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CHAPTER 3 
PUBLIC RECORDS  
 
3.01 Public Record Custodian. 
3.02 Public Record Retention.  
 
 
 
 
 
3.01 PUBLIC RECORD CUSTODIAN.   
 
(1) Pursuant to Wisconsin Statute section 59.52(2) the office of County Clerk is designated to 

act as the custodian of records of the County Board and the records of the county board 
committees which are filed with that office.  In case of the clerk’s absence, a designee shall 
act as custodian. 

 
(2) Records other than those stated above shall be the responsibility of county department or 

agency heads or their designees in the event of absence.  Such persons shall have 
responsibilities in responding to requests for information under section 19.21 through 
19.36, Wisconsin Statutes. 

 
(History: Res. 5/16/1983; Res. 2014-11-05; Res. 2016-06-04) 
 
3.02 PUBLIC RECORD RETENTION. 
 
(1) Purpose.  The purpose of this section is to establish a county-wide records retention 

schedule and authorize destruction of public records pursuant to the schedule.  Any record 
not covered by this section or any other regulation or law shall be retained 7 years. 

 
(2) Historical Records.  The State Historical Society of Wisconsin (SHSW) has waived the 

required statutory 60 day notice under Sec. 19.21(5)(d), Stats. For any records marked “W” 
(waived notice).  SHSW must be notified prior to destruction of a record marked “N” (non-
waived).  Notice is also required for any record not listed in the ordinance.  “N/A” indicates 
not applicable and applies to any record designated for permanent retention.   

 
(3) Destruction after Request for Inspection.  No requested record may be destroyed until 

after the request is granted or sixty (60) days after the request is denied.  If an action is 
commenced under Sec. 19.37, Wis. Stats., the requested record may not be destroyed until 
a court order is issued and all appeals have been completed.  (See Sec 19.35(5), Wis. Stats.) 

 
(4) Destruction Pending Litigation.  No record subject to pending litigation shall be 

destroyed until the litigation has been fully and finally resolved.   
 
(5) Microfilming of Office Records.  Public records may be kept and preserved through the 

use of microfilm providing that the microfilming meets the applicable standards established 
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in Sec. 16.61(7), Wis. Stats.  Factors such as the retention period and estimated cost of the 
microfilming should be considered when deciding which records to microfilm.  After 
verification, paper records can be destroyed if these records are to be preserved on 
microfilm.  For microfilmed records not identified as permanent, the above records 
retention period applies.   

 
(6) Optical Disk and Electronic Record Storage.  Records may be retained in electronic 

format according to the standards established in Sec. 16.612, Wis. Stats., with the guidance 
and pre-approval by the IT Department.   

 
(7) Information Technology.  County IT Department provides information technology 

services and facilities for the County’s technology needs.  Record information stored 
electronically must be maintained pursuant to the guidelines established by Wisconsin 
Statutes, Wisconsin Administrative Code, and the county.   

 
(8) Electronic Mail and Voicemail.  Electronic mail and voicemail are transfer mediums for 

a variety of record and non-record messages.  A particular message is a Record if it meets 
the criteria in the definition of “Records” in Sec. 9 below.  It must then be preserved as a 
record according to the appropriate retention schedule.  Users of electronic mail and 
voicemail systems are responsible for ensuring that those records are retained as part of an 
appropriate record retention schedule. 

 
(9) Definitions. 
 

(a) “Legal custodian” means the individual responsible for maintaining records 
pursuant to Section 19.33, Stats.  

 
(b) “Record” has the meaning defined in Sec. 19.32(2), Stats. 

 
(10) Legend. 
 

(a) AT: After Termination 
 
(b) C: Confidential  
 
(c) CR: Creation or receipt (retention is calculated from the creation or receipt of 

record, plus the designated number of years). 
 
(d) EVT: Event (retention is calculated from an event, such as the close of a case or 

end of the project, plus the designated number of years). 
 
(e) FIS: Fiscal (the current fiscal year, plus the designated number of years). 
 
(f) N: Notify WHS before destruction 
 
(g) N/A: Not applicable 



Page 3-3 
 

 
(h) PII: Personally Identifiable Information (has meaning specified in Sec. 19.62(5) 

Wis. Stats.)  
 
(i) S: Until superseded 
 
(j) W: Waived Notification 
 
(k) WHS: Wisconsin Historical Society 
 
(L) WPRB: Wisconsin Public Records Board 

 
(11) Retention Schedule.  Adopted and incorporated as part of this section is an attached 39-

page County Records Retention/Disposition Schedule.  The types of records listed on the 
schedule may be maintained by the County and are subject to uniform regulations, unless 
otherwise specified.  The retention period and authority are listed with each record.   

 
(History: Res. 2011-06-01; Res. 2016-06-04) 
 
















































































