IT; local government; Private Sector,  Records Officers, UW, DOA Board Policy Advisor; others

Frequency:   
Quarterly
Staff:  

WHS 
Issues Assigned
1. Develop and implement PRB policy setting procedures

2. Define accountability of Board, DOA, WHS and other RIM partners

3. Develop mechanism for agencies to report on records programs and provide feedback on plans submitted 

4.  Design record audit process

5. Develop Policy Framework for records management functions in executive branch

6. Collaborate to establish new framework that integrates RIM with IT functions (with Resource Management Committee) 

7. Develop Communication Plan (e.g. raise  awareness of records management needs at agencies) with Resource Management Committee)

8. Build process to better enable business requirements for information systems to reflect records management needs 

(with Resource Management Committee)

9. Set records management and preservation goals and priorities

10. Drive End User ownership / responsibility 

11. Develop Records standards and Best Practices (with Records Officer Council)

12. Review and recommend policies for Board approval including the application of current law to records management 

13. Develop statute revisions where needed

14. Review and recommend Board structure for effectiveness (with Resource Management Committee) 

15. Board Change Management (with Resource Management Committee)
16. Add clarity to determination of what is a record

3.0  Records Officer Council

Chair    

Amy K. Moran

Membership: 
PRB Member, State and other Records Officers, IT, local government, UW, agency legal counsel, OSER

Frequency: 
Monthly
Staff:  

DOA RIM staff

Issues Assigned
1. Review records issues and challenges occurring within agencies, local government
2. Identify where guidance is needed
3. Develop and implement records management guidelines
4. Identify training and organizational support  needs

5. Identify Best Practices on archiving and records management (to Policy Committee)

6. Best Practices: Identify strong, well functioning  records program (with Policy and Resource Management Committees)

7. Identification of records best practices to agencies (with Policy Committee)

8. Recommend Board activities, focus areas

9. Improve efficiency of general public access to records and information (with Policy Committee)

10. Training – Provide guidance, sponsor and identify training levels and content (to Policy and Resource Management committees)

11. Training - Deliver and make easy for End User

12. Share Resources
4.0 Records Resource Management Committee
Chair   

Carol Hemersbach
Membership:   
Agency Records Officer, member of UW Records Officer Council, other . . .  ( e.g. Administrative Officer, WHS IT, DOA/DET IT, UW IT)

Frequency:             Quarterly minimum  (2x per quarter max)
Staff:   

Catherine Hixon
Issues Assigned

1. Annual Budget / Funding for PRB

2. Staffing 

3. Roles/responsibilities for Board and committee members

4. Competency Models for Records Officers

5. Develop and recommend Board structure to Policy Committee
6. Define roles for collaboration (DOA, WHS, other partners)

7. MOU’s  (WHS/DOA, others as required) with Policy Committee
8. Collaborate with DOA on oversight development for RIM

9. Integrating change in technology opportunities (with Records Officer Council

10. Marketing Strategy – develop communication strategy with policy Committee
11. Address organizational support needs

12. Change Management (with Policy Committee) 

13. Training – Make it easy for End user
Issues Remaining to Be Addressed and Proposed Homes for some of them

A.  Expanded Role for PRB

· Records Program needs greater oversight & accountability

Board will need resources to accomplish that
· Integration of records electronic and paper 

· PRB member PD’s  (preliminary done 6/25, expanded assigned to Resource Management Committee
· Establish program metrics (assigned to Resource Management Committee)
· Examine opportunities for innovation

· Look at locals, industry, peers for models

Board Authority to Act

· For tasks which need to be accomplished,  identify who has statutory authority to do those things and if none, who should do them

Concern about “enforcement” 

· Statutes give authority to PRB and DOA.
· Ans.  DOA should monitor;  PRB review and advise

· For PRB role see  revised strategy on “Compliance”

Authority / Formalities – Records Management Committee
· Statute dates to 1949.  We need to take the 1949 language and add in 2007 language and go from there. (Committee 4.0) 

· Memorandum of Understanding should be reviewed and adjusted as necessary (assign to Committee 4.0)

Board Composition  
· See new design – 11 members, 2 non-voting

Resources :

· Agencies (including WHS and DOA RIM program staff) can provide assistance with details.

· Board needs to work from information provided.  Expertise is with staff at agencies who do the work.  (Ans. Make it part of Records Officer Council work)

Funding :  (Ans.  Assign to 4.0 Committee – (1) Funding (2) MOU)

· What resources are identified in Memo of Understanding?

· Ans. Assign to 4.0 Committee for recommendations

· Some responsibility also delegated to WHS 

· Ans. Should be brought to highest level committee for action/ responsibility – e.g. Advisory Committee


B.  Change Management  assigned to Resource Management Committee

· Change mgt. & culture change 
· Engagement of stakeholders in the process

· Broadened communication strategy

· Rate of change in technology & integrating  
· Marketing strategy needed 
· How to build our effectiveness & deliver incrementally

· Knowledge transfer w/succession planning
· Board comfort level is not fully there yet
C.  Agency and Local Government Involvement

· Need champion in each agency (steering committee or other)

· Work needs to help solve agency problems addressed 
Partnerships

· Identifying who does what  - referred to Resource Management Committee 
D. End User concerns 

E.  Best Practices

· Policy framework comes before solutions (PRB and steering committee  responsibility) 

· Discovery 

F.  RIM Program

· Clarify relationship between “information” and “records”[image: image2.png]
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