




























































































































Legend 
 
The following terms and abbreviations are used in the Jefferson County Records Retention Schedule:  

 

AT: After termination  

C:    Confidential  

CR: Creation or receipt (typically the retention is calculated from the creation or receipt of a record, 

plus the designated number of years)  

EVT: Event (typically the retention is calculated from an event, such as the close of a  

case or end of the project, plus the designated number of years)  

FIS: Fiscal (meaning the current fiscal year and the designated number of years)  

N: Notify Wisconsin Historical Society before destruction  

N/A: Not applicable  

P: Permanent  

PII: Personally Identifiable Information (has the meaning specified in §19.62(5) Wis. Stats.)  

S: Until superseded  

W: Waived Notification  

WHS: Wisconsin Historical Society  

WPRB: Wisconsin Public Records Board  

 

I.  Historical Records  
 

Notification to the  Wisconsin Historical Society under §19.21(4)(a) Wis. Stats. requires notification 

sixty (60) days prior to the destruction of any record unless notification is waived in the Records 

Retention Schedule.   

 

II.  Administration   
 

A. Custodian  

 

Person empowered by statute (§19.33 Wis. Stats.) with the care and custody of public records, and 

tasked with the responsibility of compliance with Wisconsin’s Public Records Law (§§19.31 – 19.39 

Wis. Stats.).  Unless otherwise designated in the schedule, the custodian is, as a rule, the: 1) 

department head or their permitted designee; 2) an elected official or their permitted designee; and 3) 

for the county board and for any committees, commissions, boards or authorities created by 

ordinance or resolution of the county board, the county clerk.  

 

B. Retention 

 

Seven (7) years is the default retention period under §19.21(5)(c) Wis. Stats. if the retention period is 

not stated in the Retention Schedule.  “Public records” and “record” have the meaning specified in 

§§16.61(2)(b) and 19.62(6) Wis. Stats.  Destroy non-records when no longer needed or useful.  

  

C. Confidentiality 

Records may contain non-public confidential information. A custodian has an obligation to protect 

the confidentiality of such information.  Records may also contain personally identifiable information 
under §19.62(5) Wis. Stats.  Custodians may have a duty to protect personal privacy. 



      D.   Disposition (i.e., Destruction or Transfer)  

  

1. Dispose of (destroy or transfer) records when the minimum retention period expires.  

 

2. Records retained beyond the minimum retention period are susceptible to disclosure and discovery 

in the context of audits, litigation, and/or public records request. 

 

3. Before destruction a Sixty (60) day prior written notice of destruction must be given to the 

Wisconsin Historical Society (WHS) pursuant to §19.21(5)(d) Wis. Stats. This does not apply to any 

record listed in the schedule and designated “waived.”  Determine if litigation/audit/public records 

request is pending. If so, place a “hold” on records (i.e., cease all disposition activity) until: after the 

public record request is granted or 60 days after request is denied (§19.35(5) Wis. Stats.) or until any 

litigation or audit is fully and finally resolved. 

  

III. Electronic Records / Electronically Stored Medium  

The content, not the format or medium, determines whether a record is a public record, but the 

format or medium does matter with respect to retention and disposition.  Transfer of records to 

optical disk or electronic storage are authorized pursuant to §16.61(7) Wis. Stats. and §10.03(2)(b)10 

of the Jefferson County ACCESS TO PUBLIC RECORDS ordinance.  In that case, the destruction of 

the original record is authorized and the record generated from optical imaging or electronic 

formatting of an original record is considered the original record. 

 

 

 

Any questions can be directed to the Jefferson County Corporation Counsel Office at (920) 674-7135 

or corpc@jeffersoncountywi.gov 

  

 


