Task Force to Study the 
Reduction of State Agency Paper and Duplicative Procedures

October 7, 2010, Room 2600 of the LOB
Meeting Minutes

The meeting called to order at 3:01 pm by Representative Sandy Nafis. 

Those present:  

Guest speakers were Kendall Wiggin of the Connecticut State Library and LeAnn Power, Public Record Administrator.   The following items were discussed:

1. Mr. Wiggin’s main concern about using electronic submission, as opposed to paper notices, is that there is no standardized format and this has not yet been addressed. Currently, the State Library receives things in a variety of electronic formats, and there is no standard for them to use. 

2. The General Assembly did pass legislation that requires notification to the State Library if something is posted online. 

3. Mr. Wiggin is concerned about how his agency can certify the authenticity of a document when it is received electronically. Submissions made in PDF format is probably the best option for him. He would also like a standard naming system for these files, including year and other pertinent details. 

4. He is also concerned about the long term storage and care issue, and who will be responsible for those things. Notices etc. posted online are good for access, but bad for preservation. Using film to store these documents is a possible option. 

5. We need to decide the ultimate use of these documents, and the impact they have on the public. 

6. We need to work on a notification process and who will keep the official records.

7. There are often times during litigation that the State Library needs to provide certified copies of documents. We will need a system for this as well. We need time stamps in some circumstances.

8. When the library is sent unsecure word documents, how can they be secured? The library is not the publisher; sometimes they print and save as PDF.

9. Municipalities send ordinances etc, and the State Library is the repository for that. Things like this do not have retention periods.

10. What an agency produces in paper only needs to be kept for a legal amount of time. Electronic copies will also need to be saved for a set amount of time, and will also need to be properly destroyed when appropriate. 
11. There are retention schedules on the State Library website that indicate the legal amount of time that a document needs to be kept.
12. A specialized committee is used for deciding what needs to be kept. For example, if the State is trying to decide if it’s okay to destroy police records, then police officers will sit on that committee.

13. Standardized formats and names are the State Library’s top priority. Legislation should give the Library authority to decide the format and to be able to change it when a new format is required.

14. There is a cost for storage and for running servers by DOIT.
15. The publication definition is getting blurry as far as the statutes go; it is essentially a wide distribution and a specific timetable. 

16. Agency reports are also defined by statute.
17. Mr. Wiggin is also concerned that we anticipate privacy concerns. For example, social security numbers, addresses of judges etc are not appropriate to share. Records held by the State Library are sometimes sensitive. There are protocols for access and protocol for destroying these records. 
18. Some records have longer retention periods. For example, student records are made into electronic files, but the student health records are held longer.

19. We need to make sure that we reach the proper retention periods and that the record disposal form is filled out.

20. Agencies generally call the Library to verify. Mr. Wiggin would love an employee to oversee the destruction of papers, and it would be helpful to “clean house”. We know how much we pay, but don’t know how much we could save by disposing of some of the papers.

21. The state is required to receive statutory reports from agencies: we can catalog it online and link to agency site. We would also keep a permanent URL in other repository or a link to the electronic version. 
22. The topic of Electronic Signatures was also brought up. It was wondered how a notary public would function, and if we required a seal, how would that look online?

23. Mr. Wiggin will get the Task Force the cost of storage, record retention schedules, as well as recommendations for standard formats. 

Additional Discussion Items

The Task Force is getting a survey together to send out. It would give agencies a month to complete and then build a hearing from the responses. Everyone on the Task Force will get their questions to be included on the survey to Kate, and she will put a list together and email to all members for review and discussion at the next meeting. 

Survey questions so far to include: 

What has your agency done in the way of paper reduction?  Is it working?
Are there additional areas your agency is exploring to further reduce paper?
What modules of CORE does your agency currently utilize?

Do you operate other duplicative systems to CORE?  What are they, and why?

The next meeting will be held October 21, 2010, at 3:00 p.m., and a member of the Freedom of Information Commission is being asked to join us.

The meeting was dismissed at 4:30 PM.

Minutes prepared by Kate Shea, GAE Committee Clerk, 10/12/10

