CORRECTIONS TO BE MADE TO
JULY 12,2016, JEFFERSON COUNTY BOARD MEETING MINUTES

Page 93:
Line 13 - $43,272,561.29 should read $43,272,461.29

Page 94
Lines 24 and 25 — Line 25 should follow the words in line 24

Line 30 — Indent first line of this paragraph

Page 99:
Lines 15 and 16 — Line 16 should follow the words in line 15



Committee Meeting Sign-in Sheet

Committee/Board Name:

Date of Meeting:

Name (Please Print)

City or Township
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Daily Unvon




Jefferson County Records Retention Schedule

Department: General Schedule
(Records typically found throughout the County)

Revised: 94/13201608

_ State _ | Retention Period _
Record Title Code Authority (Years am in addition to Official Copy

S e e ST LA L R SRR
Agendas w 1 YES
Agreements, L;;r. - N o w C
Agr i Maint w LoP
Annual Reports, County w 3
Annual Reports, Departmental w 3
Artwork / Print Masters w S YES
I:;s;ciations, Professional Materials ) w [
Audit, Internal w s
Bank Deposits w 7 YES
Bank Statements / Reconciliations w 7
Benefit Bank Balance w S

I—B_id;,;ccessful - w WI Stats 59,52(4)(a)(10) 7 YES
Bids, Unsuccessful w 1AA YES
Bids Pending Log w 1™ YES
Bids, Working Papers B w - __1_ YES
Billings, Department Backup w 2
Blank Forms w S
Blueprints / Drawings - County Facility w C
Budget, Capital Projects w 2
Budget, Departmental Operating w 2

Budget, Departmental Working Papers w 2

Budget, Jefferson County w 3

-_Business Continuity Plan w - “S

Business Continuity Plan, Working Papers w S YES




Material Safety Data Sheets WI Stats 101.583 (1)(a) 30 YES
Minutes -C 55 aid Board ?
Minutes, County Board Committees, B9ards, 7 YES
Commissions and Other Bodies-+Mesating
Minutes, County Board 7 YES
Minutes, Other Meetings 7 YES
Ordi and-Reseclutions 2]
Ordinances and Resolutions, Approved p
Ordinances and Resolutions, Drafts 1_- YES
Organizational Charts S
Payment Vouchers (PV) c
Payroll Worksheets 3
Personnel, Applications / Interviews 6
Personnel, Expenses - 6
Personnel, Files 7AT
Personnel, Grievances 7
-_Personne|, Job Descriptions S
Personnel, Performance Tracking (Evaluations) 7AT
Personnel, Time Sheets 2 YES
Policy and Procedure Manuals S
Purchase Orders (PO} C YES
Purchase Orders, Blanket [od YES
Purchase Release Payment Authorization 3
(PRPA)
Purchase Requisitions C
Receipts, Cash (Received and issued) WI Stats 59.52(4)(a)(12) 4 YES
Records Retention Schedules S
Reference Materials (Books, magazines, s
pamphlets, brochures, newsletters, etc.)
Reports, Routine 1 YES

Requests for Bids (RFB's}

WI Stats 59.52(4)(a)(10)




Jefferson County Records Retention Schedule

Department: County Administrator

Revised: 94/13201608

IMPORTANT NOTE: The retention periods on

this schedule apply to records stored on any
medium (paper, electronically, digitally,
microform, etc.).

AS = After Settlement
AT = After Termination M = Months
C = Current Only P = Permanent
EOM = End of Month

EOY = End of Year V = Vital

LOP = Life of Product

S = Until SupercededSuperseded

. State Retention Period (Years
Record Title Authority are in addition to -Plue Current Official Copy
Code Year)
R ds F ion Schedul s YES
Budget, Jefferson County 7
Budget Working Papers 7
Organizational Studies (Historical) P YES
Historical Society Codes Retention Codes
N = Notify W = Waived NA = Not Applicable AA = After Audit EVT = Event Date




microform, etc.).

IMPORTANT NOTE: The retention periods on
this schedule apply to records stored on any
medium (paper, electronically, digitally,

AS = After Settlement
AT = After Termination
C = Current Only
EOM = End of Month

EOY = End of Year

LOP = Life of Product

M = Months

P = Permanent

Jefferson County Records Retention Schedule
| Department: Central Services Revised: 94/13201608
e T @ I [ Retention Period T
- State - .
Record Title Cod Authority Current year} Official Copy
Oce Retention Years -

o g ey |PlusCurrentYear | N |
Access Records (key and card) w 1 YES
Asbestos Files w P YES
Bulk Mail Permit w 1 YES
Cleaning Log w 1 YES
Construction / Project Drawings w P YES
County Building Files w ] YES
Demolished Residential Property w P
Inspection Reports (Elevator, etc.) w 7 YES
Inspection Cleaning Evaluation reports w 2 YES
Log, Postage w 3 YES
Maintenance Work Order w 3 YES
Maintenance Key Daily Sign Out Sheet w S YES
Natural Gas Usage Manual w Cc
Project Files w P YES
Supply Orders w 2 YES

Historical Society Codes Retention Codes
N = Notify W = Waived NA = Not Applicable AA = After Audit EVT = Event Date

S = Until SupercededSuperseded

V = Vital




Jefferson County Records Retentlon Schedule

Department: Child Support

Revised: 4/2008 9/134/201612

| Retentlon Perlod

of final order-—+ 7

1
f State | : {Years ara in addition to
Record Title | Authority Curren) Year)Retention | Officlal Copy
Code | '
| Years—Plus Current
| Year
Child Support Case Records
iid 4 including w 45CFR 303.11d 7 YES
Divorce, Paternity & Interstate case files)
Child Support Divorce w 7
Child Support Expenditure Reports and Support
Documentation w 45 CFR 74 20-74.25 3
Child Support Records of Required Client
Notification w 46 CFR 74 20-74.25 k]
Child Support Statistical Reporis and
Supporting Documentation w 45 CFR74.20-74.25 3
Client Assistance (Oul of County) w 7
Cliant Listing (Computer-Printout) w M
Client Logs w [o]
IRS Records List w 7
Afler.closed and eniry of
Mi and Felony Support Filas w Judgment or diorce or enlry

ity Files, Post w Closed-dale+7 YES
y Flles, Pre: Dismi w 3
ily, Pre-J Not P d w 3
Recip pport Casas | Casoe - w 7
i.e, UIFSA-URESA)
Warrants-and Capias w 3 YES

Historlcal Soclety Codes

N = Notify W = Waived NA = Not Applicable

IMPORTANT NOTE: The retention perlods on
this schedule apply to records stored on any
medium (paper, electronlically, digitaily,
microform, etc.).

Retentlon Codes

AA o After Audil

AS = After Seltiement
AT = After Termination
C = Current Only
EOM = End of Monlh

EOQY =End of Year

EVT = Event Dale

LOP = Lile of Product

M = Months

P = Permanent

S = Until SupersededSuperseded

V= Vital




Jefferson County Records Retentlon Schedule

Department: Corp Counsel - Legal

Revised: 9/133/201608

i

Retention Pertod

| | Stat | {Years are in addition to
.l Record Title { co | Authority ! SumentYossRetention | Offclal Copy |
[Te | I mn—l;l::fumm
B e e e e
Case Files, Non-litigatlon w 10 YES
.‘]::vl::“(ecl'i‘ie':oinrd:‘"d of Protective Services) w 181h birthday + 24
4 4
Cllent Collection Files w 10 |!
Client Index Cards w 5 ‘
Department Files B - o EVT +4
Dismissals- Chaptur 6146 w EVT +7
Fllos— ive F Filoss NA SCR72.01 (33) Termination 217guardianship YES
Legal Fees, Outslde Counsel w No activity + 5

Legal Memos w 7

Legal Opinions N/A P YES
Liability Claims w 7

Mental Commitmant Casas w File closed date + 10

::;::c :r::et:r:'!l Bl.lsse and Environmental Ordinance w p YES
Real Estate Closing Files w P

Historical Society Codes Retentlon Codes
N = Notify W =Walved NA = Not Applicable AA = After Audit EVT = Event Date
AS = Ater Seltionant LOP = Life of Product

IMPORTANT NOTE: The retention
periods on this schedule apply to records
stored on any medium {paper,
electronically, digltally, microform, etc.),

AT = After Termination
C = Current Only
EOM = End of Month

EOY = End of Year

M = Months
P = Parmanent
& = Until BuparcadedSupatsedad

V = Vital




Jefforson County Records Retentlon Schedule

Department: District Altorney

Revised: 9/134/201608

[ R I Retentlon Perlod (vesrs |
| State ate k) acdition to Curren) |
Record Title Code | Authority vesrlRetontion Years- | Officlal Copy
| | Plus Current-Year |
|
Breathalyzer Unit Certification | W W Stat 978.07 (1)(d) Indefinite YES
Clvil Cases N WI Stat 978.07 (1)(a), (1)(b) EVT+3 YES
|
|
Crime Stalislics w W Slat 978,07 (1)(d) 6 | YES
Delerred Prosecution Agreements w 6 YES
Felony or Related Cases N Wi Stat 978 07 (1)(c) 3 EVT +10 YES
Felony or Related Cases Punishable by Life |
Imprisonment (aka Homicide) ] N Wi Stat 978,07 (1)(c) 1 EVT + 50 YES
Felony or Relaled Cases Punishable by a
i Period of | Equal to at N WI Stal 978,07 (1)(c) 2 EVT +20 YES
least 20 Years
Grant Reimbursement Proposals (VAWA/CAW) w 6 YES
Juvenile Card File w SCR7203(2) 4 (foltowing 181h birthday) YES
Juvenlle Cases - JV / Juvenile Delinquency w SCR 72.01(41) gl S heay) YES

Misdemeanor Cases w W Stat 978.07 (1){a)(1){b} EVT+3 YES
News Releases w DA Discretion
Search Warrants w 978 07(1)(d) absent case file [
1
Subpoena duces tecum 878.07(1)(d) absent case file 6

Historlcal Soclety Codes

N = Notify W = Waived NA = Nol Applicable

IMPORTANT NOTE: The retentlon periods on
this schedule apply to records stored on any

dlum (paper, y, digitally,
microform, etc.).

Retentlon Codes

AA = After Audit

AS = After Settlement
AT = After Termination
C = Currenl Only
EOM = End of Month

EOQY = End of Year

EVT = Event Dale

LOP = Life of Product

M = Months

P = Permanent

§ = Until SupercedudGupaisedad

V = Vital




Jefforson County Records Retention Schedule

Department: Economic Development

Revised: 9/134/201608

Retentlon Perlod

| } State {Yeurn are (n add iop to |
i Record Title Code Authority Cuprent Year) | Officlal Copy
| | | Retention Years - |
| Plus-Gurrent-Year
1
Audits, Community Block Grant Program | w 7
Economic Developmant Loan Files w 7 YES
Environmental Roviews N 7 YES
Fiscal Project Program Plan files w 7
GEM Grant Application w 3
GEM Grant Awards w 7
Home Regulations w s
Home Rehab Program Loans w 7AS YES
Sub Qrantee Project Files - CDBG (Community w 7
Development Block Grant)
Sub Grantee Project Files - HOME w 7

1 Historlcal Soclaty Codes Retention Codes
N = Notify W = Waived NA = Not Applicable AA = After Audit EVT = Event Date
AS = After Setlemenl LOP = Life of Product

IMPORTANT NOTE: The retentlon perlods on
this schedule apply to records stored on any
medium (paper, electronically, digitally,
microform, etc.).

AT = Afler Termination
C = Current Only
EOM = End of Monlh

EOY = End of Year

M = Months
P = Permanent
S = Untll SupercededSuperseded

V = Vilal




Jefferson County Records Retention Schedule

Department: Emergency Management Revised: 9/134/201608
st i eriod (Year
ate arein addition jo Cystant [
Record Title Code Authority veaRatentlon Years - | Offictal Copy
Plus Current Year i
Continuity of Government and Ops Plan w 5 YES
County Emergency Operatlons Plan w 8 YES
Disaster Declarations w 7 YES
Emergency Ops Plans (private facillties with :
extremely hazardous materials) C+ previous plen YES
EPCRA - (Emergency Planning and Community
Right to Know Act) Files W N YES
Grants - Funded P
Private Facillties Plans (copies) s
]
State Information and Guidance Memos S
Tier ll Hazardous Chemical Reports w 7 YES

Hiatorlcal Soclety Codes

N = Notify W = Waived NA = Not Applicable

|
| IMPORTANT NOTE: The retention periods on
| this schedule apply to records stored on any
medlum (paper, electronlcally, digitally,
| | microform, etc.).

Retention Codes

AA = After Audit

AS = After Selllornent
AT = After Termination
C = Current Only
EOM = End of Month

EOY = End of Year

EVT = Event Date

LOP = Life of Product

M = Months

P = Permanent

S = Until SupercededSuperseded

V = Vital




Jefferson County Records Retention Schedule

Department: Fair Park

Revised: 9/134/201608

I - i Retention Perlod (vear |
ate te it additie to Curran
Record Title Code Authority veanRelontion Years- Officlal Copy
Plus Current Year
Advertising w 5 YES
Camping Reglstration (Fair Week) 3 YES
Camping / Miscellaneous Fees w 3 YES
Data-Backup 5 YES
Drawings / Maps / Blueprints w LOP YES
ploy w c
Equipment Maintenance w LoP YES
Entertainment Contracts 5
Events and Programs N 10 YES
i
Fair Park Committee Meeling Minutes 7
— E SN S— —

Fair Registrations EVT+7 YES
Gate Roceipls 7 YES
Grants 3
Incident Reports 7
Judge's Contracts 7 YES
Judging Sheets, Checks and Reports 7 YES
Publicity Newsletter Insort 3
Receipts, Petty Cash 7
Safaly inspectlon Report 7

.;dulss. Pers_on; o 3 YES
Shipping / Packing Slips 1 YES
Survey Summaries 2 YES
Volunteer Information 7 YES




Jefferson County Records Retention Schedule

Department: Finance -Clesk— Accounting

Revised: 9/133/201608

Retentlon Perlod

S‘:a [Yoars are in addition to
Record Title Co Authority | Current YesrjRetention Officlal Copy
| de ¥oars-Plue Current |
[ | Year |
1099 Data w 10 | YES —|
Benelit Bank Balance w 10 YES
Billings, Department Backup - Finance w 7 YES
N State PRFB {Rev. 5/92) |
Cash Receipts w 90006 7 ! YES
|
Check Copias w [ St PREB (Rov. 5/92) 7 | YES
3.
|
Check Registers w 7 i YES
County Payroll Tax Records w 10
Cost Allocation Plan w 7 YES
Debt Service w 7 YES
Deferred Compensalion Payments w Slate Pg)l;gg(ilﬁl%) 10 YES

IMPORTANT NOTE: The retentlon periods

on this schedule apply to records stored on
any medium (paper, etectronically, digitally, |
microform, etc.).

1

AS = After Seltlement
AT = Afler Termination
C = Current Only
EOM = End of Month

EOQY = End of Year

Deposits | w Slate PRQF‘% gzev 5/92) 7 YES

Edit Reports w 1

Employee Payroll D Case R W | Slate PRFB (2/15/95) 90214 EVT+5 YES
Historical Soclety Codes E Retentlon Codes

N=Nolify . We=Waived NA = Not Applicable AA = After Audit EVT = Event Date

LOP = Llfe of Product

M = Monihs

P = Permanent

8 = Unli) SupercededSuperseded

V = Vital




Jefferson County Records Retention Schedule

Department: GlarcFinance - Accounting

Revised: 9/133/201608

Retentlon Years

Record Title g‘:;: Authority - Plus Current Officlal Copy
Year

Payroll Adjustments w 10 YES

Payroll Change Notices w 10 YES
|
1

Payroll Corrections w State PRFB (2/15/95) 90210 10 YES

Payroll General Ledger Report w 7 YES

i

Payroll Input Reports w State PRFB (2/15/95) 90206 10 | YES

Payrol) Registers, Master w State PRFB (2/15/95) 90016 35 YES
}

Payroll Registers, Duplicate Division Fiche Copy w Stale P;)I;%g(ilﬁ/%) 1 10 YES
1

Payroll Systems - PAPS Microfiche w State PRFB (2/15/95) 90016 10 YES

Payroll Worksheets W 10 YES

Payroll - X Press Check Copies w Stale PRFB (Rev. 5/92) 10 YES

Personnel, Expenses YES
Personnel, Time Sheets (All County Employees) 7 YES
Petty Cash Files 7 YES
Purchase Release Payment Authorization State PRFB (Rev. 5/92) 7 YES
Quarterly Status Reports 7 YES

Historical Soclety Codes

Retentlon Codes

M= Notfy W = Waived NA = Nat
= ___Applicable S

IMPORTANT NOTE: The retention
periods on this schedule apply to records
stored on any medlum {paper,
electronically, digitally, microform, etc.).

AA = After Audit

AS = After Seltlement
AT = After Termination
C = Current Only
ECM = End af Month

EQY = End of Year

EVT = Event Date

LOP = Life of Product

M = Months

P = Permanent

8 = Untll SupercededSupeinaded

V = Vital




Jofferson County Records Retention Schedule

Department: FinanceClerk - Accounting

Revised: 9/133/201608

State | | Retention Years |
Record Title Code | Authority - Plus Curvent Officlal Copy
) Year
Annual Report, Financial, (CAFR) w 10 YES
Audit, Outside w 10 YES
Bond issues, History {Promissory Notes) w WI STATS 59.52 (4)(a)(8) 10
Chart of Accounts Object Codes - Jefferson
County w | s YES
Internal Fiscal Correspondence, Memos, Policy & w State PRFB (Rev. 5/92) [ @ YES
Procedures, and Reports l
Internal Fiscal Correspondence, Memos, Policy & w State PRFB (Rev. 5/92) y YES
Procedurss, and Reports, Working Papers
Mileage Logs - Monthly w 7 YES
Non:Routine Financinl Reports and Studies w State FRFB (Rey, 5152) 7 YES
Non-Routlne Financial Reports and Studiss, w State PRFB (Rev. 5/92) s YES
Working Papers 90003
Stale Fiscal Pollcies and Procedures Records w Slate PRFB (Rev 5/92) 10
(Official)

State Fiscal Pollcies and Procedures Records, State PRFB (Rev. 5/92) s
Updates and Working Papers 90001A
Audit, Internal - Working Papers 10 YES
Capital Project Documentation 5
Commodity / Vendor Codes c YES
Vendor Database, BAS s
Historical Soclety Codes Retentlon Codes
) it "T _“':P;"wu';:" S AR = After Audit EVT = Event Date

IMPORTANT NOTE: The retention
periods on this schedule apply to records
stored on any medium {paper,
electronically, digitally, microform, etc.).

AS = Alter Seltlement
AT = After Termination
C = Current Only
EOM = End of Month

EOY = End of Year

LOP = Life of Product

M = Months

P = Permanent

S = Until SupercededSupsrseded

V = Vilal




Jefferson County Records Retention Schedule

Department: Health - Administration

Revlsed: 3/2008

] | Stat | |
! Record Title i ol Authorlty [ Re'e'gﬂ‘::‘e::’;’:a‘r Plus | omelat Copy
e

Mission statement, philosophy, purpose w s 1921 7 Yes
:lgr:;zcg:;l:,sob]actives. short and long term w : & 1929 7 Yes
Agency program evaluation w 8. 1921 7 Yes
Grants w 8.19.21 7
Annual reports w 5 1921 P Yes
wic w 7CCFR 246 25 3 fiscal years + 150 days Yes
Birth Certificate Information w 5.69.20(3)@ Not longer than 1 Ne
Client record/Pationt care record w %1921 7 Yes
Famlly Care w x 19.21 7 Yes
Short term w x.19.21 7 Yes

Health Check/Well child w x. 1921 Y Yes
—_
Historical Soclety Codes | Retention Cades
N = Notify W = Walved NA = Not Applicable AA = After Audit EVT = Event Date

IMPORTANT NOTE: The retention
periods on thls schedule apply to records
stored on any medium {paper,
electronically, digltally, microform, etc.).

AS = After Seltlamont
AT = After TermInation
C = Current Only
EOM = End of Monlh

EOQY = End of Year

LOP = Life of Product

M = Months

P = Permanent

S = Until SupercededSuperseded
V= Vilal




Jefferson County Records Retention Schedule

Department: Health - Environmental Health

Revised: 9/133/201608

Sta | Retentlon Perlod
te (Years are In addition to
Record Title Co Authority Current Year) Officlal Copy
I d | Retention Years-
e oar |
Licensed Establishments Inspection Reports w x50 535 and HFS 192 | 3 Yes
.

Water Sample Reports w I' 7 Yes
Hualth Hazard Investigations | w 7 Yes
Environmental Health w 7 Yes

Historical Soclety Codes Retentlon Codes
N = Nolify W = Walved NA = Not Applicable AA = After Audit EVT = Event Date
| AS = Alter Settiement LOP = Lile of Product

IMPORTANT NOTE: The retention periods |
on thls schedule apply to records stored on |
any medlum (paper, electronically, digitally, !
microform, etc.).

AT = After Termination
C = Current Only
EOM = End of Menth

EQY = End of Year

M = Months
P = Permanent
§ = Until SupercededSuperseded

V = Vital

Jeffarson County Records Retentlon-Schedule

Dep t: Heallh—Ad Revised: 3/2008
Record-Title State |, ihortty Retentlon Years- | oy 101 copy
Code | Plus-Current Year

Historical Society Codes Ratontion Codos

:p:)l?t‘::I:I: W=lpved WA= Nol AA = After-Audit EVT-= Event Dale
AS-=Afler-Setilement LOR-= Life-of Producl

IMRORTANT-NOTE:—The retention AT-=Afler-Termination M-= Monthe

periods on thie schedule apply to records M -

stored on-any-medium (paper, ntoay

electronically, digitally, microform, etc ) EOM-=End ot Month S =Unlil Supercedad
EQY-=End of Year V=Vital




Jefferson County Records Retentlon Schedule

Department: Highway

Revised: 9/13/4/201608

State |

Retention Period
{Years are in addition to

|
Record Title [ Code Authority Current YearRetentlon Official Copy
| Yeare—Plus-Current |
Year |
|
Accident Reports {Current Employees) w C |
-
Acquisition Files (RIght of Way Files) w p | YES
|
Auctloned Vehicles w Wi Slals. 59.52(4)(a)10 3 YES
:
Bids, Successful w LOP YES
Bids, Unsuccessful w 1AA YES
Bridge Plans w LOP YES
Bridge Sufficiency Ratings w Lor YES
I
CHEMS Printouts w 1 YES
Construction/Project Drawings w LOP YES
Cost Sheets, Vehicle w LOP YES

Equipment Files i w LOP YES
Fuel Reports w W Stats. 168.13 4
Fuel Tickels w 4
Inventory, Materlals w 7 YES
Local Road improvement Program Record w 5 YES

Historlcal Soclety Codes

N = Notify W = Waived NA = Not Applicable

IMPORTANT NOTE: The retention perlods on
this schedule apply to records stored on any
medium (paper, electronlcally, digitally,
microform, etc.).

Bl

Retentlon Codes

AA = After Audit

AS = After Settlemenl
AT = After Termination
C = Current Only
EOM = End of Month

EQY =End of Year

EVT = Event Date

LOP = Life of Product

M = Months

P = Permanent

8 = Unlil SupersadedSuperseded

V = Vital




Jefferson County Records Relention Schedule

Department: Human Resources

Revised: 9/134/201608

Retention Period

) State | , Official
Record Title Code Authority [Years are in addition| Copy
to Current H
Loan Verifications w 3IM
T
New Hire Reports | |
| I
Organizational Charts wo| S | YES
+
Personnel, Applications (Not W | PRB Letter. 11/30/99 6 YES
Hired)
Personnel, Employees on Leave
of Absence Rep L 3 | YES
Personnel, Fifes w TAT ! YES
Personnel, Job Posting w 10 l YES
Personnel, Newspaper | |
Advertising W | : YES
Personnel, Overtime Slips w i 2M YES
Personnel, Policy & Procedures | |
Manuals . | N | YES
Recruitment List w (o] YES
Salary Schedules 7
Sheriff's Civil Service Committee |
Minutes-{closec w | L YES
Training and Development
Attendance Log W dyrs. 2 C YES
Training and Development
Programs w . 4yrs. +C YES
i
Tralning Library Log w 4yrs. +C YES
Benefits
!
Employee Cobra Benefits | Life of Insured YES
Employee Master
Benefits File g YES

Jefferson County Records Retention Schedule

Department: Human Resources

Revised: 9/134/201608

Retention

Record Titlie gféz Authority Period (Years are O(f:fci,tr‘.,i;l
I ncleiiiln A L
Loss Control Reports N/A P YES
OSHA 200 Log w 29 CFR 1904.6 5 YES
Training Records w 4yrs. +C YES

|

Historical Sociely Codes

P\l = Nofify W =Waived NA = Not Applicable

IMPORTANT NOTE: The retention periods on
this schedule apply to records stored on any
medium (paper, electronically, digitally,
microform, etc.).

Retention Codes

AA = After Audit
AS = After Settlement
AT = After Termination

C = Current Only

EOM = End of MonthS = Unlil Suparcedad Supersaded

EVT = Event Date
LOP = Life of Product
M = Months

P = Permanent




Jefferson County Records Retentlon Schedule

. . - Revised:
Department: Human Services - Adminisiration 9/133/201608
|' Retention Period |
Stat (Years are in addition |
ate | to Current Year] |
Record Title Code | Authority Retantion Years | Ofclal Copy
-Plus Current
[ | Year
A Payable D: w 3
Accounts Receivable Cash Receipt, Detail * w 3
A R: Client R ds* w 3 YES
ATA ( Te logy A ) Purged
Accounts NiA it YES
AODA Denial List w aM
Audit Reports - Vendor w 3
Background Checks w 7
Bankruptcy Reports w 7
Bank Statements w 3
BASIC Petty Cash Vouchers w 3

Budget Working Papers w P
Cancelled Checks / Statements * w 3
CARS (Community Aids Reporting System) Reports * w 3
Cash Grant Vouchers w 3
Certlfication of Destruction (Records) N/A P

Historical Soclety Codes

Retentlon Codes

N = Nolify

W = Waived

NA = Not Applicable

IMPORTANT NOTE: The retention perfods |

on this schedule apply to records stored on
any medium (paper, electronlcally, digitally,

microform, etc.),

AA = Afler Audit

AS = Alter Seftlemant
AT = Afler Termination
C = Current Only
EOM = End of Month

EOY = £nd of Year

EVT = Evenl Date

LOP = Life of Producl

M = Monlhs

P = Permanent

S o Untll SupercededSuperseded

V = Vital




EQY = End of Year

V = Vital

| : Jefferson County Records Retentlon Schedule

. . ; i Revised:
Department: Human Services - Adminisiration 9/133/201668
| | | Retention Perfod |
| (veats ara in adaition
State | fo Curtent Year}
| Record Title Code | Authority Retention.Years Offical Copy
! | «Flus Currant
| Yoar |
| T Case { Emor R ion / 5
Correspondence
| | Tax Intercept 3
| | Tax Intercept (Computer Printout) 3
|
|
| Historical Soclety Codes Retention Codes
I N = Nolify W = Waived NA = Not Applicable AA = After Audit EVT = Event Date
I | AS = After Setllement LOP = Life of Product
IMPORTANT NQTE: The retention periods | B B

| ' on this schedule apply to records stored on AT = After Terminatlon M = Monthis
| I any medium (paper, alectronically, digitaily, € = Current Only P = Permanent

| | microform, etc.). :
t '

EOM = End of Month 5 = Uniil Bupsreeded Supatsaded




Jefferson County Records Retentlon Schedule

" : Revised:
De i -
partment: Human Services - Family 9/133/201608

. | Retentlion Perlod | i
Stat | {Years are in addition | |

| ate | to Current Year}

Record Title Code Authority Retention Years Officlal Copy
~Plue-Current |
Year |
gzlcl:'s:use and Neglect / Child Welfare Client w WISACWIS | 7 [
1
Certified Child Care File w 7 |
Kinship Care Cllent Records w | 7
Historical Soclety Codes Retentlon Codes
W = Waived NA = Nol Applicable AA = After Audit EVT = Event Date

N = Notlfy

IMPORTANT NOTE: The retentlon
periods on this schedule apply to records
stored on any medlum (paper,
electronically, digitally, microform, etc.).

AS = After Settlemenl
AT = After Terminalion
C = Currenl Only
EOM = End of Month

EQY =End of Year

LOP = Life of Product

M = Months

P = Permanent

&= Until SupnrcededSupe sedad

V = Vital

1 Jefferson County Records Retentlon Schedule

‘ Department: Human Services - Long Term Care ;:g‘;;g;egs
| Retention Perlod
I | Years are |n addl
| State | o Cytren) Year) i
: Record Title | Code | Authority : Retention Years ! Officlal Copy i
| ~Plue-Current |
I | l Year |
| | Long Term Care Case Manager Lists w c
| | Long Term Care Client Lisling w M
| Long Term Care Cliant Records - Davelopmentally w 7
Disabilities
|
| Historical Soclety Codes Retentlon Codes |
| N = Nolify W = Waived NA = Not Applicable AA = Afler Audit EVT = Event Date
| | AS = Afler Setllement LOP = Life of Product
| 1 AT = After
IMPORTANT NOTE: The retentlon perlods | Termination MiS Monthe

on this schedute apply to records stored on |
any medlum (paper, electronically, digitally, |
| | microform, etc.).

| |

C = Curreni Only P = Permanent

EOM = End of Monlh $ = Until SupercededSuperseded

EOY =End of Year

V = Vital




Jefferson County Records Retentlon Schedule

Department: Human Services - Senior Services Revised: 9/133/201608
Retentlon
| Period (vears | |
| State el |
Record Title Cod | Authority Currepl Year) Offictal Copy |
e Retention | !
| Years-Plus i
| Current Year
1
Grant Applications w 3 YES
Home Delivered Meals C202 Sheets W 7 YES
Home Dellvery Meals Cllent Change Log, Daily Activity ! w
Log & Daily Vendor Order Sheet * 1 g A
|
Home Delivered Meals Monthly Computer Printout |
Reporis w 3 YES
Home Dellvered Meals Volunteer Mileage Reports w Wi Stals 46 85 3 YES
Home Delivared Meals Database w WI Slats 46 85 7 YES
Information & Assistance {I&A) Files (EOY) w 7
Information & Assistance Phone Logs w 7 YES
Long Term Redesign Project w [ YES

Nutrition Screening Tool 3 YES
Nutrition Site Registrations * 1 YES
-INulrI(ion Slte Progress Repc:;‘ . . 1
Nutrition Program Records 3 YES
Nutrition Quality Site Control Sheets * 3 YES
Nutrition Sile Progress Reports * 3 YES
Historical Soclety Codes Retentlon Codes

N = Nolify W = Waived NA = Not Applicable

IMPORTANT NOTE: The retentlon periods
on this schedule apply to records stored on
any medium (paper, electronically, digitally,
microform, etc.).

AA = After Audit

AS = After Sstitement
AT = After Termination
C = Current Only
EOM = End of Month

EOQY = End of Year

EVT = Event Date

LOP = Life of Producl

M = Monlhs

P = Permenent

S = Unlil SupercededSuperseded

V = Vital




| ! Jefferson County Records Retention Schedule

| | Department: Human Services - Workforce Development Revised: 8/133/201608

| T

|.~.Sme

[ Retention Period |
| [Mesrsare in sodiion

] Record Title Code Authorlty Retentlon Years Offictal Copy
| ~Rlus Curromt
| Year |
Wi Stats 49 & 50.52(4)(a)18,
| | inconte Malntenanea Case Rocords w 188245 03(1)(a) 4 I YES
| | Returned Tax Intercept Notices w 7 |
| | Tax Intercept w 7 ‘
|
| |
| | Tax Intercept (Computer Printout) W 7
| i |
| : Historical Soclety Codes Retentlon Codes |
' I N = Notify W = Walved NA = Not Applicable AA = After Audlt EVT = Eveni Dale
I | AS = After Settlement LOP = Life of Product

IMPORTANT NOTE: The retention perioda
on this schedule apply to records stored on
any medium (paper, electronlically, digitafty, |

| | microform, atc.). |

Il

AT = After Termination
C a Current Only
EOM = End of Month

EOY =End of Year

M = Months
P = Permanent
5 = Until SupatoededSupersaded

Ve Vital




Jefferson County Records Retentlon Schedule

Department: Land Information and& Surveyor

Revised: 9/134/201608

l State

| Retention Perlod

Years are in sddition to
Record Title Code Authority Current Year) | Official Copy
| Retention-Years -
| Plus Curront Year |
Accldent Reports, Employee w TAT
Jefferson County Uniform
Addriss Assigrowrite N Numbering Ordinance N b
|
Aerlal Photographs N P !
i
Assessment & Tax Role Manufacturing N 2 |
Board of Revlew Changes N 5 YES
Cadastral Maps N P YES
Corner Tie Sheets N P YES
yea Emargancy Form N s
Field Notes N P YES
Granis N 10

High Pracisi: ic Control N 1) YES
Land Information Plan, Jefferson County N P YES
Managed Forest Land Index N WI Stats 77 16 (3), (7). {9) 5

Map Projects - Special N s YES
Map - Official Jefferson County N s YES
Maps - Highway Relocation N P

Maps - Railroad N 8

Maps - Town Address N Jeﬁ:::g:”ﬁ ;uo"zlr:ri"“:;m P YES
Mill Rate Worksheets N 5 YES
Parcel Mapping Documantation - N 10 YES
Payment Voucher w 7

Personnel, Seasonal Intems W 7AT

Plat Books N P YES
Plat of Surveys N/A Wi Stats 59.43(1) P YES




Jefferson County Records Retention Schedule

2y

Department: Land & Water Conservalion

Revised: 9/134/201608

| | | 0 i
|I Record Title | g::: i Authority T%w3_ Officlal Copy |
|  Plus Current Year
Aerial Photos (black & white prints) w P
Ci li; y and Data
Base E
Agriculture Land Preservation Plan N s YES
Animal Livestock Inventory 7 YES
Animal Livestock Siting . - B 7 YE;
Burial Sites in Waukesha County N/A P
Conservation Reserve Program Records w 1206"1'52'"‘3%"0‘1(24)6‘ 408- 13 YES
Cost Sharing Agreement Records w NR120ATCP50 3AT YES
Cost Sharing Grants (Part of VT4008) 3AT
County Mining Contracts P

Detailed Design Drawings (Land & Waler

Conservalion Designs) w P YES
Dralnage District Files NA P

Equipment Maintenance NA 7 YES
Farm Conservation Plans * w 120’6’2';:::’93; i:)SICRS' P YES
Farmland Preservation Certificates * w 7

Farmland Preservation Program Records N 7 YES
Grants NA 7

Interdepartmental Agreements NA S

Land and Water Resource Management Plan NA P

{LWRM) - -

Land Conservation Grants NA 7

Maps - Townshlps N/A P YES
ManeureManure Storage Permits NA 7 YES
Memoranda of Understanding NA TAT YES
Non-melallic Mining Permit Flles NA P




Jefferson County Records Retention Schedule

) ) Revised:
Department: Management Information Systems 9/133/201608
| ' | Retention Perlod |
State [Years ata in additicn 1o
Record Title i Code | Authority Cugrent YeariRoetention | Officlal Copy
| Years-PRlus-Current
| Year
Fiber Network Diagram NA Cc Yes
Network Dlagram NA c Yes
Backup Procedures NA c Yes
Class-Schedule [ Yes
Contraotor-Recommendations 7 Yes
Contract Correspondence NA 7 Yes
Course Evaluations Gt Yes
Customer Satisfaction Survey NA ] Yes
Job-Responsibility-List [ Yes
Computer Inventory NA c Yes

Written Backup Log ¥ Yes
Backup {imaging, Email, Misys, ECS, Home drve,
shared, dop N 4 NA 7n Yes
county-wideJeflde1Jeffdel, Firewall Wisacwis, -
| CHEMS, All othars nol statad)

Backup (JoHutil, Jatfulil2, Web-server, Employes
wab page, Jal§- tueieal d. : o Yes
Switch backup)
Backup Voicemail (Voicemail-Phone system.QOullook NA 30 15 days Yeos
web access; Security éamera nages) - -
AS400 Backups

Quarterly NA 5 Yes

Daily NA 60 days Yos
Dala Bases
—MysaL 60-days Yes
—DB2 60 days Yes
—Agseess 60 days Yes
—Oracle Light 60-days Yoo
PC Ghost images c Yes
Software Licensing List 7 Yos




| Examinut Investigalive Report NA P YES
Jefferson County Records Retention Schedule i - o
| | Medical Examinge Toxj i NA P
Department: Ceroner Medical Examiner Revised: 9/134/201608
| | iInventory - Equipment s YES
[ [ Retentlon Period |
i il (" 3]
Record Title | gg’;: Authority Curtant Yoy | Offictal Copy Medicatlon Disposal Log NiA 10 YES
Raetention Yoars -
Plus Cument Veuy | | Report for Final Disposition{Olher reportable) w 3
Case Bliling N/A 10 YES
| | WCMEA Matertals s
Case Face Sheel Logs NIA R YES
Historical Soclety Codes Retentlon Codes
Case Files w 75 YES N = Nolify W = Waived NA = Not Applicable AA = After Audit EVT = Event Date
: AS = After Seltlement LOP = Life of Product
Case File Slides w 75 YES
; IMPORTANT NOTE: The retention periods on AT = After Termination M = Months
Case File X-rays w 75 YES this schedule apply to records stored on any p=p t
medium (paper, electronically, digitally, © = Current Only =
microform, etc.). =
Caca Index, Monthly (digital) w 3 YES | , etc.) EOM = End of Month S = Uniil SuparcedsdSupersedag
| i EOY = End of Year V = Vital
Case Photos and DNA Card NiA 7% >
Crematlon Case Files N/A P
Coronar Medical Examiner Annual Report w P YES
Medical Examiner Autopsy Report N/A [ YES




Jefferson County Records Retentlon Schedule

Department: Parks

Revised: 9/133/201608

1 ] Retention Period
] Y
[+]

State

E S | (]
Equipment Malntenance Log LOP YES
Events and Programs 3 YES
E o, ) Employ a
Facillty Reservations Evi+7 YES
Grant, Funding LOP

Historical Soclety Codes Retentlon Codes

N = Nolify W = Waived NA = Not Applicable

I
Record Title | Code Authority Retention_Years Official Copy

| ~Plus-Current

! ! Year !
Acquisitions, Land w LOP
Advertising, By Facility w 3 YES
Advertising, By Media w 3 YES
Automoblle Accident Reports w i/
Blds, Successful w Wi Stals 59 52 (4) (a) (10) 7AT YES
Bids, Unsuccessful w | 4 YES
Blueprints w LOP YES
Capital Project Plans w 7 YES

H

Maps w 8

IMPORTANT NOTE: The retentlon
periods on this schedule apply to records
stored on any medlum (paper,
electronically, digitally, microform, etc.).

AA = After Audlt

AS = Afler Settlement
AT = After Termination
C = Current Only
EOM = End of Month

EOY = End of Year

EVT = Event Date
LOP = Life of Product
M = Months

P = Permanent

S = Until Superseded

V = Vital




| on this schedufe apply to records stored on |
! any medium (paper, electronically, digitally,

Jefforson County Records Retention Schedute

| microform, ete.).
|

AT = After Termination
C = Curreni Only
EOM = End of Month

EOY = End of Year

M = Monihe
P = Permanent
$ a Uniil Superseded

V = Vittal

Department: Parks QR/:‘;;Z%; &8
I | Retention Period |
e | (Years srn in agijion
ate | | teCurant Year)
[ Record Title | Gode | Authority | Retention Years Officlal Copy
II 1 | =Plus Currant
Year
Publicity "Parks News" Newsl|stter NA 3
Safety Inspection Report W 7
i
Schedules, Projects w 3 YES
! {
Site Plans w | LoP YES
Surveys / Questlonnalres w 3 YES
Tickets, Dog Park Tickets, Dally w 3 YES
Volunteer Information NA 3
Historical Soclety Codes Retention Codes
N = Notify W = Walved NA. = Not Applicable AA = After Audit EVT = Event Date
| IMPORTANT NOTE: The retention periods | AS = After Settlement LOP = LIfe of Product




Jefferson County Records Retention Schedule

Department: Planning & Zoning-& PlanningRevised: 9/133/201608

IMPORTANT NOTE: The retention
periods on this schedule apply to
records stored on any medium (paper;
electronically, digitally, microform,
etc.). «

IAS = After Settlement LOP = Life of Product

WT = After Termination M = Months
C = Current Only P = Permanent

EQM = End of Month § = Until Superseded

Record Title, g};‘: Authority Per_Ri::'e—— m!fﬂ Oéf(i,(;iyal
|madditlonio s

Agriculture Land Preservation Plan N S YES
Amendments to the

JeffersonWaukesha County N P YES
Development P |an

Conditional Use Files N/A P YES
Farmland Preservation Certificales NA WI. Stat. 91 P YES
FEMA Flood Evaluation Certificates NA P YES
Floodplain Ordinance NA ) YES
Floodplain Substantial Damage - NA P YES
Land Use Permit Files NA P YES
Privale Sewage Systems  NA P YES
Private Sewage System Maintenance  NA COMM 83 P YES
Private Sewage System Ordinance NA

Soil Test __NA P YES
Subdivision Review N/A P YES
Subdivision & Land Ordinance _ NA S YES
Violation Files N/A P YES

Historical Society Codes Retention Codes
WA, = After Audit EVT = Event Date

N = Notify W = Waived NA = Not Applicable




Jefferson County Records Retentlon Schedule

Avrticles of incorporation; charter or patent of
Incorporation; cerlificate of organizalion or
associalion of any corporalion or joint slock

1' y; articles of ialion or or
of any corporation; cerlificate or resolution for
Department: Register of Deeds (From SHSW Schedule) Revised: 9/13/2016 i‘:eaﬁ;",z‘:;"o‘}’ms prio e el NiA s 89120 YES
T articles of associalion or organization or of the
| I | Retentlon Perlod | name, corporate powers or purposes of any |
| | (Years areinagdition to | oypiclal | corporation
| Record Title State Code Authority | Current Year) | “copy | |
! Retentlon Years - | | g
| Plus Current.Year | Assessors’ plals and amendments { NIA 5.70.27 (2)(8) YES
Annulment, divorce or legal separalion | | I
f " ) Authonization to execute conveyances on
judgment which affects fitls to real estats or N/A P ves | i i N/A s, 706.03 (3, YES
liability for paymenl of support or mainienance §.767.255, 767,40 (2) | behalf of a private corporalion | 3)
1 Bulkhead line, eslablishment of or
Appointment of any guardian or conservalor 1 | ) ! s T
appoinled in any olher siate, dislrict, territory or | :::la::z?: :fnr:::iara\;:l‘s'clal}grgyl’:l;ead fine | N/A £.30.11(3) YES
country togelher with a duly authenticated copy NIA YE des 9 i d rdig ance - map,
of the appointment of the special guardian of 8.788.25(3) P N escription and orcinanc | ) il
such minor or incompetent person Busi par hip ag
i amendments, arlicles f dissolution NIA 8.178.39 VES
Armed forces: registration of all county persons | C g n-Drofit ificati
G y 7 ) certification
:)';:e?m i fhe senvices ofhe U S, amed NiA 54535 (a) P YES : resolulions and copy of procreedings NIA s. 157.062 (9) YES
|
- - C lat or map, records: order
Arlicles of incorporation and amendments for | aulhonzizgpthe vacal’i)ng or replatting of the NIA s. 157.07 (1). 157.07 (5), 157.70 YES
Mulual associations NIA s 21571 (3) ! P YES lands, record of a calaloged burial sile @)
|
Articles of incorporation for capifal stock | Census schedules NIA Neone YES
associalions and amendments NiA 821561 (9 | B vES Centificate of authorization lo exercise fiduciary NIA 8. 221.04 (8) MES
Arlicles of incorporation for banking corporalion i powers e
and amendments N/A $.221.03 (3 B A Carlificale of convarsion from a mutual
iation to a stock iation or from a
mulual savings and loan holding company to a NIA s, 215.58 (3) YES
slock savings and |oan holding company
Certificate reorganizing a mutual associalion as
a mutual savings and loan holding company N/A s.215.59 (1)(g) YES
| Cerlificales of conversion from & mutual N/A s. 214.685 (5) YES




Corporations: resolution dissolving domestic

Fi slion and

corporation NiA s 182025 (2) YES ;'elinquishment N/A s 91,13 (9), 91 19(5) YES
Credit Unions: incorporation articles and Farms or country estales, registration of names
amendments; cerlificate 1o Credil Union N/A 8. 59.78(1) A
commissioner staling incorporalion arlicles N/A s. 186 35 (1), 186.02 (3)(a), YES Federal tax liens and certificates and notices
have been filed; commissioner of Credit 186.38 (2), 186.315 affecting the liens and indexes N/A 8. 779.97 (2)(b) YES
Union's order or certificale canceling a Credit
Union's charter Foresi croplands, order of entry, transfer,
i NIA § 77.02 (3), 77.10 (2)(a) 2 YES
Daily report regarding system of Iract indices or wilhdrawal @ @@
system of chain of title indices as required by Foresl land (managed): Orders regarding
county board of supervisors resolution A 5. 59.43 (12m)(c) L N/A §.77.82 (8), 7791 (5) YES
Declaration of trust for domeslic and alien Frerest Tands {counly): order of @nry, NIA s. 28 11(4)(d)(11)(a YES
withdrawals @)d)(11)(@)
corporalions and amendmenls N/A 8.226.14 (1) YES
- G antee Index — index lo real property
- 9
Deed: certificate of cancelled deed N/A s 75.23 | YES records N/A s, 59.43(9) YES
i
Descent of property, judgement to determine NIA 5. 867 05 (4) | YES Highway (qonlrolled acces;): ﬁndir_\g,
) —a | o and d o 'g 2 s 53.027 (1), 84.25, 83.027 (13), YES
Discharge cerlificate from U.S. amed forces NIA 45.21 vES highway or controlled-access highway; notice N/A 84.25 (13)
o 8 | of any vacation of a conlrolled-access highway
Drainage disincl, orders of organizalion, | Tk T T T
assessment for cosls on drainage lands, order ighway asses: nd apportion |
laying out drain o . § 86,34 (9). 86,40, 88.94 (5) ! vES lands for county parks and parkways NIA s.27.065 (13)(c) YES
. — —~ —— -
Estate transfer by will, intestacy or Highway or sireel maps: map of proposed
appoiniment, disclaimer of NIA . 853.40 (5)(e) | YES street or highway for purpose of widening,
| ) i " N/A s. 80 64, 84.295 (10)(a) YES
. = = - nolice and map for right-of-way, alterations,
Estales: Order seitling small estates including [ efc
those subject to claims of creditors NIA s. 867.01 (3)(h), 867 02 (2)(h) VES Highway regisler: counly NIA s. 83.01 (7)(g) NES
Estates: slatement terminating joint tenancy of [ . = ——
life estale NiA s B&7 04, 865.20 (2) YES Ice age Irail areas: arlicles of dedicalion, s.23.293 (15) (1), 23.293 (15)
L e e —— | . —-— - —d, — 1 amendments, revisions, wilhdrawal of articles NIA (17)(e) YES
Execulion and sale of real estale, cerlificate of -
N/A s 81538 (1), 59 43 (11) | YES Index fqr anciltary documents of a county mth a
population of 500,000 or more who has copied N/A s 226,05 VES
- = - = t — a document by microphotography, microfilm or A
Exploration mining lease; and cancellation of NIA s 107.20 (1), 107.25 (2) | YES ’ optical imaging




Public lands: absiract and records of all
proceedings relaling to lhe laying out,
widening, exlending or vacating any sireet,

alley, water channsl, park, highway or other NIA s.59.71 YES ‘
public place by any courl, counly board, |
common council, village board or town board |
Public lands. annulment of certificales and ]
palents NIA 52435 YES
Rail property: release of firsl right to acquire b ]
poT ¢ SR NiA s 85.09 (5) (b) YES l
Railroads: —1
ai map showing proposed roule NIA s 190 10 (1) | ves |
| |
Railroads: surveyed map and cerfificale of the |
alteralion or change of roules NIA s.191.20 YES
Real astal d
Iia.n's astate liens; payment affidavil for prior N/A 5.779.98 (3) YES
Real estate owners subject to building codes NIA 5.62.17 (1) YES
Real esiate transfers NIA s 77.29 YES
1
Real estate: order confirming the sale of real |
estate of wards or incompelents N/A s 786.07 YES
Real property: affidavil of publication of a sale NIA s 98512 (3) YES
Release of power of appoiniment over legal or
equitable interests in real or personal property NiA s 702 09 (3)(d) | YES
Rental units: certificales, waivers, stipulations |
relating to N/ s 101,122 (6) | YES
Relrocession of jurisdiclion, documents |
concerning N/A 5.1.031 | YES
Savings bank: arlicles of incorporalion of a
savings bank and amendmenls N/A $ 214.25 (5) | YES
School c!lsln'ct: resolution by two or more |
school districts lo establish an allemative N/A 5. 66.03 (2¢)(b) YES

melhod of governing assets and liabilities

disiricls

S interast in | property or goods

orin T be grown “'“"d"‘:g NiA 5. 400.401 (1)(a), 409.402 (1)(b), ves
crealion of the sacurity interest B 409.402/(9), 59.43 (1)(m)

Security interest upan certificate of lille of

molor vehicles and boats, memoranda NIA 5. 30.572 (4)(5), 342.20 (3) YES
| regarding

' 4 L
amendments, terminalion statements,
continualion slatemenis, stalemenls of N/A 5. 409,404 (1)(a), 409.405 (2), YES
N 409.410 (1)

assignment and slatementls of release

Sewer and lransportation facllities, record of

damage awards by condemnor NIA s. 32.05(7)(c) YES
Share croppers' contracls NIA 5. 24103 (1) YES
“Solar access rights: notice granling permit, | = . = | o
notice terminating rights, waiver of rights by NIA s. 66.032 (6)(b), 66.032 (9)(c), YES
permil holder 66,032 (10)

Solid wasle disposal facilily or a hazardous

waste facility: notation of the existence of NIA § 144,44 (4)(b), 58 43(1)(q) YES
Surety campany bond NIA 5. 344.36 (2) YES
Surplus slals-owned reat properly, agreement

S reat property, &9 NIA 5. 16.375 (4) YES
‘Surveyor's records, field notes T “NIA None o YES
Time-share instrument and amendments;

{enminalion agreemant NIA 8, 707.21 (3), 707.24 (2)(b) YES
Town boundary or name change: order or

ordinance NIA 5. 59.17 (12); 69.23(2)(k) YES
Town mulual corporate documenls NIA 5.612.81, 59.43(12)(b) YES
Town sanilary districis: order of establishmenl

referendum and resolutions to consolidate N/A 5.60,71 (7), 60.785 (2)(a) YES




Jefferson County Records Retentlon Schedule

Department: Register in Probate

Revised: 9/134/201608

Retention Perdod
| Years are i agaition to

Record Title State | Authority cument YsonRotention Officlal Copy
Code |
1 Yaars-Hlus Current
Year
Adoptions N/A SCR 7201 (42) P YES
Case File, Terminati igl dopll w SCR 7201 (42) P YES
Court Reporter Notes w SCR 7201 (47) 10 YES
Estate Case Files N | SCR 7201 (29) 75 YES
t
ip Case & F Pl Files w SCR7201(32) 7 YES
Guardianship Court Record Cards w SCR 72 01 (33) 7 YES
Guardianship Minute Record w SCR 7201 (34) 7 YES
Montal Hoalth Case File w SCR72.01 (38) 10 YES
Mentat Health Court Record Cards w SCR 72 01 (39) 10 YES
Mental Health Minute Record w SCR 7201 (40) 10 YES

i N = Notify W = Waived NA = Not Applicable
|

|
| IMPORTANT NOTE: The retention periods on
| this schedule apply to records stored on any
medlum {paper, electronically, digitally,
| | microform, etc.).

Probate Court Record Cards N SCR 7201 (29, 30, 50) 75 YES
Probate Minute Record w SCR 7201 (31) 75 YES
Protective Placemant Flles w SCR 72,01 (33) 7 YES
Recelpts, Accounts Payable w SCR 72 01 (46) 7 YES
Registry of Wills N SCR 72.01 (37} 100 YES
Trust Account Ledger w SCR 7201 (50) 75 YES
I
Wiils Deposlted for Safe-keeping N SCR 72,01 (35) 100 YES
Wills, Not Admitted to Probalo | N SCR 72.01 (36) 100 YES
Historical Soclety Codes - Retentton Codes

AA = After Audit

AS = After Setllemenl
AT = After Terminatlon
C = Current Only
EOM = End of Month

EQY = End of Year

EVT = Event Date

LOP = Life of Product

M a Months

P = Permanent

§ = Unill BupsicedadSupoisded

V = Vital




. Internal investigation Files w 8 YES
Jofferaon County Records Retention Schedule .
Overtime Cards w 8
Department: Sheriff Revised: 94/13201608
= Photostat Accounts w 8 YES
Retention Pariod (Years |
| State | Bie in additiop to Plus
Record Title Coda | Authority cupent YeariRetentlon | Offlclal Copy P i ions (E w 3 YES
| Years - Plus Current |
|
T Yaat + Sheriff Sales, Calendar Log I w a YES
Administration |
|
1 Sharilf Sates, Real Estato w 8
Accidents, Squad w 8 i YES
Warrants Teletypes / Municipalitles w 8
Bailiff Activity Report w 8 YES
Policy & Procedure Manual w S YES
Cash Receipts w 8 YES
Civil Process |
Conveyance Cards w ] YES - —— ——
Civll Process Biflings, Closed w 8 YES
Dally Roll Call Rosters w 8 YES
Civil Procass Dally Ledgers w 8 YES
Department General Orders w P YES
Disb d D Hts, Ct Dockets, Civil w a YES
and Depos|
Printouts ' Wi 8 YES
False Alarm Fee D ) Dockets w g YES
alse Alarm Fee Documentation,
Uncollectable G 8 YES
— —— . . - - Executlons w 8 YES
Grant Reports and Documentation w a YES
i




Wi Adm. Code DOC

Bank Deposits ] YES
Bank Reconchiation's YES
I
|
Cancelled Checks | YES
1
Cash Receipts YES
Cell Check YES
Check Stubs YES
|
il W! Adm. Code I
Daily Inmate Roster DOC 348.09(4) YES
Electronic Monitoring Log YES
Federal Billing
fncident Reporis
Wi Adm. Cods DOC
Inmate Discipline Records 348 09(3) YES
Inmate Incarceration Files YES
Wi Stats 146 81-146 83 and
Inmato Medical Recordn DOC 346 09(2) YES
Jail Register YES

Registration of Visitors w 348.09(4) YES

Stayed and Transfer Files w YES

Inmate Time w YES
Identification Bureau

Auction Records w YES

g st o " w

Evidence, Major Cases w YES

Finger Print w

incident Reports w

Jail Registers _N

Mug Shots N/A YES

Property Inventories N/A YES

TraHic Accident Photos w YES
Jail




Patrol Division

Daily Roll Call Roslers w 8
Falsa Alnrm Card Fife w ] YES
False Alarm Service Fee and Door Openings w 8 YES
Fleet Maintenance Records, Patrol Division w LoP YES
T
Intarn Records, Patrol Division w 8 | YES
{
Records |
Accident Reports w 8 i YES
|
Accident Reports, Non-Reportab: w ] | YES
Body Camera Recordings w 121 Days
Citations w 8 YES
Court Occurrence Records w 8 YES
Invoice Edit and Update Reports,
Interdepartmental W U i YES
ployes Worker's C Closed w 8

Incident Reports P YES
Injunctions 8 YES
Intoxallizar Recertification s YES
Money Transfer Log, Front Desk ] YES
g:;:::ing White Under the Influence (OW) 8 YES
Orders lo Produce (Writs) 8 YES
Patrol Roster 2 YES
Radar Certlfication Logs LOP YES
gi ion of County LoP
Restraining Orders ] YES
State Uniform Crime Report P YES
Trafflc Fatalities 8 YES
Warning Notices EVT+6 mos YES

Historlcal Soclety Codes

N = Notify W = Waived NA = Not Applicable

Retentlon Codes

AA 3 Afler Audil EVT = Event Dale



Jefferson County Records Retention Schedule

Department: Treasurer

Revised: 9/134/201608

ecord Title | code | Authority | veayyRelantion Years- Officlal Copy
| | Plus Current Year

Accounts Payable Log w 3 YES
Bank Reconciliation and Adjustments w 7 YES
Bids / Proposals w Wi Stals 59 52(4)(a)(10) TAT

Cash Balance, W WI Slats 59.52(4)(a)(15) 7 YES
;h Regist-er Tapes (co;ui:lous roll) w wi S-(a; 59 52(4)(a)(15) - 7 _ YES
Check Registers w W] Stals 59.52(4)(a){15) 7 YES
Checks, Cancelled/Voided w WI Stats 59 52(4)(a)(16) 7 YES
County Owned Property List w s YES
Daily Bank Deposits w 2 YES
In REM w Wi Stats 75,521 15 YES

Investment Proposals 3
Investment Reports 7 YES
NSF {Non-Sufficient Funds) Check 7 YES
Plat Books 8 YES
Probate Fees Report 7 YES
Real Estate Transfor Fees 7 YES
Receipls, General WI Stats 59.52(4)(a)(15) 7 YES
Sale Book 15 YES
Receipls and Related D WI Slats 59.52(4)(a)(14) 15 YES
[ o : ves
Tax Apportionment W Slals 59 52(4)(a)(1,2) 3 YES
Tax Receipls/Bills Wi Stals 50.52(4)(a)(14) 15 YES
TaxRolts i St 39820002 & 15
Wire Transfer Statements 7 YES




Jefferson County Records Retention Schedule

Department: UW-Extension

Revised: 9/133/201608

e Raotention Period (Yess
ate are in addition to Current
Record Title | Code Authority veanRetentlon Years - Officlal Copy
Plus Current-Year
4-H Committee Minutes NA 7 | YES
4:H Enroliment Forms. NA y YES
4-H Leaders Assoclation Financlal Records NA 7 YES
4-H Leaders Association Minutos NA 7 YES
4-H Name and Emblem Report NA 7
Annual Report - Department NA 4
Camp/Trip Medical/Health Histories NA 7 YES
|
1
Civil Rights Forms/Reports/Files NA 7 YES |
|
Club/Commilttee Information NA 7 YES J
Criminal Records Checks NA [+] YES [
— |

ES-237 (Annual Federal Statistical Report) i NA 7 YES
Extension Education Commitiee Minutes I NA 7

Licenses - Software NA LOP YES
Mailing Lists NA [ YES
Maintenanca Agreement (Copier} NA LOP YES
Room Use Schedules | NA 3

Tractor Safety Participant NA Until Participant is 14 Yeare YES
Registries/Enroliments ==

Volunteer Application Forms NA Leader Ceas:s7 Involvement YES

Historical Soclety Codes

N = Notify W = Waived NA = Not Applicable

IMPORTANT NOTE: The retention periods on
this schedule apply to records stored on any
medium {paper, electronically, digttally,
microform, etc.).

AA = After Audit

AS = After Seftlement
AT = After Termination
C = Current Only
EOM = End of Month

EQY = End of Year

Retention Codes
EVT = Event Date
LOP = Life of Product
M = Months

P = Permanent

§ = Unlil SupercededSuperseded

V = Vital




Jefferson County Records Retention Schedule

Department: Veleran's Services

Revised: /134/201608

etention Perfod |
| state [Yaars sre wi aayition to
Record Title | Code | Current Year)Retention Officlal Copy
1 ¥Years—PlusCurrent |
Year

Cemetery List - Jefferson County NIA P YES
C ive Event w 10 YES
News Releases w 10 YES
Regulations w s YES
Veterans' Personnel Cards w P YES
Vetorana® Parsonnal Records w P YES
Veterans' Rullef Records w 10 YES
Vol Driver Flles, 7 I YES

.

Wi N of - o |

Bulletins

Historical Soclety Codes

N = Notlfy W = Walved NA = Not Applicable

| IMPORTANT NOTE: The retention perlods on
| this schedule apply to records stored on any
| medium (paper, electronlically, digitally,

| ’ microform, etc.).

Retentlon Codes

AA o After Audit

AS = After Settlement
AT = After Tarmination
C = Current Only
EOM = End of Month

EQY = End of Year

EVT = Event Dale

LOP = Life of Product

M = Months

P = Permanent

5= Untll SupsiosdadSupaiseded

V = Vital




