City of Milwaukee Schedule Recommendations for CIMC Review March 9, 2017

Department |Schedule # Title B%“m Retention
Deferred Comp [17-E002 Deferred Comp. - Year-to-date /Lifetime-to-date Balances New Current + 40 Yrs.

Deferred Comp [86-9035 Deferred Comp. - Year-to-date /Lifetime-to-date Balances- Microfilm  |Renewal |Current + 40 Yrs.
Deferred Comp |86-M035  |Deferred Comp. - Year-to-date /Lifetime-to-date Balances Delete Current + 2 Yrs.
License Division|16-0054 Municipal Identification Application and Affidavit New Creation + 6 Mo.
Comptroller 69-0055 US Savings Bonds Records Delete  [Current + 2 Yrs.
Treasurer 00-0042 Cash Management Operations Files Delete Current + 7 Yrs.
Treasurer 00-E040 Tax Collection Reports Renewal |Current + 7 Yrs.
Treasurer 07-E023 Facimile Installment & Delinquent Tax Bills Renewal |Current + 7 Yrs,
Treasurer 07-E024 Return Remittance Payments and Coupons- Bank Lock Box Renewal |Current +4 Yrs.
Treasurer 74-0369 Voucher- Treasurer Issues Delete Current + 6 Yrs.
Treasurer 86-E078 Special Assessment Bond Reports Renewal |Current + 3 Yrs,
Health 04-9041 Mammography Films and Reports Renewal |Creation + 10 Yrs.
Health 05-0003 Pilot Project- Lead Safety Delete Creation + 7 Yrs.
Health 85-0017 Special Supplemental Food Program WIC Record Renewal [Current + 4 Yrs.
Health 17-E001 Food Establishment Inspection Plans (E-Vault) New Permanent
Health 17-S001 Food Establishment Inspection Plans New Event + 3 Mo.
Health 77-0128 Insp Report- Restaurant & Tavern H-3065 No Violation Delete Creation + 1 YT.
Health 77-0129 Insp Report- Restaurant & Tavern H-3065 Violation Delete Creation + 5 YT.
Health 77-0130 Insp Report- Food Establishment H-3066 No Violations Delete Creation + 1 YT.
Health 77-0131 Insp Report- Food Establishment H-3066 Violations Delete Creation + 1 YT.
Forestry 10-0052 Accounts Payable Department Records New Event + 6 Mo.
Forestry 11-0030  |Investigation and Disciplinary Files New Event + 7 Yrs.
Forestry 11-0035 Personnel File New Event + 8 Yrs.
Forestry 11-0036 Personnel File- Medical New Event + 8 Yrs.
Forestry 17-0003 Code Enforcement Violation New Current + 7 Yrs.
Forestry 17-0004 Notice to Proceed New Current + 7 Yrs.
Forestry 17-0005 General Receipts New Creation + 1 Yr.
Forestry 17-0006 Storm Call Initial Switchboard Response New Creation + 7 Yrs.
Forestry 17-0007 Storm Damage Field Report New Creation + 7 Yrs.
Forestry 17-0008 Daily Line Clearance Log New Creation + 2 Yrs.
Forestry 17-0009 Infrastructure Services Division Damage Report New Creation + 7 Yrs.
Forestry 17-0010 B.E.S. Cable Damage Report New Creation + 7 Yrs.
Forestry 17-0011 Chemical Use New Creation + 2 Yrs.
Forestry 17-0012 Chemical Sign Out Sheet New Creation + 2 Yrs.
Forestry 17-0013 FO8 - Tree Removal New Creation + 7 Yrs.
Forestry 17-0014 Absence Analysis Calendar New Current + 2 Yrs.
Forestry 17-0015 Absence Call-In Report New Current + 2 Yrs.
Forestry 17-0016 Transitional Duty Time Card New Current + 2 Yrs.
Forestry 17-0017 Police Reports- Copy New Creation + 7 Yrs.
Forestry 17-0018 Damage Claims to Personal Property New Creation + 7 Yrs.
Forestry 58-0061 Accounts Receivable Renewal |Creation + 7 Yrs.
Forestry 65-0134 Auto Impact Work Order Renewal [Creation + 7 Yrs.
Forestry 66-0074 Progress Report- Daily Renewal |Current + 7 Yrs.
Forestry 76-0117 Injury Reports: OSHA 300A, 301-EB-49, 300 New Creation + 7 YTs.
Water 07-E030 RS6000 Enquesta Online Data Renewal |Creation + 7 Yrs.
Water 07-E031 GIS Water Online Data Amend |Creation + 7 YTs.
Water 07-E032 Full Operational & Financial Back Up Online Data Eenewal Creation + 7 Yrs.
Global 07-0001 Open Records Renewal |[Current + 2 Yrs.
Global 17-0019 Interdepartmental Requisition Invoices (IRIs)- Department Copy New Current + 1 Yr.
Global 76-0117 Injury Reports: OSHA 300A, 301-EB-49, 300 Renewal [Creation + 7 Yrs.




STATE OF WISCONSIN hitp:{/publicrecordsboard. wi.qov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

gﬁgg%?%sfzom) Records Retention / Disposition Authorization
» Read Instructions provided on pages 2-3 before 1. RDA # 2, Record Serles Title
completing. 17-E002 Deferred Compensation - Year-to-date / Lifetime-to-date
» In accordance with Wis_ Stat. § 16.61, this form must be Balances
completed and approved by the Agency and the Public 3. RDA Status (Check One): [ New {J Amended [ Renewal
Records Board (PRB) within one year of creation of the
records serles and prior to disposition of any public record, | 4. Agency #: 041251 S Unit®: 095 '
». Agency Records Officer; Forward orlginal to the PRE, 6, Agency Name
Maintain an agency copy during the PRB review process, City of Milwaukee
Division Name Subdivision Name
Deferred Compensation Plan

7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1990 X Electronic/Oigital ] Microform  [J Paper [C] Other (Specify)

9. Retention Time Patiod - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs Mo Whs Days Permanent* | Creation  Fiscal Other (Specify)
40 2 Ower R(ESs) [
*f selecting Permanent, clte supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11.  Disposition (Check Gne): 1 Destroy Destroy Confidential [0 Transfer - State Archives (WHS) {0 Transfer - UW Archives
[0 Transfer - Other Location {Specify):

12. Records Series Description

THIS IS A NEW RETENTION SCHEDULE WHICH REPRESENTS THE ELECTRONIC VERSION OF YEAR TO DATE/ LIFETIME TO DATE BALANCES

MICROFILM WILL BE SCANNED AND STORED IN THE CITY'S CENTRALIZED IMAGING SYSTEM KNOWN AS E-VAULT. THE YEARS THAT ARE
STORED ON MICROFILM TO BE SCANNED ARE 1990-1999. BEGINNING IN THE YEAR 2000 FORWARD, THE INFORMATION 1S MAINTAINED IN

THE CITY'S HUMAN RESCURCE MANAGEMENT SYSTEMS (HRMS) DATABASE.

THESE RECORDS ARE DEFERRED SALARIES ANNUAL REPORTS (124,250) GENERATED BY THE COMPTROLLER'S OFFICE. THE DEPARTMENT
USES THE RECORD TO AID IN CALCULATING SPECIAL CATCH-UP PROVISIONS FOR EMPLOYEES WHO ARE PARTICIPANTS IN THE PLAN.

THE REPORTS CONTAIN PENSION NUMBER, EMPLOYEE'S FULL NAME, ANOD THEIR DEFERRED SALARY BALANCE FROM PRIOR AND
CURRENT YEARS.

BOX 16: Wis, Stat, §19.36 (10)}a).

Estimated annual volume of this record: {NOTE: ONE CITY REGORDS CENTER STORAGE BOX = 1 CUBIC FODT)
Record Organization: [] Alpha_ 0 Numaric [} Chronological [] Other - PENSION NUMBER ORDER
I8 this record o fts content avallable elsewhere? [] Yes Where? (3 No

Will these records be transferred to another medium? Yos No

What Medium? Evault  What polint In the racords cycle? UPON RECEIPT IN RECORD CENTER
Total Retention Requesled- Active (ocey 0+ Inaclive O (Record CenteniOther) 40 = Total 40

é%f‘*@/‘ ﬂ/épc M R :
partrhent Hoad: Beth é:onrad leary _Division Head: Beth Cenradsdn Cleyey” Records Coordinator: Elaine Bieszk
¥ [ 1

13. Records Contain Personally ldentiflable Information (Pll): 14. Pl Registry Exemptions (Check YES If Pl is exempted):
Yes 0 No [ Yes B No

16. Name of Agency  [_] Program Contact or Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall_jgabou@milwaukee gov

16. Records Serles Contains Content that is Confidential or Access |s Protected: Yes [ No

If yes, enter Statute/Codey or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
774 ._5% 2z
JAgency Official Date (mm/dd/coyy) ency rds Officer v Date (mm/ddicoyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on resirictions to record destruction contained in Wis, Stat. § 19.35(5), (Open
Records Law), and that no records ara destroyed if litigation or audit invelving thesa records has commencad ar is antlcipated.

State Archivist Date (mmidd/ccyy) Execulive Secretary — PRB Date (mmidd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action requlrad befora:

This document can be made available in alternate formats to individuals with disabilities upon recuest.



STATE OF WISCONSIN : http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
522-221 c;?%gfzms} Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1. RDA # 2, Record Saries Title
completing. 86-9035 Deferred Compensation - Year-to-date / Lifetime-to-date
« In accordance with Wis. Stat. § 16.61, this form must be Balances - Microfilm
completed and approved by the Agency and the Public 3. RDA Status (Check One):  [J New [J Amended [ Renewal
Records Board (PRB) within one year of creation of the
records ssries and prior to disposition of any public record. 4. Agency #:. (41251 l 5. Unit#: (095
« Agency Records Officer: Forward original to the PRB. 8. Agency Name
Maintain an agency copy during the PRB review process. City of Milwaukee
Division Name Subdivision Name
Deferred Compensation Plan

7. Record Serles Year | 8. Medlum for Records Storage {Chack all appropriate}

of Creation 1976 [ Electronic/Digital B4 Microform  [] Paper ] Other (Specify)
8. Retention Time Period - Specify Actual Period 10, Evant that Initiates the Start of the Retention Time Perlod (Check One}
Yis Mo Whs Days Pamanent* | Creation Fiscal Oiher (Specify)
40 O Owery KHKEs) [
*If setecting Permanent, cite supporting statute, code, other legal authority, or sufficlent justification in Box 12, Record Saries Description,
11. Disposition (Check One): ] Destroy [ Destroy Confidential [ Transfer - State Archives (WHS) [ Transfar - UW Archives

[0 Transfer - Other Location (Spacify):
12, Records Serles Description

THIS RECORD SERIES CONTAINS DEFERRED COMPENSATION YEAR TO DATE/ LIFETIME TO DATE BALANCES REPORTS.

MICROFILM FROM THE YEARS 1989-1999 WILL BE SCANNED AND STORED IN THE CITY’S CENTRALIZED IMAGING SYSTEM KNOWN AS E-
VAULT. THE YEARS 1976-1987 THAT ARE STORED ON MICROFILM ARE NOT PLANNED FOR SCANNING DUE TO THE UPCOMING RETENION
EXPIRATION, BEGINNING IN THE YEAR 2000 FORWARD, THE INFORMATION (S MAINTAINED IN THE CITY'S HUMAN RESOURCE MANAGEMENT
SYSTEMS (HRMS) DATABASE.

THESE RECORDS ARE DEFERRED SALARIES ANNUAL REPORTS (124.250) GENERATED BY THE COMPTROLLER'S OFFICE. THE DEPARTMENT
USES THE RECORD TO AID IN CALCULATING SPECIAL CATCH-UP PROVISIONS FOR EMPLOYEES WHO ARE PARTICIPANTS IN THE PLAN.

THE REPORTS CONTAIN PENSION NUMBER, EMPLOYEE'S FULL NAME, AND THEIR DEFERRED SALARY BALANCE FROM PRIOR AND
CURRENT YEARS. '

BOX 16: WIS. STAT. §19.36 (10)a).

Estimated annhual volume of this _r_gcord: (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [] Alpha Xl Numeric [] Chronological [ ] Other - PENSION NUMBER ORDER
Is this racord or its content available elsewhere? I | Yes Where? X No

Will these records be tramsferred to another medium? X Yes [] No
What Medium? Evault  What polnt in the records cycle? UPON RECEIPT IN RECORD CENTER
Total Retention Raquested- Acilve (omce) 0+ Inactive 0 (Recon CenteriOther) 40 = Total 40

.l
B o ol bl s
partment'Head: Beth son Cleary Division Head: Beth Conradgon Clegry vords Coordinator. Elaine Bleszk

13. Records Contain Personally !dentifiable Information (Pil): 14. Pl Registry Examptlons {Check YES If Pil Is exemptad):
X Yes [INo []Yes Bd No

15. Name of Agency [ Program Contact or & Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall  jeabou@milwaukee.gov

18. Records Series Containg Gontent that is Confidential or Access is Protected: Cdves [Ino

If yes, snter Statute/Codey or explain other Legal Authority in Box 12, Record Series Dascription.

17. APPROVAL SIGNATURES .
- \ o S 2/05/) 2

Agency Official Date (mmy/dd/ccyy) ency Refords Officer Date (mm/dd/ccyy)
e

PUBLIC RECORDS BOARD APPROVAL — Authorlzation is contingent on restrictions to record destruction contained in Wis, Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed If litigation or audit Involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/coyy) Executive Secretary - PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in aliernate formats to individuals with disabilittes upoh request.



STATE OF WISCONSIN http://publicrecordshoard. wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

;23;5021&5%9’2013) Records Retention / Disposition Authorization
s Read Instructions provided on pages 2-3 before 1. RDA # 2. Racord Saries Title
completing. 86-M035 Deferred Compensation - Year-to-date / Lifetime-to-date
« n accordance with Wis. Stat. § 16,61, this form must be Balances
completed and approved by the Agency and the Public 3. RDA Status (Check One):  [] New 3 Amended [J] Renewal
Records Board (PRB) within one year of creation of the
records series and prior Lo disposition of any public recerd, 4. Agency #: (41251 I B. Unit# 095
« Agency Records Officer: Forward original to the PRB. 8. Agency Name
Maintain an agency copy during the PRB review process. City of Milwaukee
Divislon Name Subdlvision Name
Deferred Compensation Plan

7. Racord Serles Year | 8. Medium for Records Storage (Check all appropriata)
of Creation 1976 [J Electronic/Digital  [] Microform Paper [] Other (Specify)

9. Retention Time Period - SpecHy Actual Period 10, Event that Inltiates the Start of the Retention Time Perlod (Check One)
Yrs Mo Wikis Days Pemanent* | Creation  Fiscal Other (Specify)
2 J O er F1s) [

*If gelecting Permanent, clte supporting statute, code, other legal authority, or sufficlent Justification in Box 12, Record Serles Description.

11. Disposition {Check One): [1 Destroy X Destroy Confldentiat [CJ Transfer - State Archives (WHS) [[] Transfer - UW Archives
1 Transfer - Other Location {Specify):

12. Records Series Description

THIS SCHEDULE IS TO BE DELETED AS THESE RECORDS ARE NO LONGER GENERATED IN PAPER FORM BEGINNING IN THE YEAR 2000. ALL
PAPER RECORDS HAVE BEEN TRANSFERRED TO MICROFILM SEE SCHEDULE D86-8035. :

RECORD OF DEFERRED SALARIES ANNUAL REPORT (124.250) GENERATED BY THE COMPTROLLER'S OFFICE CONTAINS PENSION NUMBER,
EMPLOYEE'S FULL NAME, AND THEIR DEFERRED SALARY BALANCE FROM PRIOR AND CURRENT YEARS.

THE MICROFI.M COVERS (1990-1999); 2000 FORWARD INFORMATION IS MAINTAINED N THE CITY'S HUMAN RESOURGCE MANAGEMENT
SYSTEMS (HRMS) DATABASE. THE DEPARTMENT USES THE RECORD TO AID IN CALCULATING SPECIAL CATCH-UP PROVISIONS FOR
EMPLOYEES WHO ARE PARTICIPANTS IN THE PLAN.

BOX 16: Wis, Stat. § 10.36 {10){a}.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = ¢ GUBIC FOOT)
Record Organization; [_] Alpha X Numeric [] Chronologleal [] Cther - PENSION NUMBER ORDER
Is this record or its content. avallable alsewhere? [ | Yes Whare? & No

Wil these records be transferred to another medium? & Yes [ No

What Medium? Evault  What point in the records cycle?  UPON RECEIPT IN RECORD CENTER

Total Retantion Requested- Active (Oficsy 2 yr8,  + Inactive (Record Center/Other) 0 yrs. = Total 2 yrs,

o
DaLattment ead; Beth C:Cgaéﬂmeaw Division Head: Beth Conradson Cleargéma Coordinator: Elaine Blegzk

13. Records Contain Parsonally Identiflable Informatlon (PIl): 14, Pl Ragistry Exemptions (Check YES If Pil is exempled):.
X Yes [ No {1 Yes B No

16. Name of Agency  {] Program Contact or {3 Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall  jeabou@milwaukee.gov

18. Records Series Contains Content that is Confldential or Access is Protected: Yes [JNo

If yos, enter Statute/Code/ or explain other Legal Authorlty in Box 12, Record Series Description,

17. APPROVAL SIGNATURES
M’L’M Z/ / 5/ ‘2

Agency Official Date (mm/dd/ccyy) ncy Retords Officer Date (mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingant on restrictions to record destruction contalned in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigatian or audit invoiving these records has commencad or is anticipated.

State Archivist Date (mmidd/ccyy) Executive Secretary — PRB Date {mm/idd/coyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(¢). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN ' http //publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R08/2016) Records Retention / Disposition Authorization
PAGE 1 0OF 3
« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 16-0054 Municipal ldentification Application and Affidavit
« |n accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): B New [0 Amended [] Renewal
compieted and approved by the Agency and the Public o 1 -
Records Board (PRB) within one year of creation of the 4. Agency #. (41251 | 5 Unit#: 132
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Common Council/City Clerk License Division
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2017 (] ElectronicDigital  [] Microform B4 Paper ] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One}
Yrs Mo | Wks i Days | Pemanent* | Creation  Fiscal Cther (Specify)
L 6 | i Hery OEsy [
*if selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): 3 Destray [ Destroy Confidential [ Transfer - State Archives (WHS) L] Transfer - UW Archives

[ Transfer - Cther Location (Specify):

12. Records Series Description
This record series includes Municipal kdentification Card Appilications and Municipal ldentification Card Affidavits.

The City of Milwaukee Municipal Identification Card is issued to Gity residents age 14 and older who have lived in Milwaukee for at least 15 days.
Applications are accepted in person only at the City's License Division Office with an appointment. Proof of identity and residency are required, but these
documents are not retained as part of the application. Per Wis. Stat. §66.0438 (3) this ID cannot be used to vote. This iD expires every 5 years. Costis
$10 and if lost the replacement is $5

Applications include name, date of birth, gender, address, applicant signature and notary public info.
Affidavits include previous applicant info and the new changes to any previous identity information, applicant signature and Notary Public info.

internal autharization to gain access to these records shall be given only by the City of Milwaukee legal custedian- Common CouncilfCity Clerk/License
Division Staff.

Estimated annual volume of this record. 1 cu ft. (NOTE: ONE CITY RECORDS CENTER STQRAGE BOX = t CUBIC FOOT)
Record QOrganization: [ Aipha . Numeric [.] Chronological [ | Other
Is this record or its content available elsewhere? |_] Yes Where? No
Wil these records be transferred to another medium? ] Yes No
What Medium? What point in the records cycie?
Tolgl Retentiop Requested- Active (ofice; 6 months + Inactive (Record GenteriOthery = & months Total
pa elgéad: ilé Qéz_—a:s:’-’d Chvision Head: Jason Schunk Records Coordinator: Terry MacDonald ] I A
Mords Contair\ Persoylly identifiable Information (PH): 14. Pl Registry Exemptions (Check YES if Pl is exempted):
K ves e O Yes H No
15. Name of Agency [} Program Contact or £ Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov
16. Records Serigs Contains Content that is Confidential or Access is Protected: {7 Yes No

If yes, enter Statute/Code/ or explain other Legal Authority in Bex 12, Record Series Description,

17. APPROVAL SIGNATURES
i 2/15 /i
Date (mm/dd/ccyy) ency Records Officer “

Agency Official Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Qpen
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) ' Executive Secretary ~ PRB Date (mmy/dd/ceyy)

Approval subject to 10-year sunset per Wis, Stat. § 16.61{4)(¢). Action required before:

This document can be made available in atternate formats to individuals with disabilities upon request,



STATE OF WISCONSIN http://publicrecerdsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE10F 3
»+ Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
completing. 69-0055 US Savings Bonds Records
= In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): [ New [0 Amended [] Renewal
completed and approved by the Agency and the Public 1 ; i
Records Board (PRB) within one year of creation of the 4. Agency #: (41251 5.Unit# 211
records series and prior to disposition of any pubiic record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Conmpiroller's Office Administration
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate}
of Creation 1942 [ Electronic/Digital ] Microform  [X] Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One}
¥rs | Mo | Wks | Days | Pemanent | Creation Fiscal Cther {Specify)
2 | ia Ocr QiRs) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11, Disposition (Check One): [] Destroy & Destroy Confidential [[] Transfer - State Archives (WHS) [] Fransfer - UW Archives

[1 Transfer - Other Location (Specify):

12. Records Series Description

This schedule is to be deleted as this record series is obsolete and records are no longer generated as of /OC"[

The Office of the Comptroifer assumed responsibility for administration of US Savings Bonds in May of 2007. Records inciude, but are not limited to payrolf
deduction register, issue register and enrofiment cards and alf reports associated with the issuance of U.S. Savings Bonds purchased through the employee
payrolf savings plan. The record of savings bonds issued are maintained by date and bond number on individual ledger sheets for each employee.

Box #16; Wis. Stat. §19.36 (10)(a)

Estimated annual volume of this record: {(NOTE: ONE CITY RECORDS CENTER STORAGE 80X = 1 CUBIC FOOT)

Record Organization: [ ] Alpha Jlf Numeric [] Chronological [] Other by date and bond number

Is this record or its content available elsewhere? [} Yes Where? | DB

Will these reccrds be transferred to ancther medium? [ Yes [ No

What Medium? What point in the records cycle?

Total Retention Requested- Active Ofice) 2 yrs. + Inactive (Record Center/Gther) 2 Yrs, = Total

- -’(- ‘4 Al AL /4/:_7 L.‘“;f')i‘-/ Tmn
Depariment Head:j’ﬂ mmwsion Head: < L IA_~ Records Coordinator: % Diw
7

13. Records Contain Personally kdentifiable Information (Pl): 14. PIl Registry Exemptions {Check YES if Pll is exempfted):
K Yes [ No [ Yes No

15. Name of Agency ] Program Contact or Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Kl yes [dNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

frore iy ﬂ?//a’"// >

gqency R%ds Officer Date (mm/dd/coyy)

Agency Official Date {(mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on re%fr}ictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (rmm/ddiccyy) Executive Secretary — PRB Date {mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4){c}). Action reguired befare:

This decument can be made available in alternate formats to individuals with disabilities upon reguest.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

Eig-é)21é§%9rzo1e} Records Retention / Disposition Authorization
* Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. D00-0042 Cash Management Operations Files
» Inaccordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): O New C} Amended [ Renewal
completed and approved by the Agency and the Public
Records Board (PRB) within one year of creation of the 4. Agency #: 041251 l 6. Unit#: Q)
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward ariginal to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Office of the City Treasurer Financial Setvices
7. Record Series Year | 8. Medium for Records 3torage (Check all appropriate)
of Creation [ Electronic/Digital ] Microform  [X) Paper [ Other (Specify)
9, Retlentlon Tumle Period - Speclfy Actual‘ Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs | Mo | Whks i Days | Permanent* | Creation Fiscal Cther (Specify)
7| | | 0 Owery REs) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): & Destroy [} Destroy Confidential 3 Transfer - State Archives (WHS) [ Transfer - UW Archives

[J Transfer - Other Location (Specify):

12. Records Series Description

Schedule DO0-0042 Cash Management Operations Files to be terminated 12/31/2018. Documents are now kept under D15-0024 Financial Service
Operations Files-Paper and D15-EQ24 Financigl Service Operations Files — Electronic.

This schedule will be set to expire on 12/31/2018 when the retention is up on the last remaining record.

Estimated annual volume of this record: 6 Cubic Feet (NOTE: ONE CITY REGORDS CENTER STORAGE BOX = 1 CUBIC FOQT)
Record Organization: [J Alpha L] Numeric ] Chronological [ Other

Is this record or its content available elsewhere? [ Yes Where? W o

Will these records be transferred to another medium? [ Yes . No

What Medium? What point in the records cycle?

Tota! Retention Requested- Active (oficey C+1 Inactive (Record Center/Othery 6 = Total C+7

Departrent Heagh, Alim Klajbor, Deputy City Treasurer Division Hgad: Robyn Malone }QM Records Coordinator: Margarita Gutierrez%
o L
I

13. Records Contait Personally identifiable Information (PIl): 14. Pl Registry Exemptions {Check YES If Pil is exempted): ‘
[ Yes B No O ves & No

15. Name of Agency  [[] Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Oyes [No

If yes, enter Statute/Code/ or explain other Legal Autharity in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\/M/M“-"‘W ,;?/5// /D

Agency Official Date (mmv/dd/ccyy) /f\bency Reords Officer Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restnctlons to record destruction contained in Wis, Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or Is anticipated.

State Archivist Date (mm/dd/ccyy} Executiveé Secretary - PRB Date (mmvdd/ccyy)

Approval subject to 10-year sunset per Wis, Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http: f//publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECCRDS BOARD

PRB-001 {R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. D00-E040 Tax Collection Reports
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): ] New O Amended [X Renewal
completed and approved by the Agency and the Public - -
Records Board (PRB) within one year of creation of the 4. Agency# (041251 5. Unit# 221
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process.
Division Name Subdivision Name
Office of the City Treasurer Customer Services
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2000 Xl Etectronic/Digital  [] Microform  [] Paper [] Other (Specify)
8. Retention Time Period - Specify Actual. Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs i_ Mo | Wks { Days | Pemanent" | Creation  Fiscal Cther (Specify)
7 | in Der BEs) K Current Year
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
14. Digposition {Check One): 3 Destroy [ Destroy Cenfidential [ Transfer - State Archives (AWHS) [ Transfer - UW Archives

[J Transfer - Other Location (Specify):

12. Records Series Description

Property tax collection reports generated by the Automated Tax Collection System {ATCS). These reports facilitate cash and account reconciliation, tax settiements, tax billing,
collection, and enforcement efforts, and performance evaluations.

The report files are stored on the City Treasurer Department's file server, which is maintained and backed up by the Deparmant of Administration, Informaticn and Technology
kManagement Division. The reports include:

Manthly Closing:

Permanent Delinquent Report

Delinguent Tax Accounts Redeemed

Special Reporis

8ID Settlement Report

Delinquent Tax Balances Report

Installment Tax Balances Report

Delinquent Sewer Update

Delinquent Water and Sewer Year End Report

Sewer/ater Report
Estimated annual volume of this record: 20 MB {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT})
Record Organization: [ Alpha_L] Numesric ] Chronological {7 Other
Is this record or its content available elsewhere? [ ] Yes Where? | IS
Will these records be transferred to ancther medium? [ ] Yes [l No
What Medium? What point in the records cycle?
Tatal Retention Requested- Active (ofics) Current + 7 years + Inactive (Record Center/Othery O = Total Current + 7 years
Department HagdyUJim Klajbor. Deputy  Division Head: Richard A. Schmidt&? Records Coordinator: Kerry R. Urban MJ
13. Records Coftain Personally identifiable Information {PIl): 14. Pl Registry Exemptlons (Check YES if Pil is exempted):
O Yes BJ No [1vyes [ No
15. Name of Agency  [] Pregram Contact or X Records Officer:  Jack Gaboury
Telaphone:  414-286-8083 Email  jgabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: Cl¥es [No

if yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
WM““? 07//(5‘/1 >

Agency Official Date (mmvdd/ccyy) £gbncy Reddrds Officer Date (mmvdd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5}, (Open
Records Law)}, and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ccyy) Executive Secretary — PRB Date {(mm/iddiccyy)

Approval sutject to 1G-year sunset per Wis. Stat. § 16.61{4)(c). Action required before:

This document can be made available in aliernate formats to individuals with disabilties upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT QF ADMINISTRATION

PUBLIC RECCRDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 QF 3
« Read instructions provided on pages 2-3 hefore 1. RDA # 2. Record Serles Title
completing. D07-E023 Facsimile Installment & Delinquent Tax Bills
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA $tatus (Check One): O New [ Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency #1 (041251 5 Unit#: 221
records series and prior to disposition of any public record. 6. Agency Name
+ Agency Records Cfficer; Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Office of the City Treasurer Customer Services
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate}
of Creation 2007 B4 Electronic/Cigital ] Microform  [] Paper [[] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Peried (Check Oneg)
Yrs | Mo | Wks Days 1 Pemanent* | Creation  Fiscal Other (Specify}
7 | I Ok OEs) X Corrent Year
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One}: X Destroy [} Destroy Confidential [[] Transfer - State Archives (WHS} [ Transfer - LW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description
Microsoft Access database provides the means to produce facsimile installment tax bills and delinquent tax bitls.

Estimated annuai volume of this record: 225 MB (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [] Alpha_ ] Numeric JJ] Chronologicai [ Other

is this record or its content available elsewhere? [ Yes Where? B No

Will these records be transferred to another madium? [ Yes ' No

What Medium? What peint in the records cycle?

Total Retention Requesied- Adtive (Office) Current + 7 years + [nactive (Record CenteriOther) & = Total Current + 7 Years

Department Hem Klajbor, Deputy Division Head: Richard A. Schmidt % Records Coordinator: Kerry R Urban w(
T , Li e

13. Records Contain Personally Identifiable Information {Pll): 14. Pl Registry Exemptions (Check YES if Pll is exemptad):
[ Yes B No [ Yes O No

15. Name of Agency [J Program Contact or B4 Records Officer:  Jack Gaboury
Talephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Clyes Mo

If yes, enter Statute/Code/ or explain other Legal Autherity in Box 12, Record Series Description,

17. APPROVAL SIGNATURES

ﬂ?//s /12

Agency Official Date {(mm/ddiceyy) Date {mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions te record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law}, and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-vear sunset per Wis. Stat. § 16.61({4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
» Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
completing. D07-E024 Return Remittance Payments & Coupons-Bank Lock Box
+ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): O New [1 Amended [X Renewal
completed and approved by the Agency and the Public - -
Records Board {PRB) within one year of creation of the 4. Agency #: (041251 § Unit# 221
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer: Farward original to the PRB, City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Office of the City Treasurer Customer Services
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate}
of Creation 2007 X Electronic/Digital  [J Microformn  [J Paper [] Other (Specify)
3. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
¥Yrs Mo | Wks { Days | Permanent* | Creation  Fiscal Cther (Specify)
4 | | o Ocr OFs) R Corrent Year
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One}: [ Destroy [1 Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Cther Location (Specify):

12. Records Series Description

This record series includes images of return remittance tax bill payment coupons for taxes that are paid via the use of bank lock boxes. The bank under
contract with the Office of the City Treasurer images the tax bill coupons when processing payments. CD Roms of the imaged coupons submitted with
payments are sent to the Office of the City Treasurer for a retention period of current plus three years. The four year retention period is in accordance with
the tax enforcement cycle. Audits are conducted routinely within a year. The four year time frame covers delinquent accounts.

The records contain-copies of payment checks which contain personally identifiable bank information.

Box #16: Wis. Stat. §18.36 (13}

Estimated annual volume of this record: 20 MB {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Crganization: [[] Alpha [ Numeric. Chronological [ ] Other
Is this record or its content available elsewhere? | | Yes Where? W Ne
Will these records be transferred to another medium? [ Yes I No
What Medium? What point in the records cycle?
Total Retention Requested- Active (Ofice) Current + 4 years + Inactive (Record CertertOthery O = Total Current + 4 years
Department Heag.:v/{Jim Klgjber, Deputy Divigion Head: Richard A Schmidt % Records Coordinator: Kerry R Urban [{Ef/(/
™~
13. Records Contain Personally Identifiable Information (PIl): 14. Pl Registry Exemptions (Check YES if Pll is exempfed):
B Yes O No [ Yes X No
15. Name of Agency  [] Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: Yes [No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES )
\ e Wby 2SS

Agency Official Date (mm/dd/coyy) ¢ Agency Regbrds Officer Date (mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent cn restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/coyy) Executive Secretary - PRB Date (mm/dd/ccyy)

Apgroval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upen request.



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

EES}ST 0('5%9’2015) Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. D74-0369 Voucher - Treasurer Issues
+ In accordance with Wis, Stat. § 16.61, this form must be 3. RDA Status {Check One): 1 New [ Amended  [] Renewal
completed and approved by the Agency and the Public —
Records Board (PRB) within ane year of creation of the 4. Agency # 041251 ‘ 5. Uniti: 23\
records series and prior to disposition of any public record, 6. Agency Name
« Agency Records Qfficer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
QOffice of the City Treasurer Financial Setvices

7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
_ of Creation (Q“['—/ [J Electronic/Digitai [ micreform [ Paper [] Other (Specify)

9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs ‘ Mo \Wks Days i Pemmanent* | Creation Fiscal Other (Specify)
6 | O Ower REs) O

*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justificatlon in Box 12, Record Series Description,

11. Disposition (Check One): [ Destroy [ Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives
1 Transfer - Other Location {Specify):

12. Records Series Description

Schedule D74-0369 Voucher — Treasurer Issues to be terminated 12/31/2017. Documents are now kept under D15-0024 Financial Services Operations
Files-Paper and D15-E024 Financial Services Operations Files — Eleclronic.

This schedule will be set to expire on 12/31/2017 when the retention is up on the last remaining record.

Estimated annual volume of this record: 1 Cubic Foot {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOCT)
Record Organization: [] Alpha [ Numeric. Chronelegical [] Other
is this record or its content available elsewhere? | | Yes Where? | I
Will these records be transferred to another medium? [] Yes [l No
What Medium? What point in the records cycle?
Total Retention Requestpd- Active (ofice) C+1 Inactiva (Record Center/Gther) 5 =Total C+6
%
DCepariment Head’:‘)}/ﬁ"n Klajbor, Deputy City Treasurer Division Head: Robyn Malone Oﬂ/( Records Coordinator; Margarita Gutierrez /\\'L‘f

[

13. Records Contain Personally ldentifiable Information (Pll): 14, Pl Registry Exemptions (Check YES if Pl Is exempted):
O Yes M No [1Yes H Ne

15. Name of Agency [ Program Contact or (< Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protectect: [Dyes [XNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Cescription.

17. APPROVAL SIGNATURES

L//J’A 2

Agency Official Date (mm/dd/ccyy) Date {(mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if iitigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request,



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
« Read instructions provided on pages 2-3 before 1. RDA it 2. Record Series Title
completing. D86-E078 Special Assessment Bond Reports .
» In accordance with Wis, Stat. § 16.61, this form must be 3. RDA Status (Check One): [0 New [0 Amended [X] Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency # 041251 5. Unit#: 221
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Office of the City Treasurer Customer Services
7. Record Serles Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1986 Electronic/Digital  [[] Microform  [[] Paper ] Other (Specify)
9. Retention Tim}e Period - Speclfy Actual Period 10. Event that Initiates the Start of the Retentlon Time Period (Check One)
Yrs Mo | Wks ! Days | Permanent* | Creation  Fiscal Other {Specify)
3 Is Oery OFs B Corrent Year
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Dispesition (Check One): B Destroy [ Destroy Canfidential O Transfer - State Archives (WHS) [ Transfer - UW Archives

1 Transfer - Other Location {Specify):

12. Records Series Description

Special Assessment Bond Reports includes the following 3 reports:
1) Bonds in Tax Key Seguence

2) Bonds to Tax Roll and Bond History File

3} Special Assessment List- D.P.W.

Estimated annual volume of this record: 380 MB {NOTE: ONE CITY REGORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [ ] Alpha [ Numeric.Chronological [] Other
Is this record or its content available elsewhere? [] Yes Where? W ne
Wil these records be transferred to another medium? [J Yes . No
What Medium? What point in the records cyclg?
Total Retention Requegted- Active (ofice) Current + 3 years  + Inaclive (Record CenteriOther) 0 = Total Current + 3 years
Fad
Department He%;\ Klajbor. Deputy Divigioh Head: Richard A. Schmidt ;ﬁ» Records Coordinator: Kerry R. Urban @/
13. Records Contain Parsonally Identifiable Information {PIl): 14. PIl Registry Exemptions {Check YES if Plf is exempted):
[ Yes X No [ ves 0 No
15. Name of Agency [ Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov
16. Records Series Contains Content that is Confidenttal or Access is Protected: Elves [ONe

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description,

17. APPROVAL SIGNATURES
g
M@% 7_// 5 //7
& ;

Agency Official Date (mm/dd/ccyy) Péf cy Reconds Officer Date (mm!'ddiccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivisi Date (mm/dd/ccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis, Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 10OF 3
+ Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
completing. 04-9041 Mammography Films and Reports
¢ In accordance with Wis, Stat. § 16.61, this form must be 3. RDA Status (Check One): [0 New [0 Amended [X] Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency#: (041251 5. Unit# 381
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Administration
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1990 [ Electronic/Digital [ Microform Paper [X] Other (Specify) Mammogram Films
9. Retention Tlme Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs Il Mo ; Wks | Days | Permanent* | Creation Fiscal Other (Specify)
i i | | Rer 0OFs) [0
*If selecting Permanent cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): ] Destroy [ Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

(] Transfer - Other Location (Specify):

12. Records Series Description

This record series contains mammogram films and reports containing results of mammogram tests for clients of the MBCCAP (Milwaukee Breast and
Cervical Cancer Awareness Program). Film and or reports include mammogram results, name of provider reading the films, demographics to include
patient name, address, City of Milwaukee medical records number, social security numbers, past history and physical information.

Funding for the Well Woman’s program includes a combination of State and Federal funds to support this program locally. The Wisconsin Well
Woman Program provides preventative health screening services to low income, uninsured or underinsured women between the ages of 35 and 64.
Women yﬂp do not have insurance can be seen to age 80 or above. Breast and cervical cancer screenings have been funded since 1994 by the US
Centers for Disease Control. Covered services are available from participating providers at no cost to Well Woman clients, Retention is in keeping with
the Mammography Quality Standards Act.

Box #16 — Wis. Stat. §146.82 (1)

Estimated annual volume of this record: 7 cubic feet (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: [[] Alpha X Numeric [ ] Chronological [] Other

Is this record or its content available elsewhere? [] Yes Where? X No

Will these records be transferred to another medium? [] Yes X No

What Medium? What point in the records cycle?

Total Retention Requested- 1 Active (Office) 9 + Inactive (Record Cegter/Other) = Total

Department

s i e M L

evan K. Baker, FACHE Division Head: Tiffany Barta gay Luckow 97“) L}-) r)

13. Records Contain Personally Identifiable Information (PI): 14. PIl Registry Exemptions (Check YES if Pll is exempted):
X Yes ] No [ Yes X No

15. Name of Agency  [] Program Contact or K Records Officer:  Jack Gaboury

Telephone:  4]4-286-8083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: KYes [JNo
If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES \
\ Mﬂ{/y 2./0e/)>

Agency Official Date (mm/dd/ccyy) /ﬁgency Records Officer Date (mm/dd/ccyy)
g

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/coyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
22332132‘%9’2”16) Records Retention / Disposition Authorization
» Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
completing. 05-0003 Pilot Project - Lead Safety
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status [Check One): O New O Amended [0 Renewal
completed and approved by the Agency and the Fublic -
Records Board {PRB) within one year of creation of the 4. Agency #:.  ()41251 ' 5 Unit# 381
records series and prior to disposition of any public record. 6. Agency Name
s Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Administration
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1999 [ Electronie/Digital ] Microform B Paper [[] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Raetention Time Period {Check One}
¥Yrs Mo Wks Days Permanent* | Creation  Fiscal Other (Specify}
7 O icry Ows) O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): [[] Destroy B Destroy Confidential [ Transfer - State Archives (WHS} [ Transfer - UW Archives

[ Transfer - Other Location {Specify):

12. Records Serles Description

This record series is to be deleted as the records are obsolete as of 2002, All records have been destroyed when retention was up on the last remaining
records in 2009.

History:
Environmental records for purposes of documentation of lead remediation pilot program. The grant was developed to provide support to the pilot

Ordinance 971298, The Ordinance passed in Febmary, 1999 and began on May 1, 199%. The Ordinance "sunset” on May 1, 2002. This record schedule
includes any and all documentation related to this pilot project program including but not limited to test sample analysis.

Estimated annual velume of this record: NiA {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [] Alpha X Numeric [] Chronofogical [ Other

Is this record or its content available elsewhere? ] Yes Where? X No

Will these records be transferred {0 another medium? [ {Yes X No

What Medium? What point in the records cycle?

Total Retention Requested-  Aclive (Office) 4 yrs.  + 3yrs. Inagjive (Record Cepeg/Qther) 7 yrs. = Total

~J

- 2lefi
e N ssatneds 7l pact f
Bevan K. Baker, FACHE - .57 / ’; Division Head: Lisa M. Lien Records Coordinator: Peggy Luckow 2 @l’

13. Records Contain Personally Identifiable Information {Pll): 14. Pl Registry Exemptions (Check YES if Pl is exempfed):
[1 Yes K No [ Yes [J No

15. Name of Agency ([ ] Program Contact or & Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov

16. Records Series Contains Content that is Confidentlal or Access is Protected: [ Yes No

if yes, enter Statute/Codef or explain other Legal Authority in Box 12, Recerd Series Description.

17. APPROVAL SIGNATURES
\,wcfé &,//S' /2

_Agency Official Date (mm/dd/ccyy) ency Recoﬁ Officer v Date {mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on resinchons to record destruction contained in Wis. Stat. § 19.35(5), {Open
Reccrds Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ccyy) Executive Secretary - PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in altemate formats to individuals with disabilities upon request.



STATE OF WISCONSIN
DEPARTMENT OF ADMINISTRATION

http://publicrecordsboard. wi.gov

PUBLIC RECORDS BOARD
PRB-001 (R02/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
« Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
complating. §5-0017 Special Supplemental Food Program WIC Record
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): O New [ Amended [X Renewal
compieted and approved by the Agency and the Public - -
Records Board {PRB) within one year of creation of the 4. Agency#: (41251 5. Unit# 331
records series and prior to disposition of any public record. &. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Administration
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1985 [C] Electronic/Digitat (] Microform  X] Paper [] Other (Specify)
8, Retentlon Tlmle Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Chack One)
Yrs | Mo ;  Wks | Days | Pemanent” | Creation Fiscal Cther (Specify)}
4 | ; O Oery RFs) O

*If selocting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition (Check One): [ Destroy &3 Destroy Confidentiat [ Transfer - State Archives (WHS) [J Transfer - UW Archives
[T} Transter - Other Location {Specify):

12. Records Series Description

The Special Supplemental Nutrition Pragram for Women, infants and Children (WIC} is 3 federal prevention program which provides a WIC nutrition assessment
{including health screening), nutrition and breastfeeding education, health information, referrals to health and social services, and supplementa! foods to eligible
individuals as funding levels permit. Pregnant, breastfeeding, and postpartum women, infants, and children less than age five years are categorically eligible to
participate in the WIC Program. Income eligibility requirements for the WIC Program extend to 185% of poverty (or higher, per “adjunctive eligibility” with other
programs such as FoodShare), Other eligibility criteria include Wisconsin residency, and an identified nutrition risk factor. Internal authorization to gain access to
these records shall be given only by the City of Milwaukee iegal custodian- City of Milwaukee Health Department.

Records include but are not imited to financizl operations, food draft issuance, equipment purchases and inventory, nutrition education, civil rights and fair hearing

procedures, and participant certification. Records related to participant certification includes the documentaticn which supports the eligibility and/or ineligibility for
each certification periad in the three year retention period, i.e. guestionnairas, growth grids, charting notes, flow sheets, termination/ineligibility letter and the most
recent printed certification form indicating participant history.

Retention is in accordance with the reguirements outlined in the Wisconsin WiC Pregram Cperations Manual Section 10.42, Paragraphs A-C.

Estimated annua! volume of this record: 10 cubic fest {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOQT)

Record Organization: X_Alpha [ Numeric J Chronoiogica! £ Other

Is this record or its content available elsewhere? [ | Yes Where? X No

Wil these records be transferred to another medium? [ ] Yes X No

What Medium? What peint in the records cycle?
Total Retention Requested- uﬁctwe [O‘I’ﬁoe] 3¢+ lnactwe {Record CenteyOther) 4!: = Total
oy ? i
T 273 R
ﬁapanm ead: Bevan K. Baker, FACHE Divisio: 'ﬁﬂany Ba a Records Coorgdinator:_Peggy Luckow & Lo 11 7)
7 7
13. Records Contain Personally identifiable Information {P): l 14. Pll Registry Exemptions {Check YES If Pil is exempted);
X Yes [ No ] Yes X No
15. Name of Agency  [J Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jpabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: CiyYes DXNo

If yes, enter Statute/Codef or explain other Legal Autharity in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\M«,@«q zf//_s’ )

Agency Official Date (mmiddiceyy) qu(q'y Recordg(@fﬁcer Date (mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contzained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if lifigation or audit invoiving these records has commenced or is aniicipated.

State Archivist Date imm/dd/ccyy) E xecutive Secretary — PRB Date (mm/ddfceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in altemnate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. D17-E001 Food Establishment Inspection Plans (E-Vault)
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check Ona): 3 New [0 Amended [J Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency #: 041251 §. Unit# 383
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Consumer Environmental Health

7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2008 Electronic/Digital ] Microform  [[] Paper [] Other (Specify)

9. Retention Time Period - Splaclfy Actual Period 10, Event that [nitlates the Start of the Retention Time Period (Check One)
Yrs Mo | Wks | Days Pemanent® | Creation  Fiscal Other (Specify)

| & Oer O®s) O
*if selecting Permanent, clte supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition (Check One): O Destroy O Destroy Confidential [ Transfer - State Archives (WHS) O Transfer - UW Archives
[ Transfer - Other Location (Specify):

12. Records Series Description
‘This is a new record series which is maintained on the City of Milwaukee's centralized imaging system {known as E-Vault) which inciudes restaurant plans from completed restaurant construction and
remadeting jobs. The plan conlains an architectural drawing of the facility. Plans ara received from all food operations involving hew construction o major remodaling. The information reviewed by the Health
Department ncludas the overall layout, equipment location, plumbing fodures, restrooms, stofage and room fnishes/materials. After reviewing the plans a plan letier is ganerated that is sent to the archdect,
contracior or oparator.

Thesa records are used on an as needed basis Lo verify the faclity and equipmend requiremants thal wers communicated lo the operator at the time of licensing.  They verity what was approved by our plan
review personnal at the time of initial licensing o al Ihe time that a major dehng of ihe gsiablish 1. For ple. an mspectar does a routine inspection and finds that the kitchen has grease producing
equipment such as a gnil Lhat is not jocated below a ventilation hood. This would be a violation. The owner tells the ingpector that he was approved Lo open like this 5 years ago and nons of pravious inspactors
has aver said anything. The inspector wauld than check the archived records showing the equipment layout and hood to sea if the owner's slory is accurate.

Per Wis. Stal. §137 20, the onginal paper plans will be scanned into E-Vauwl, and sublectad 10 quality control rawew o ensure the images are acceptable. Upon verificalion the paper documents will be kept for
3 monlits and then destroyed confidentially. * The City of Milwaukee currently maintains a permanent collection of siructure plans dating back to the City's inception for historic and referance purposss  These
records will be incheded in that collection and maintained permanently.

Estimated annuat volume of this record: determined in megabytes (MOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [ | Alpha [_] Numeric [J Chronalogicai . Other Street Address

Is this record or its content available elsewhere? J Yes Where Dept. of Neighborhood Services Plans L] Na

Will these records be transferred to another medium? [] Yes JJ No

What Medium? What peint in the records cycle?

Total Retention Requested- Active (oficey P + Inactive (Record CemteriCine; P = Total Permanent

) — . "f ] A‘]
€. (. Yernn 'Pf oM LRy
en ~Bevan K. Baker Division Head: Claire Evers Records Coordinator: Peggy Luckow

13. Records Contain Personally Identiflable Information (Pll): 14. Pl Registry Exemptions (Check YES if Pl Is exempted):
0] Yes R No [ Yes [ No

15. Name of Agency [ Program Contact or (A Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall  jpabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: [0 Yes No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.
17. APPROVAL SIGNATURES

jéi/ 41.44‘-4-—‘4? Z7// 5-/ 7
_Agency Official Date (mmvdd/ceyy) cy Recoﬂ Officer Date (mmydd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(8), (Open
Records Law), and that no records are destroyed if litigation or audit invelving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ceyy) Executive Secretary — PRB _ Date (mm/dd/ccyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c}. Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
;Egg%?%mm) Records Retention / Disposition Authorization
* Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-8001 Food Establishment Inspection Plans
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): [XI New [J Amended [J Rernewal
completed and approved by the Agency and the Public
Records Board (PRB) within ohe year of creation of the 4. Agency #: (41251 5.Unit# 383
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Consumer Environmental Health
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2008 [ Electronic/Digital  [J Microfarm Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Inltlates the Start of the Retention Time Period {Check One)
Yrs Mo E Wks ' Days Permanent* | Creation  Fiscal Other (Specify)
3 ; | O Clery OFS) X Scan into E-Vault & quality control
*If selecting Perranent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): [ Destroy X Dsstroy Confidential [] Transfer - State Archives (WHS) [ Transfer - UW Archives

O Transfer - Other Location (Specify):

12. Records Series Description
These records have not previcusly been scheduled.

This record series includes restaurant plans from compleled restaurant construction and remodeling jobs. The plan contalns an architeciural drawing of the facllity. These plans are received
from all focd operations involving new construction or major remodeling. The information reviewed by the Heallh Deparimant includes the overall layout, equipment location, plumbing fixtures,
resirooms, storage and room finishes/materials. Afer reviewing the plans a plan letter Is generated thal is sent to the architect, contraclor or operator, The plans wilt be scanned into the City
of Milwaukee's centralized imaging system (known as E-Vaull) for permanent retention. See related Schedule 017-ED001.

These records are used on an as needed basis to verify the facility and equipment requirements that were communicated to the operator at the time of licensing. They verify what was
approved by our plan review personne! at the time of initla! licensing or &l the time that a major remodeling of the establishment. For exampls, an inspecior does a routine inspection and finds
that the kitchen has grease producing equipmant such as a grill that is not located below a ventilation hood. This would be a violation. The ownar tells the inspactor thal he was approved to
open like this 5 years ago and none of previcus inspectors has ever said anything. The Inspactor wauld then check the archived records showing the equipment layout and hood to see if the
ownear's story is accurate,

Estimated annual volume of this record: 3 Cubic Feet {NOTE: ONE CITY RECORD'S CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: | | Alpha [ ] Mumeric [ ] Chrenological . QOthar Street Address
Is this record or its content available elsewhere? ] Yes Where Dept. of Neighborhood Services Plans L] No

Will these records be transferred to another medium? Yes [] No

What Medium? E-Vault  What point in the records cycle? Upen receipt a the City of Milwaukee Records Center

Total Retention Requested- Active (Offica) + [nactive (Record Center/Other) 3 months = Total 3 months
LA (. Yero, Facert Juck e

artwient Hea n K. Baker Division Head: Claire Evers Records Coordinator: Peggy Luckow

13. Records Contain Parsonally Identifiable Information (Pll}: 14. Pl Registry Exemptions (Check YES if Pil is exempted):
[ Yes &J No [l Yes J Ne

15. Name of Agency  [] Program Contact or [ Records Officer:  Jack Gaboury
Telophone:  414-286-8083 Email  jeabou@milwaukee.gov

16. Records Serles Contains Content that is Confidential or Access Is Protacted: Oyes [XNo

If yes, enter Statute/Code/ or explain other Legal Autherity in Box 12, Record Series Description.

17. APPROVAL SIGNATURES i
W‘“J 7,//_5 /S

Agency Official Date (mm/dd/ceyy) &bncy Rechfds Officer Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mmyddiceyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate farmats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R09/2016} Records Retention / Disposition Authorization

PAGE10QF3
» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title

completing. D77-0128 Insp Report- Restaurant & Tavern H-3065 No Violation
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One}): 1 New O Amended [] Renewal
completed and approved by the Agency and the Public
Records Board (PRB) within one year of creation of the 4. Agency #: (41251 ‘ 5. Unit# 383
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review procsss.

Division Name Subdivision Name

Health Department Consumer Environmental Health

7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)

of Creation 1977 [[] Electronic/Digital  [] Microform Paper ] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that [nitiates the Start of the Retentlon Time Period {Check One}
Yrs Mo i Wks | Days Pemanent* | Creation  Fiscal Other (Specify)

i | | O Rery O®s [

*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition {Check One): {1 Destroy X Destroy Confidential O Transfer - State Archives (WHS) [ Transfer - UW Archives

[J Transfer - Other Location (Specify):

12. Records Series Description

This schedule will be deleted as these records are obsolete. The form was discontinued in 2007.

Form H-3065 inspection Reports- Restaurant & Tavern (No Violation) are no longer generated, and no current inventory
exists under this schedule.

Estimated annual voiume of this record: (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [ | Alpha { | Numeric [T Chronological [T Other

Is this record cr its content availabte elsewhere? [ | Yes Where? L] No

Will these records be transferred to another medium? L] Yes L] No

What Medium? What paint in the records cycle?

Total Retention Requested- Active (officey 1 Year  + inaclive (Record CenleriOther) =Total 1 Year

- Y b
ﬁ e Torgf 2L Qe
ent n K. Baker Division Head: Claire Evers Records Coordinator: Peggy Luckow

13. Records Contain Personally Identifiable Information {PIl): 14. PII Registry Exemptions (Check YES If Pli is exempted):
[ Yes X No [ ves ] No

15. Name cf Agency O Program Contact or &J Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: C3yes Kno

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

zf//f'//'-)

__f;_gency {fficial Date (mm/dd/ccyy) ency RegGords Officer Date {(mm/dd/ccyy}
', +

PUBLIC RECORDS BOARD AFPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Aschivist Date (mm/dd/ccyy) Execufive Secretary — PRB Date {(mm/dd/ccyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN
DEPARTMENT OF ADMINISTRATION

http://publicrecordsboard. wi.gov

PUBLIC RECORDS BOARD
PRB-001 {R05/2016) Records Retention / Disposition Authorization
PAGE 1 0F 3
* Read instructions provided on pages 2-3 hefore 1. RDA # 2. Record Series Title
completing. D77-0129 Insp Report- Restaurant & Tavern H-3065 Violations
* In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One}: O New {0 Amended [] Renewal
completed and approved by the Agency and the Public
Records Board (PRB) within one year of creation of the 4.Agency #: (41251 5.Unit# 383
records series and prior to disposition of any public record. 6. Agency Name
s Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Consumer Environmental Health

7. Record Series Year | 8. Medium for Records Storage {Check all appropriate}
of Creation 1977 [ Electronic/Digital [ Microform [ Paper [] Other (Specify}

9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Perlod (Check One)
¥Yrs Mo ! Wks Days Pemanent* | Creation  Fiscal Other {Specify)

i
5 | | IO X©er OFS) O

i
*If selecting Permanent, cite supporting statute, code, other legal authorlty, or sufficient justification In Box 12, Record Series Description.

11. Disposition {Check One): [ Destroy [X] Destroy Confidential [ Transfer - State Archives (WHS) O Transfer - LW Archives
[ Transfer - Other Location (Specify):

12. Records Series Description

This schedule will be defeted as these records are obsolete. The form was discontinued in 2007.

Form H-30865 Inspection Reports- Restaurant & Tavern (Violations} are no longer generated, and no current inventory exists
under this schedule.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT}

Record Organization: [] Alpha [J Numeric [] Chranological {1 Other
Is this record or its content available elsewhere? ] Yes Whera? Ll No

Will these records be transferred to another medium? [} Yes || No

What Medium? What point in the records cycle?

Total Retention Requesied- Active (Cfice) 2 Years  + Inactive (Record CentersOthery 3 Years = Total 5 Years

-~

C. Tpero RegrdacCend

Division Head: Claire Evers Records Coordinator: Peggy Luckow

13. Records Contain Personally identifiable Information (P):
[ Yes 2 No

14. PIlI Registry Exemptions (Check YES If Pif Is exempted):
O Yes [ Na

15. Name of Agency [ Program Contact or & Records Officer:  Jack Gaboury

Telephone:  414-286-8083 Email  jeabou@milwaukee.gov

16. Records Series Contains Content that Is Confidential or Access is Protectad:
If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

Oves X nNo

17. APPROVAL SIGNATURES
\ N/

_Agency Official Date {mm/dd/ccyy) Aaéﬂcy Record car Date {mm/idd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law}, and that no records are destroyed if fitigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) Executive Secretary - PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:f/publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

e tlivetd Records Retention / Disposition Authorization
* Read instructions provided on pages 2-3 before 1. RDA ¥ 2. Record Series Title
completing. D77-0130 Insp Report- Food Establishment H-3066 No Violation
+ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): [0 New O Amended [ Renewal
completed and approved by the Agency and the Public
Records Board (PRB} within one year of creation of the 4. Agency#: (41251 S.Unit# 383
records sefies and prior o disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Consumer Environmental Health
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1977 [ Electronic/bigital L] Microform  [X] Paper [] Other (Specify)
2. Retention Tim.e Period - Specify Actual Period 10. Event that initlates the Start of the Retention Time Period {Check Onae)
Yrs | Mo Wks Days Permanent* | Creation  Fiscal Other (Specify)
1 O Rery Ow@s) O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification In Box 12, Record Series Description.
11. Disposition {(Check One): [ Destroy X Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[J Transfer - Other Locatian (Specify):

12. Records Series Description

This schedule will be delated as these records are obsolete. The form was discontinued in 2007.

Form H-3066 Inspection Reports- Food Establishment (No Violation) are no longer generated, and no current inventory
exists under this schedule.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FGOT)
Record Organization: [J Alpha [] Numeric [ ] Chronolegical [] Other
1s this record of its content available elsewhere? [] Yes Where? L] No
Will these records be transferred to ancther medium? [l Yes [] No
What Medium? What point in the records cycle?
Total Retention Requested- Active (Ofice) 1 Year  + Inactive (Record Center/Other) = Total 1 Year
- < '/ } )
Division Head: Claire Evers Records Coordinator: Peggy Luckow
13. Records Contaln Personally Identifiable Information (PIl): 14. Pll Registry Exemptions (Check YES If Pll Is exempted:
O Yes & No O Yes [ Ne
15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jeabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access Is Protected: [ Yes No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description,

17. APPROVAL SIGNATURES

Agency Official Date (mmidd/ceyy) Aé}my Records{ffficer 4 Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Autharization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) Executive Secratary — PRB Date (mm/ddiccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuats with disabilities upon reguest.



STATE OF WISCONSIN http://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

$§g§21,§§°39’2°16’ Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. D77-0131 Insp Report- Food Establishment H-3066 Violations
* In accordance with Wis. Stat, § 16.61, thig form must be 3. RDA Status (Check One): O New [ Amended [J Renewal
completed and approved by the Agency and the Public
Records Board (PRB) within one year of creation of the 4. Agency #:. 041251 & Unit# 383
records series and prior to disposition of any public recerd. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Health Department Consumer Environmental Health
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 1977 [ Electronic/Digital {1 Microform D Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Chack Ona)
¥Yrs Mo Wks E Days Petmanent* | Creation  Fiscal Cther (Specify)
5 | [ Kery Oy O
“If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification In Box 12, Record Series Description,
11. Disposition (Check One); [ Destray & Destroy Confidential [0 Transfer - State Archives (WHS) [J Transfer - LW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description

This schedule will be deleted as these records are obsolete. The form was discontinued in 2007.

Form H-3066 Inspection Reports- Food Establishment (Violation) are no longer generated, and no current inventory exists
under this scheduls.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [] Alpha ] Numeric [J Chronological [] Other

Is this record or its content available elsewhere? [ | Yes Where? L] No

Wiill these records be transferred to another medium? [J Yes [ No

What Medium? What peint in the records cycle?

Total Retention Requested- Active (0ifce) 2 Years  + Inactive (Record Center’Other) 3 Years = Total § Ysars

C Guene i,%} vy ek or J

ent He nk. Baker Division Head: Claire Evers Records Coordinator; Peggy Luckow
13. Records Contain Personally Identiflable Information (Pll): 14. PIl Registry Exemptions (Check YES If Pl Is exempted):
O Yes & No 8 Yes ] No
15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall jgabou@milwaukee_gov
16. Records Serles Contains Content that is Confidential or Access is Protected: Oves ENo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

2 S

Agency Official Date (mmvdd/ceyy) ncy Recor cor Date (mrrvdn(fccyy)

PUBLIC RECORDS BOARD APPRGOVAL -~ Authorization is contingent on restnctlons to record destruction contained in Wis, Stat. § 19.35(5), {Cpen
Records Law), and that no records are destroyed if litigation or audit invalving these records has commenced or is anticipated.

State Archivist Date (mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:/fpublicrecordsboard . wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
22%321 éﬁggrzms) Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title N
completing. 10-0052 Accounts Payable Records - Departments __. . »
* In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): X New [3 Amended [] Renewal
completed and approved by the Agency and the Public
Records Board (PRB) within one year of ereation of the 4. Agency #. 041251 5 Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward ariginal to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry Services
7. Record Series Year | 8. Medium for Records Storage (Check ali appropriate)
of Creation 2016 [3 Etectronic/Digital [ Microform P Paper [ Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Tima Period (Check One)
Yrs Mo i Wks Days | Pemanent* | Creation  Fiscal Other (Specify)
6 I O Ow©ry OFS) X Fwdto Comptroller for approval
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11, Disposition {Check One): (O Destroy B3 Destroy Confidential 1 Transfer - State Archives (WHS) [ Transfer - UW Archives

[0 Transfer - Other Location {Specify):

12. Racords Series Description

The Forestry Department will adopt use of the City of Milwaukee Global Schedule for Accounts Payable Records Departments (Paper Copies).

This schedule provides city-wide uniformity for the retention and final disposition of records related to Accounts Payabie Records — Departments. This
records series includes copies of Control Group Reports generated from the FMIS systermn along with accompanying invoices received by all city
departments. This includes the records for Procard Payments & Petty Cash. The Procard program is used for making purchases under $5000 and
eliminates the requisition, invoice & purchase order process. Procard purchases are reconciled each cycle by the Procard Manager and approved by the
Procard approving official. Copies of statements & purchases are kept as backup. Petty Cash is issued to an employee for purchases made up to $100.
Copies of receipts are kept as backup. NOTE: individual department records are available online via E-Vault to department-head authorized users under
Schedule (211) 02-E016. City department heads must register to receive access to these records for designated personnel through the E-Vault
Administrator with approval by the Office of the Comptroller. Access is limited to an employee’s department. Department heads must submit a letter of
request to the Document Services Manager.

Estimated annual volurne of this record: 1 cubic foot {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FQOT)
Record Organization: [ | Alpha [[] Numeric B Chronological {T] Other
Is this record or its content available elsewhere? B] Yos™ Where? FMIS & E-Vault Ll Ne
Will these records be transferred to anather medium? [} Yes B4 No
What Medium? What point in the records cycle?
Total Retention Regupsted- 6 montt.ms Active (Office) +0 Inaet‘rve {Record Cener/Other) = & months Total
Q—;—A /“,/‘;@ )
Department Hedd: Laura Daniels Division Head: David Sivyer Recbrds Coordinator:.A46ni Taylor Johnson
e
13. Records Contain Personally Identifiable information (Pll): 14. Pll Registry Exemptions (Check YES Iif Pll is exempted):
[J Yes B No O Yes B No
15. Name of Agency  [] Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov
16. Records Series Contalns Content that is Confidential or Access is Protected: Cyes XK No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description,

17. APPROVAL SIGNATURES
Mw« 2// s /2

_Agency Official Date (mmvdd/ccyy) A@hcy Recorgé Officer ¢ Date (mmvdd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action reguired before’

This document can be made available in atternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 {R09/2016) Records Retention / Disposition Authorization
PAGE10OF 3
« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 11-0030 Investigation and Disciplinary Files
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): B New [0 Amended [J] Renewal
completed and approved by the Agency and the Public .
Records Board (PRB) within one year of creation of the 4. Agency #: (4251 5.Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2016 [ Electronic/Digital ] Microform Paper [] Other (Specify)
9. Retention Time Pericd - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check Ong)
Yrs Mo Wks Days | Pemanent* | Creation  Fiscal Other (Specify)
7 , I O Jery Oy X Closure of Investigation
*If selecting Parmanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): O Destroy  [X Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

O Transfer - Other Locatien (Specify):

12. Records Series Description
This Forestry Department will adopt use of the City of Milwaukee’s Giobal Schedule for Investigation and Disciplinary Files.

This record series includes notes, witness statements, evidence, reports and other documentation created and maintained in connection
with internal investigations involving an employee which could include documents that are related to formal disciplinary action, such as
suspension notices and waming letters. Investigative files may include Employee Home Visit forms which indicate the employee’s
personal information such as name, address, phone number as well as if an employee was actually home during the visit, why the
employee was absent, who did the visit, and if the employee saw a doctor.

Investigative files should be separate from Employee Personnel Files and should be maintained separately in supervisory/managerial
working files.

Box #16: Wis. Stat. § 19.36 (10){(a)

Estimated annual volume of this record: .5 cubic ft. {NCTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: JfAlpha_T Numeric [J Chronological [] Other
Is this record o its content available elsewhere? [1Yes Where? Wl No
Will these records be fransferred to another medium? [] Yes . No
What Medium? What point in the records cycle?
Total Retention Reguested- 7 Yrs. Active (officgg + 0 Inactive (Record CenteriOther) = Closure of Inveshgatjon +7 Yrs TotﬁL
LY N i
‘ # £
Ctaaa_ \ R Y Je M
Departm ad: Laura Daniels Division Head: " David Sivyer Recards Coordin tbr Toni lor Johnson
13. Records Contain Personally ldentifiable Information (Pil): 14. PIl Registry Exemptions (Check YES if Pil is exempted):
X Yes [ No O Yes K No
15. Name of Agency [ Program Contact or & Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall  jpabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: K vyes [lNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\MM 7—//1 // 2

Agency Official Drate {(mmfdd/ccyy) /\Agency Réc;{rds Officer Date {mm/ddiccyy)

S
PUBLIC RECORDS BOARD APPROVAL — Autharization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5}, (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) Executive Secretary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp-#/publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE t OF 3
» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. . 11-0035 Personnel File
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): K New O Amended [] Renewal
completed and approved by the Agency and the Public - )
Records Board (PRB) within one year of creation of the 4.Agency # (41251 5. Unit# 581
records series and prior to disposition of any public record. | g agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2016 [ etectronic/Digital ] Microform X Paper [] Other (Specify)
9. Retention Time Period - Speclfy Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One}
Yrs Mo | Wks | Days Pemanent* | Creation  Fiscal Other {Specify)
8 | i [ Owery LO{Fisy [ Separation from City Employment
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): ODestroy X Destroy Confidentiat [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[] Transfer - Other Location (Specify):

12. Records Series Description

The Forestry depattment will adopt use of the City of Milwaukee’s Globat Schedule for Personnel Files. This record series includes, but is not limited to,
employment applicationsiresumes-solicited and hired, performance appraisals, emergency contact information, job description & residency certification
{including decumentation proving residency). Other records contained in this series, if applicable, include; appeintment letters, special appointment rate
Ietters, probationary periad reports & requests for extensions, transfer/reinstatement requests & responses, promation documentation, favorable
occurrences/letters of commendation, recognition & awards, statement of acknowledgement of receipt of personnel policies and/or procedures, resignation
farmiletter signed by existing employee stating their intent te either end their employment or resigning from a current job to accept another employment
opportunity from the City as of a certain date, letter of reference, certificate of license or professional designations, refocation reimbursement requests,
performance improvement plans and non-medical leave documentation (such as Military Training Leave}.

Additional records may include, Funeral Leave Applications, Layoff Notices, Leave of Absence Forms, Notice of Prospective Retirement,
Training/Employee Development Records, including tuition benefit applications, travel and training doecumentation, training certification/achievement or
coempletion records, and Unemployment Insurance (U} related records, including information used for Ul claim to establish a base period, verification of
weeks at wark, initial determination of benefits payable, notice of hearing and billing statements.

Box #16: Wis. Stat. § 19.36 (10)(a)

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT}
Record Organization: JJAlpha [T Numeric [0 Chronological ] Cther
Is this record or its content available elsewhere? [1 Yes No
Will these records be fransferred ¢o another medium? [] Yes No
Total Retention Re teg] 8 Yrs. _Active ioficey  + 0 Inadl ShterrOther; = Separation from City Empioyment +8 Yrs. Total
L]
Degartment\dead.~Laura Daniels Division Head: David Sivyer Records Coordinatér: Teni Taylor Johnson )
43. Records Contain Personally Identifiable Information (PIl): 14. PIl Registry Exemptions (Check YES if Pl is exempted):
K Yes [ Ne O Yes X No
15. Name of Agency [ Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Emall  joabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: K yes L[INo

If yes, enter Statute/Code/ ar explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
Nl frny o sV

Agency Official Date (mmvdd/ccyy) ( Agenc:y Rekdreds Officer v Date (mm/idd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary - PRB Date {mmidd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp:/publicrecordsboard .wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R06/2016) Records Retention / Disposition Authorization

PAGE 1 OF 3
¢ Read instructions provided on pages 2-3 before 1.RDA# 2. Record Series Title

completing. 11-0036 Personnel Files- Medical
+ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): X New [J Amended [] Renewal
compieted and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency #:. 041251 5. Unit# 58]
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer. Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.

Division Name Subdivision Name

Department of Public Works Forestry - South

7. Record Saries Year | 8. Medium for Records Storage {Check all appropriate)

of Creation 2016 [ Electronic/Digital [ Microform Paper [] Other (Specify)
9. Retention Time Perlod - Splecify Actual Period 10. Event that Initiates the Start of the Retention Time Perlod (Check One)
Yrs i Me | Wks i Days Permanent* | Creation  Fiscal Other (Specify)

8 | i O Cery OFs) [ Separation from City Employment

*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

14.  Disposition (Check Ona): [] Destroy K Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description
This Forestry Department will adopt use of the City of Mitwaukee's Global Schedule for Personnet Files- Medical,

This record series includes ADA compliance documentation records regarding reasonable accommodation requests, responses and materials under 29
CFR 1602-14 {ADA Act}, FMLA Applications including dates & hours of leave, record of any dispute and its resolution, and medical cerifications requested
and received by formally designated departmental FMLA managerial representatives from authorized medical doctors, acting on behalf of City employees
who submit requests for a leave of absence. Injury Reports, Application for Sick Leave or Injury Pay, Application for Absence Due to Personal lliness, as
well as fitness for duty exams & results, return to work documentation, medical status updates, LTD Applications, Sick Leave Control Letters, and other
occupational health related records may be included in this file.

NOTE: Departments may wish to retain a copy of FMLA Application forms (for reference purpases only) by eligibility year, in addition to copy filed under
this schedule. Reference copies should be destroyed after one year.

Box #16: Wis. Stat. § 19.36 {10}a)

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: Jf Alpha 1 Numeric [ Chronological [] Other

Is this record or its content available elsewhere? [] Yes Where? o

Will these records be transferred to another medium? [ Yes . No

What Medium? What point in the records cycle?

Total Retention Requestegh 8Yrs. Aclive (oficey + Inactive w&:&cmmn = Separation from City Employment + 8 Yrs. Total

- / y, .
L /
Departmen{ Head. /Laura Daniels Divigion Heack d Sivyer Records Coordinator: Toeni Taylor-Johnson

13. Records Contain Personally Identifiable Information (PIl): 14. Pl Registry Exemptions (Check YES if Pll is exempted):
Yes O No [ ves K No

15. Name of Agency  [] Program Contact or KX Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jpabou@milwaukee.gov

16, Records Series Contains Content that is Confidential or Access Is Protected: Yes [1No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

frertiy 7_,,//_5’//7

Agency Official Date (mm/dd/ccyy) A/Jency Rec(r s Officer l3ale (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy} Executive Secretary — PRB Date (mm/dd/ccyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in alternate formats {o individuals with disabifities upon request.



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
EL‘EEST cggoag"?m) Records Retention / Disposition Authorization
* Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0003 Code Enforcement Violations
« |n accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): BJ New O Amended [] Renewal
completed and approved by the Agency and the Public -
Records Board (PRE) within one year of creation of the 4. Agency #: (041251 5. Unit#: 581
records series and prior to disposition of any public record, 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2013 [ Electronic/Digital [ Microform  [X] Paper  [[] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retantion Time Period {Check One}
Yrs Mo | Wks Days Permanent* | Creation Fiscai Other (Specify}
7 i O Owery REs)y [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficlent justification in Box 12, Record Serles Description.
11. Disposition (Check One}): [ Destroy & Destroy Confidential O Transfer - State Archives (WHS} [] Transfer - UW Archives

1 Transfer - Other Location (Specify}):

12. Racords Series Description

Code Enforcement Violations overseen by the Forestry department include Talt Grass/Weed Destruction (City of Milwaukee
Ordinance 80.17) and Sidewalk Snow/lce Clearing (City of Milwaukee Ordinance 116-8 & City Charlter 11-24) notices. These
notices indicate the address of the violation, date witnessed, type of violation, Inspector name or initials, area of property in
violation, re-inspection date and by whom.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: [ ] Alpha ] Numeric L] Chronological Jff Other By Address and then Date

Is this record or its content avaiiable elsewhere? [] Yes Where? W No

Will these records be transferred to another medium? (] Yes [l No

What Medium? What point in the records cycle?

Total Retention Requested- 7 Yrs. Active (ofice) + 0  Inactive (R CentertCther) = 7 Yrs. Total

TH~ DTN G A
Department Head: /Laura Daniels Division Head: David Sivyer Records Coordinam)r:/ Toni Taylet Johnson
S

13. Records Contain Personally dentifiable Information {Pil): 14. PIl Registry Exemptions (Check YES if Pll is exempted):
[ Yes X No [ Yes No

15. Name of Agency  [] Program Contact or 4 Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records Series Contains Content that |s Confidential or Access is Protected: [ Yes X No

if yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
WM’&: ?——-///_s"/ 2

Agency Official Date (mm/dd/ccyy) K Ency Recofgé Officer l Bate {mm/idd/ccyy)
-2 \%

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE QF WISCONSIN http:/#fpublicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRE-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0004 Notice to Proceed
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): [ New O Amended [J Renewal
completed and approved by the Agency and the Public - -
Records Board (PRB) within one year of creation of the 4. Agency# (41251 5.Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer: Forward originat to the PRB. City of Milwaunkee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate}
of Creation 2014 [ Electronicigital  [] Microform [} Paper [] Other (Specify)
8. Retention Time Period - Spacify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Ma Whks Days Permanent* | Creation  Fiscal Cther (Specify)
7 (| Ocry KiFsy [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): [3 Destroy B Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - LW Archives

[] Transfer - Other Location (Specify):

12. Records Series Description

This record series contains the Notice to Proceed form which is sent to a contractor for snow/ice and grass/iweeds removal
on City-owned properties. The Notice to Proceed contains a list of Property Address, Description of Work, Tax Key
Number, LN Footage, Amount Charged as well as manager approval signature and date. The invoice from contractor(s)
who performed the requested work is also attached to these records.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FQOT)
Record Organization: [] Alpha_[] Numeric ] Chronological [J Other

Is this record or its content available elsewhere? [] Yes Where? W No

Will these records be transferred to another medium? 1 Yes [l No

What Medium? What point in the records cycle?

Total Retention Requestegd’}) 7 Yrs. Active (Officey + D Inactive (Reenrd CenterrOthen) = 7 Yrs. Total

N Pz ' Ny 7
Department|Head: Ladra Daniels Division Head: vid Sivyer Records Co mato[;: i Taylor Johnson

N
13. Records Contain Personally Identifiable Information {PIl}: 14, PIl Registry Exemptions (Check YES if Plf is exempted):
O Yes K No O Yes No
15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Talephone:  414.286-8083 Email  joabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: [dYes [XHNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
N\l ooy 2/

Agency Official Date {mm/dd/ccyy) f@*ncy Recorﬁ(sbfﬂoer [Z4 Date (mm/dd/ceyy)
Ly

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) Executive Secretary — PRB Date {(mm/dd/coyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:/publicrecordsboard . wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRE-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 10OF 3
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0005 General Receipts
s In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One}: New [0 Amended [J Renewal
completed and approved by the Agency and the Public - -
Records Board {(PRB) within ane year of creation of the 4. Agency #: (041251 § Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
+ Agency Records Officer: Forward ariginal to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate}
of Creation 2016 O Electronic/Digital [ ] Microform  [X] Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One}
Yrs Mo ’ Wks Days | Pemanent* | Creation  Fiscal Other (Specify)
1 O Kery O@s) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One}): 3 Destroy Destroy Canfidential [ Transfer - State Archives (\WHS) O Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description

This record series contains copies of invoices and receipts for things such as fuel refill (large yard tank), rugs, supplies, etc.
Original receipts/invoices are forwarded to the central office for payment, and these receipts are back-up copies in the event
that the Central Office does not receive them.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: £ Alpha [} Numeric [l Chronological [] Other

Is this record or its content available elsewhere? i Yes Where? Forestry Central Office [} Ne

Will these records be transferred to another medium? [ Yes Jll No

What Medium? hat point in the recerds cycle?

Total Retention Requeswﬂ?L 1Yr. Adtive (ofices + 0  Inactive (Recowd CesteriQthery = 1 Y1 Total

[ N . .
Departméent Head: / Faura Daniels Division Head: Davig Sivyer Records Coerdifiator: Toni Faylor Johnson -

13. Records Contain Personally ldentifiable Information (PI1): 14. Pl Registry Exemptions {Check YES if Pil is exempled):
[ Yes X No [ Yes X No

15. Name of Agency [ Program Contact or [ Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jegbou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Cyes [ Ne

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
M"“ﬁ 275 /2

Agency Official Date (mmidd/ccyy) p@ncy Recqds Officer Date (mmiddiccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ceyy) Executive Secretary — PRB Date {mm/cd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)c). Action required tefore:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WiSCONSIN hitp-//publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
’;ﬁgg‘f 5,5%9’2016) Records Retention / Disposition Authorization
» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0006 Storm Call- Initial Switchboard Response
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): X New [0 Amended [J Renewal
compieted and approved by the Agency and the Public - :
Records Board (PRB} within one year of creation of the 4. Agency #: (41251 S.unit# 581
records sesies and prior to disposition of any public record. 6. Agency Name
» Agency Records Cfficer. Forward ariginal to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review pracess.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate}
of Creation 2016 [ Electronic/Digital  [] Microform  [X] Paper [[] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Perled {Check One)
Yrs ! Mo Wks Days | Permanent* | Creation Fiscal Other {Specify)
7 i l ] ey O@FEs)y [J
*If selecting Permanent, cite supporting statute, code, other lagal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): {1 Destroy [X] Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UMY Archives

[ Transfer - Other Location {Specify):

12. Records Series Description

This record series contains a log of the date and time the switchboard was called to notify the Forestry Department about
storm damage. Problems could be trees down, blocking streets or sidewalks etc. The log lists the problem, location, what
work needs to be done, who was assigned to this work and what type of equipment was used.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Crganization: [] Alpha [ ] Numeric. Chronologicai [] Other
Is this record or its content available elsewhere? [ Yes Where? H No
Will these records be transferred to another medium? [J Yes [l No
What Medium? What point in the records cycte?
Total Retention Requested; 7 Yrs. TActive (Officsy + 0 Inactive (Bepog Cententher) = 7 YTs. Total
- 3 N
! - ! -
Deparipent Head#” Laura Daniels Division Head: David Sivyer Records Coordinator: Toni Taylor Johnson
N
13. Records Contain Personally Identifiable Information {Pli}: 14. Pl Registry Exemptions (Check YES if Pll is exempted):
O Yes X No [ Yes K No
15. Name of Agency  [] Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov
16. Records Series Cenfains Content that is Confidential or Access is Protected: Oyes Xine

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES _
M«A—a ;L//S% >

_Agency Official Date (mm/ddiccyy) géncy Rec Officer v Date {mm/dd/ccyy)
N/

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law}, and that no records are destroyed if litigation or audit involving these records has commenced or is anficipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date {mmidd/coyy’

Appraval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c}. Action required before:

This document can be made availakle in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp-/publicrecerdsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016} Records Retention / Disposition Authorization
PAGE 1 0OF 3
+» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0007 Storm Damage Field Report
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One}: [ New [0 Amended [] Renewal
completed and approved by the Agency and the Public - -
Records Board (PRB) within one year of creation of the 4. Agency # (41251 5. Unit#: 581
records series and prier te disposition of any public record. 6. Agency Name
* Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [ Electronic/Digital  [] Microform Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One}
Yrs o Wks Days Permanent* | Creation  Fiscal Other {Specify}
7 N Rery OwFs) O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One}): [1 Destroy X Destroy Confidential [ Transfer - State Archives (WHS) {1 Transfer - UW Archives

[] Transfer - Other Location {Specify}:

12. Records Series Description

This record series contains a storm damage field report that tracks the quarter section or address of work, crew names and
truck number, date of work being done, tree species and size, and what action is needed such as removing broken
branches.

Estimated annual volume of this record: .5 cubic ft. (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOQT)

Record Organization: [ ] Alpha L] Numeric J  Chronological [ Other

Is this record or its content available elsewhere? [ ] Yes Where? W No

Will these records be transferred to another medium? [] Yes . No

What Medium? _ANhat point in the records cycle?

Total Retention Requestéd: 7 Yrs.  Awlive (Ofrme) + 0 Inactive (R 1Olher) = 7 Yrs. Total

e Wk
Depa@a% Daniels Division Head Records Coordir& Toni Taylordohnson :

13. Records Contain Personally Identifiable Information {PIl): 14. PIl Ragistry Exemptions (Check YES if Pl is exempted):
O Yes X No [ Yes K No

15. Name of Agency [ Program Contact or M Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Cyes X Neo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

\ Wm 2>
Agency Official Date (mmvdd/ccyy) Aé]\cy Recordq/ cer 74 Date (mm!dd.-‘ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4}{c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http-/fpublicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization

PAGE 1 OF 3
s Read instructions provided on pages Z-3 before 1. RDA # 2. Record Series Title

completing. 17-0008 Daily Line Clearance Log
« |n accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): K New [0 Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency #: (041251 5.Unit# 581
records series and prior fo disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process.

Division Name Subdivislon Name

Department of Public Works Forestry - South

7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)

of Creation 2016 [ Electronic/Digital  [] Microform B Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One}
Yrs | Mo Wks Days | Permanent* | Creation Fiscal Other (Specify)

2 ; i PO Rery Ows) [

*if selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition {Check One): ] Destroy & Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Aschives

[ Transfer - Other Location {Specify):

12. Records Series Description

This record series contains Daily Line Clearance Logs. They are used when tree branches get too close to overhead
telephone lines and other wires. The log specifies the date and district number where clearance was done, workers and
truck numbers used, location and number of trees cleared and how long clearance took.

Estimated annual volume of this record: .5 cubic ft. {NGTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: [] Alpha [] Numeric. Chronelogical [] Other

Is this record or its content available elsewhere? [] Yes Where? | I

Will these records be transferred to another medium? [ Yes [lJ No

What Medium? _ANhat point in the records cycle?

Total Retention Reguestéd- 2Y¥Yrs. Active(oficy + 0 Inactive (gefordenterother = 2 Yrs. Total
e

S
N (DA & G0
” ' ]gﬂf/,. i :
Depdriment Hea Laura Daniels Division Head: David Sivyer Records Coordinator: Toni Tayléf Johnson -

13. Records Contain Personaily Identifiable Information (PIl): 14. Pl Registry Exemptions {Check YES if Pll is exempied):
[ Yes X No [ Yes B Ne

15. Name of Agency [ Program Contact or K Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jpabou@milwaukee gov

16. Records Series Contains Content that is Confidential or Access is Protected: Oyes DXno

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

Agency Official Cate {mmiddiccyy) @ncy Recgrds Officer Date (mmvdd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Autharization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that nc records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mmvdd/ceyy) Executive Secretary — PRB Date (mm/iddiccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp://publicrecordsboard.wi.gov
DEFPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016} Records Retention / Disposition Authorization
PAGE10QF 3
s Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0009 Infrastructure Services Damage Report
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): K New [0 Amended [] Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4.Agency # 041251 S.Unit# S81
records series and prior to disposition of any public record. 6. Agency Name
s Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [ Electronic/Digitat  [] Microform [ Paper [] Gther (Specify)
9. Retention Time Pericd - Specify Actual Period 10. Event that initiates the Start of the Retention Time Period {Check One)
Yrs Mo | Wks ' Days Permanent* | Creation  Fiscal Other (Specify)
7 | | 0 Rer OFs) [J
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): O Destroy [ Destroy Confidential [J Transfer - State Archives (WHS) [ Transfer - UW Archives

[] Transfer - Other Location {Specify):

12. Records Serles Description

This record series contains a copy of a letter from the Infrastructure Division notifying interested parties of damage to City
property and describes the type of damages and potential cost implications. A Damage Report is also attached. The
Damage Report details the name of the contractor or subcontractor, address of the damage site, what work is being done,
what caused the damage, who fixed the damage, when the repair was done and how it was repaired, the type of materials
used to make the repair.

Estimated annual volume of this record: .5 cubic ft. (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization’ L] Alpha L] Numeric ] Chronological [ Other

Is this record or its content available elsewhere? [] Yes Where? . No

Will these records be transferred to another medium? [ Yes | No

What Medium? What point in the records cycle?

Total Retention R

?

stegd 7 Yrs. Active (ofice) + 0 Inactive (psfordCanteriCthery = 7 Yrs. Total _ o~y
~ .
Departm w aura Daniels Division Head: David Sivyer Recards Coordinator: Toni Taylor Johnson

13. Records Contain Personally Identifiable Information (Pil): 14. Pl Reglstry Exemptions {Check YES if Pil is exempted):
O Yes B No [ Yes K No

15. Name of Agency  [] Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: 1 Yes X no

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Recard Series Description.

17. APPROVAL SIGNATURES

= 2/5'//7

Agency Cfficial Date {mmiddiccyy) ency Recorfls Dfficer Date (mmiddiccyy)

PUBLIC RECORDS BOARD APPROVAL — Autharization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date {(mm/da/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c). Action reguired before:

This document can be made available in alternate formats to individuais with disabilities upon request.



STATE OF WISCONSIN hitp://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
s Read instructions provided on pages 2-3 before 1. RDA # - | 2. Record Series Title
completing. 17-0010 B.E.S. Cable Damage Report
» in accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): K New O Amended [J Renewal
completed and approved by the Agency and the Public - )
Records Board (PRB) within one year of creation of the 4. Agency #: (41251 §. Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Serigs Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [ etectronic/Digital [ Microform [ Paper  [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One}
¥Yrs Mo | Wks | Days Permanent* | Creation  Fiscal Other (Specify)
7 O Rer OFs)y O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description,
11. Disposition (Check One}: [ Destray B Destrey Confidential [] Transfer - State Archives (WHS) O Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description

The B.E.S. (Bureau of Electrical Services) Cable Damage Report is used to notify BES when damage occurred during
Forestry operations. The report specifies the address where the damage is located, date and time of damage, truck and
stumper that was used, width of the tree border, distance from the curb or walk, depth of cable, what was being done when
damage occurred, and when and who reported the damage.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: L] Alpha L1 Numeric L] Chronoiogical JJJOther

Is this record or its content available elsewhere? [] Yes Where? | B

Will these records be transferred to another medium? [] Yes . No

What Medium? What point in the records cycle?

Total Retention Requesi&d- 7Y¥Yrs. Active iofiecey + 0  Inactive (r ter/Other) = 7 ¥Yrs. Total

~ ) A\
VA it SO N4 )
Departrpent Head” Laura Danigtls Division Head: David Sivyer Records Coardinator. Toni Taylof Johnson -

13. Records Contaln Personally Identifiable Information {Pli}: 14. Pl Registry Exemptions (Check YES if Pil is exemnpted):
O Yes X No [ Yes No

15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Oyes XnNo

If yes, enter Statute/Codef or explain other Legal Authority in Box 12, Recerd Series Description.

17. APPROVAL SIGNATURES
\ el forey 2254 >

Agency Official Date (mm/dd/ccyy) Fﬁe}ucy Recor&s(af'ﬁoer “ Date (mm/ddiccyy)
L

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ccyy) Executive Secretary - PRB Date {(mm/ddiccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in akkernate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp:#publicrecordsboard.wi.qov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization

PAGE 1 QOF 3
* Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title

completing. 17-0011 Chemical Use
+ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check Ong): [ New O Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creatien of the 4. Agency #: (041251 5. Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer: Farward original to the PRB. City of Milwaukee
Maintain_an agency copy during the PRB review process.

Division Name Subdivision Name

Department of Public Works Forestry - South

7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)

of Creation 2016 {7 Electronic/Digital  [] Microform  [X] Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Perlod 10. Event that initiates the Start of the Retention Time Period {Check One}
Yrs | Mo | Wks | Days Pemanent* | Creation  Fiscal Other {Specify)

2 5 5 i O Mery OwFs)y [

“If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition (Check One): [ Destroy [ Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[] Transfer - Other Location (Specify):

12. Records Series Description

The Chemical Use report is used in addition to the FO-16 Daily Report in order to detail when a chemical application has
been used at a job site. The form identifies the date the chemical was applied, the name of the chemical used, EPA
registration number, who applied the chemical, where and why it was used, how it was mixed, what was used to apply it and
the weather {(wind direction and speed) at the time of use,

Estimated annual volure of this record: .5 cuhic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOGT)
Record Organization: [I Alpha ] Numeric JJf Chronoiogical ] Other
Is this record or its content available elsewhere? [ Yes Where? ] D
Will these records be transferred to another medium? [ Yes [ No
What Medium? What point in the records cycle?
Total Reteption Requested- . 2 Yrs.  JWActive (omicey + 0 Inactive CenteriOtnery = 2 Yrs. Total
& ;f] Tl
epardment Head:  Laura Daniels Division Head: David Sivver Records Coordinatdr. Toni r Johnson
S

13. Records Contaln Personally identifiable Information (PIl): 14. PIl Registry Exemptions {Check YES if Pli is exempted):
[ Yes X No [ Yes BJ No

15. Name of Agency ] Program Contact or & Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jrabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Oyves [XNo

If yes, enter Statute/Code/ ar explain other Legai Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\ /MMM e o/l

_ Agency Official Date {mm/dd/ccyy) y Records é‘ﬁcer Date {mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL - Autherization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/fdd/ccyy) Executive Secretary — PRB Date (mm/idd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){¢). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request,



STATE OF WISCONSIN hitp:/fpublicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
» Read instructions provided on pages 2-3 before 1.RDA # 2, Record Series Title
completing. 17-0012 Chemical Sign Qut Sheet
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One}: K New O Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB} within one year of creation of the 4. Agency #. 041251 J 5. Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [ Electronic/Digital ] Microform  [X Paper [7] Cther (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs { Mo | Wks Days Permanent* | Creation  Fiscal Other (Specify)
2 ; ; O Ker Ows)y []
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): [JDestroy  [X] Destroy Confidential [] Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location {Specify):

12. Records Series Description

This record series contains a continuous sign out sheet that identifies the chemical name, how much was used, date it was
used and the name the employee of who used it. Examples of potential chemicals used can be insecticides and pesticides.

Estimated annual volume of this record: .5 cubic ft. (NOTE: ONE CITY RECQRDS GENTER STORAGE BOX = 1 CUBIC FOOT)

Recerd Organization: [ Alpha [ Numeric Jlf Chronological [ Other

Is this record or its content available elsewhere? [] Yes Where? H No

Will these records be transferred to another medium? [ Yes JJ No

What Medium? What point in the records cycle?

Tota! Retention Requested) 2 Yrs. Active (Ofice) + 0 Inactive (Re fotheggy = 2 Yrs. Total

VA Snad e O
Departmefit Head. Faura Daniels Division Head: id Siv Records Coordinator. Teni Taylor nson

13. Records Contain Personally identifiable Information (PIl): 14. PIl Registry Exemptions (Check YES if Pl is exempted):
[ Yes K No O Yes No

15. Name of Agency [ Program Contact or K Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records 3eries Contains Content that is Confidential or Access is Protected: Oyes [XnNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

Agency Official Date (mm/dd/ccyy) 4( éncy Record{ QE icer Daté (mm.-'dd.-’ocyy}

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restnctlons to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Lawy), and that ne records are destroyed if litigation or audit invelving these records has commenced or is anticipated.

State Archivist Date (mm/ddiccyy) Executive Secretary - PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before.

This document can be made available in alternate formats to individuals with disabilities upon request,



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBL!'C RECORDS BOARD
Eig”é’ﬁ” 5229’2015) Records Retention / Disposition Authorization
* Read instructions provided on pages 2-3 before 1. RDA # 2. Racord Series Title
completing. 17-0013 FO8- Tree Removal
+ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): B New [] Amended [J Renewal
completed and approved by the Agency and the Public -
Records Board {PRB) within one year of creation of the 4. Agency #: (41251 5. Unit#: 581
records series and prior to disposition of any public record. 6. Agency Name
a Agency Records Officer. Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [J Electronic/Digital ] Microform [ Paper [] Other (Specify)
8. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Mo Wks Days Permanent* | Creation  Fiscal Gther {Specify)
7 O Kery Ows) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): (O Destroy K Destroy Confidential [T Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Serles Description

The FO8 Tree Removal report describes the area in which a tree is located, the species and size, the reason it is being
removed, when, who and what truck was used to remove it. It also lists whether a new tree was planted and the species of
tree.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FQOT)
Record Organization: [1 Alpha ] Numeric ] Chronological [ Other

Is this record or its content available elsewhere? [] Yes Where? . No

Will these records be transferred to another medium? [ Yes JJ No

What Medium? What point in the recerds cycle?

Total Retention Requested-  _7'Yfs. Active (Offices + ( _Inactive (Raeory CenterOther) = 7 Yrs. Total

W
oo DN edien e i
Depariment Head: Laug Daniels Division Mead: David Sivyer Records Coordinator. Toni Tayler Johnson

13. Records Contain Personally identifiable Information {Pll): 14. Pll Reglstry Exemptions (Check YES if Pll is exempted):
O Yes X No [ ves X No

15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: [(Oyes XK No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\el S sy S />

Agency Official Date {(mm/dd/ccyy) {:hency Recnﬁdg Officer Date (mm/ddiccyy)

FUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law}, and that no records are desiroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date {mm/{dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



»

STATE OF WISCONSIN hitp://publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD
Eﬁg@‘:}g?“f’zf”ﬁ) Records Retention / Disposition Authorization
Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0014 Absence Analysis Calendar
in accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): K New O Amended [ Renewal
completed and approved by the Agency and the Pubiic -
Records Board (PRB) within ane year of creation of the 4. Agency # (41251 5 Unit# 581

records series and prior to disposition of any public record. 6. Agency Name

Agency Records Officer: Forward original to the PRB. City of Milwaunkee

Maintain an agency copy during the PRB review process.

Subdivision Name
Department of Public Works Forestry - South

Division Name

7. Record Series Year | 8. Medium for Records Storage (Check all appropriate}
of Creation 2016 [ Electronic/Digital  [] Microform [ Paper [] Other (Specify)

9. Retention Time Period - Speclfy Actual Period 10. Event that Inltlates the Start of the Retention Time Period {Check Ona}
Yrs | Mo | Wks I Days Permanent* | Creation  Fiscal Other (Specify)
2 | i O C1(cRy Fs) O

*if selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11. Disposition {Check Qna): O Destroy B9 Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives
[ Transfer - Other Location (Specify):

12. Records Series Description

Absence Analysis Calendars log each employee’s vacation, sick, injury, comp time as well as any other code related to
work hours.

Employees and managers have two years to dispute discrepancies in the entry of hours worked with a designation of
payment type (vacation, sick leave, FMLA, etc.). This series allows the employee to track their time on a yearly basis and
can refer to it when time is added to the City’s payroll system to match what was entered is what the employee expected to
be paid for.

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)}

Record Organization: L] Alpha [] Numeric

Chronological [] Other
Is this record or its content avaiiable elsewhere? i} Yes Where? DPW Time Entry Systemn

[1 No
Will these records be transferred to another medium? [ Yes . No
What Medium? t point in the records cycle?
Total Retention Requested/ 2Yrs. Achve(oficey + 0 Inactive (ResSrdenmenOthe) = 2 Yrs. Totat
\.

o

Depanment@ mmels

Divisiofi Head: David Slwer

) N (——_rﬂn
Y %L/\
Records Coordinater: Teni Taylor dohnson

13. Records Contain Personally Identifiable Information (PI1): 14. Pl Registry Exemptions {Check YES if Pil is exempted):
[ Yes K No [ Yes No

15. Name of Agency  [] Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: OYes [XNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
Mm z// s

Agency Official Date (mmvdd/ceyy) Agehcy Recorfie Officer Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mmv/dd/ccyy) Executive Secretary — PRB Date {(mm/ddiccyy)

Approval subject to 10-year sunset per Wis, Stat. § 16.61{4)(c}. Action required before:

This document can be made available in alternate formats ta individuals with disabilities upon request.



STATE OF WISCONSIN hitp./publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016} Records Retention / Disposition Authorization
PAGE 1 OF 3
» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0015 Absence Call-in Report
» In accordance with Wis, Stat. § 16.61, this form must be 3. RDA Status (Check One): ¥ New O Amended [] Renewal
completed and approvest by the Agency and the Public - _
Records Board (PRB) within one year of creation of the 4. Agency #: 041251 & Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Foerward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Diviston Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2016 [ Electronic/Digital [} Microform P Paper [[] Other (Specify)
9. Retention Time Parlod - Specify Actual Period 10. Event that initiates the Start of the Retention Time Perlod (Check One}
¥rs Mo Wks | Days E Permanent* | Creation  Fiscal COther {Specify)
2 | g Oery REsy [
*if selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Dascription.
11. Disposition (Check One): [ Destroy Xl Destroy Confidential [ Transfer - State Archives (WHS) O Transfer - UW Archives

[[] Transfer - Other Location (Specify):

12. Records Series Description

Absence Call-in Reports are created when an employee calls in absent to work. The employee in the office who receives
the call fills out the report with the date and time the call was received and indicates the employeg’s name and reason for
being absent. The report is signed by the employee who filled out the report and the office supervisor who approved it.

Employees and managers have two years to dispute discrepancies in the entry of hours worked with a designation of
payment type {vacation, sick leave, FMLA, etc.). This series creates an  audit trail to ensure that there is documentation of
employee absences.

Estimated annual volume of this record. .5 cubic ft. (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [ Aipha [ Numeric JJ Chronological [ Other
Is this record or its content available elsewhere? [ ] Yes Where? W~
Will these records be transferred to another medium? [] Yes JJ| Ne
What Medium? What peint in the records cycle?
Total Retention Requested-~ 2 Yrs. Agljve (oficey + 0 Inadwﬁu CentertCther; = 2 ¥Yrs. Total -
w 'y
Department Head: ura'Daniels Division Head: David Sivyer __Records Coordinator: ‘Toni Taylor #hnson =
(N
13. Records Contain Personally ldentifiable Information (PIl): 14. PIl Registry Exemptions {Check YES if Pl is exempted):
{1 Yes B No O Yes & No
15. Name of Agency [} Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jeabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: O ves No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

Z_AS"'/ /D
Agency Official Date {mm/dd/ccyy) ncy Rec Officer d Drate (mmidd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Autharization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/ddiccyy) Executive Secretary — PRB Date (mmidd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c). Action required before:

This document can be made available in altemate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:#/publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE10F 3
+ Read instructions provided on pages 2-3 before 1.RDA # 2. Record Series Title
completing. 17-0016 Transitional Duty Time Card
» In accordance with Wis_ Stat. § 16.61, this form must be 3. RDA Status (Check One):  [X] New [0 Amended [] Renewal
completed and approved by the Agency and the Public - -
Records Board {PRB} within one year of creation of the 4. Agency #: 041251 5. Unit#: 581
records series and prior te disposition of any public record. 6. Agency Name
» Agency Records Officer: Farward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 O ekectronic/Digital  [] Microform X Paper [ Other (Specify)
3. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One}
Yrs Mo | Wks Days Pemanent* | Creation  Fiscal Other (Specify}
2 O Owery XREs) O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): [ Destroy 3 Destroy Confidential [J Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify}:

12. Records Serias Description

Transitional Duty Time Cards are used when an employee performs work other than what is required by their primary job description due
to a work related illness or injury. Information contained on this form records time the employee worked or time when the employee was
at the doctor's office during work hours when the employee is on either injury pay or worker's compensation. Personally identifiable
information contained on this form includes name, address, work location, employee 1D, and information related to illness or injury.

Employees and managers have two years to dispute discrepancies in the entry of hours worked with a designation of payment type
{vacation, sick leave, FMLA, etc.). This series creates an- audit trail to ensure that there is documentation of employee absences.

Box #16: Wis. Stat. § 19.36 (10)(a)

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: L] Alpha 1 Numeric JJf Chronological L] Other
Is this record or its content available elsewhere? L] Yes Where? H ~No
Will these records be transferred to another medium? [ | Yes . No
What Medium? What point jp the records cycle?
Total Retention Req ed/) 2Yrs. Active {Oﬂlce] + 0 Inactive (Regprd CantgrOthery = 2 Yrs. Total
Deparlmenté ur Danlels Division Head: David Sivyer Records Coordinator: @ﬁ;ﬁ;f %
13. Records Contain Personally Identifiable Information (Pll): 14. Pl Registry Exemptions (Check YES if Pli Is exempted):
X Yes ] No [ Yes X No
15. Name of Agency [J Program Contact or K Records Officer:  Jack Gaboury
Telephone:  414.286-8083 Emall  jeabou@milwaukee.gov
16. Records Series Contains Content that is Confidentia! or Access is Protected: Kyes [INe

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

Js’/ 2

Agency Official Date (mmvdd/ccyy) Agenty Records {OQfficer v Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

Stiate Archivist Date (mm/ddiccyy) Executive Secretary — PRB Date {(mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c}. Actien required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:/publicrecordsboard .wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016} Records Retention / Disposition Authorization
PAGE 1 0F 3
« Read instructlons provided on pages 2-3 before 1.RDA # 2. Record Series Title
completing. 17-0017 Police Reports - Copy
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One):  [X] New O Amended [] Renewal
completed and approved by the Agency and the Public - .
Records Board (PRB) within one year of creation of the 4. Agency #: (41251 S. Unit# 581
records series and prior to disposition of any public recard. 6. Agency Name
s Agency Records Officer: Forward ariginal fa the PRB. City of Milwaukee
Maintain an agency capy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry Services
7. Racord Series Year | 8. Medlum for Records Storage {Check all appropriate)
of Creation 2016 [ Blectronic/Digital [ Microform <] Paper [ Other (Spexcify)
9. Retention Time Pericd - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Mo Wks Days Permanent* | Creation  Fiscal Cther (Specify)
7 O cry Owsy O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): [ Destroy [ Destroy Confidential {1 Transfer - State Archives (WHS) [ Transfer - UW Archives

(1 Transfer - Other Location (Spegcify):

12. Records Serles Description

Police Department accident reports are sent when an automobile has damaged a city street tree or the irrigation system maintained by the Forestry
Department. Accident reports contain the driver's name, address, and driver license number. Internal authorization to gain access to these records shall be
given by the City of Milwaukee/Dept of Public Works/Forestry Staff

Estimated annual volume of this record: .5 cubic foot {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: § Alpha [ Numeric | | Chronological [] Other
Is this record or its content available elsewhere? B Yes Where? Original is at the Milwaukee Police Department LI No
Will these records be transferred to ancther medium? [J Yes ] No
What Medium? What peint in the records cycle?
Tetal Retention Requested- Active (ofice) 7+ Inactive (Regord Cent 3 =7 Yrs Total )
5

s (DN

Departrﬁf_n/t ead: Laura Daniels Division Head: David Sivyer Rebtords Coordinatds: Tani Taylor Johnson
13. Records Contain Personally Identifiable Information (PH): 14. Pl Registry Exemptions {Check YES if Pl is exempited):
K Yes O No [1 ves [ No
15. Name of Agency  [] Program Contact or X Records Officer:  Jack Gaboury
Telaphone:  414-286-8083 Email  jeabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: CYes [XNe

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

2/5’ 2

_Agency Official Date {mm/dd/ccyy) Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Cpen
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date (mmidd/ccyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action reguired before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp:/fpublicrecordshoard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
+ Read Instructions provided on pages 2-3 before 1.RDA # 2. Record Series Title
completing. 17-0018 Damage Claims to Personal Property
« In accordance with Wis. Stat. § 16.81, this form must be 3. RDA Status {Check One}): B New [0 Amended [] Renewal
completed and approved by the Agency and the Public - )
Records Board {PRB) within one year of creation of the 4. Agency #: (41251 s Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
= Agency Recards Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process. ]
Division Name Subdivision Name
Departinent of Public Works Forestry Services
7. Record Series Year | 8. Medlum for Records Storage (Check all appropriate)
of Creation 2016 [] Electronic/Digital [ Microformn B Paper [ Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs Mo 1 Wks Days Permanent* | Creation  Fiscal Qther (Specify)
7 O Ccry OrFs) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification In Box 12, Record Series Description.
11. Disposition (Check One): L1 Destroy B Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[3 Transfer - Other Location (Specify):

12. Records Series Description

City Attorney Claims are received by Forestry for reimbursement of damages from the City caused by Forestry to personal property. Claims are received by
the City Clerk’s office and forward to the City Attoerney’s Office. Packet contains the complaint letter, photos of the damage & repair estimates. The Forestry
Department investigates the claim and provides a response along with supporting document including service requests, national weather service climate
data, property damage reports & photos of the damage.

Estimated annual volume of this record: .5 cubic foot {NOTE: ONE CITY REGORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: B Alpha [ Numeric [ Chronological [ Other
Is this record ar its content available elsewhere? [J Yes Where? B No
Will these records be transferred to another medium? [J Yes B No
What Medium? What paint in the recards cycle? ~
Total Retention Requested- Active (officey 4+ Inactiy,effagﬁrd'Cemerrmner) 3  =7Yrs Total e
- 4 !
- /_,r' / .
L , _\-’ oy iAA -
Begdriment Head: Laura Daniels Division Head: David Sivyer cords Coordinafor: Toni Taylor Johnson
— !
13. Records Contain Personally (dentifiable Information (PlI): 14. Pl Registry Exemptions (Check YES if Pil is exempted):
[ Yes [X] No [ Yes B No
16. Name of Agency  [] Program Contact or K Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: Cyes [ No

If yes, enter StatutefCode/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

25

Agency Official Date (mm/dd/ccyy) Date {(mm/ddiceyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp-/ipublicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 58-0061 Accounts Receivable
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): B New [0 Amended [] Renewal
completed and approved by the Agency and the Public :
Records Board {PRB} within one year of creation of the 4. Agency#:  04]25] 5. Unit# 581
records series and priof to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Forestry Services
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 [ Electrenicigital  [] Microform B Paper  [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Mo : Wks i Days Permanent* | Creation  Fiscal Other (Specify)
7 O Kery OFsy O3
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Chack One): [ Destroy K Destroy Confidential [] Transfer - State Archives (WHS) [ Transfer - UW Archives

[J Transfer - Other Location (Specify):

12. Records Series Description

This record contains copies of invoices for free damage, flower sales, elc that vendors are billed for services provided by Forestry. Original invoices are
senl to vendors, these are backup copies.

Estimated annual vclume of this record: 0.5 cubsic foot (NQTE: ONE CITY RECORDS CENTER STQRAGE BOX = 1 CUBIC FOQT}
Record Organization: [1 Alpha 8 Numeric [1 Chronological [] Other

Is this record or its content available elsewhere? [ Yes Where? Bd No

Will these recerds be transfesred to another medium? [] Yes B8 No

What Medium? What point in the records cycle?

Total Retention Requested- Active (Office) 7 + Inactive (Record CenteriGthery 7 = Total

Depagfnent Head: Laura Daniels Divigion Head: David Sivyer Records Coordinator: Toni Taylor Johnsen

~
13. Records Contain Personally Identifiable Information {PIl): 14. PIl Registry Exemptions {Check YES if Pil is exempted):
3 Yes X No 1 Yes X No
15. Name of Agency  [] Program Contact or Xl Records Officer:  Jack Gaboury
Telephone:  414.286-8083 Email  jgabou@milwaukee.gov
16. Records Serles Contains Content that is Confldential or Access is Protected: Oyes [ONe

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
Ny o500

Agency Official Date {mm/dd/ccyy) A@}ucy Recor{sbfﬁoer Date (mm/dd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions ta record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit invelving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date {(mm/ddiccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)<c). Action required before:

This document can be made available in atternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http:/publicrecordsboard .wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
¢ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
cempleting. 65-0134 Auto Impact Work Order
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One):  [] New O Amended [ Renewal
completed and approved by the Agency and the Public
Records Board {(PRB} within one year of creation of the 4. Agency #: (41251 5. Unit# 581
records series and prior to disposition of any public recerd. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Foresiry - South
7. Record Series Year | 8. Medium for Racords Storage (Check all appropriate}
of Creation 1965 [ Electronic/Digital [ Microform (X Paper [] Other (Specify)
9. Retaention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Mo E Wks Days E Permanent* | Creation  Fiscal Other (Specify)
7 | i O Rer O@Es) [0
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition (Check One): [ pestroy (K Destrey Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

O Transfer - Other Location {Specify):

12. Records Series Description

Auto impact Work Orders are filled out when an automobile or contractor has damaged a tree. The work order includes the
date the damage occurred, address, size and species of tfree, what action was taken, who made the repairfreplacement,
how long it took, date work was completed, and before and after images of the damage.

Police department accident reports may also be attached to the work order. When accident reports are attached, personally
identifiable information may be inciuded (if not redacted) of the driver's name, address, and driver's license number.
Therefore, internal authorization to gain access to these records shall be given only by the City of Milwaukee legal
custodian- City of Milwaukee/Dept. of Public Works/Forestry Staff.

Estimated annual volume of this record: .5 cubic fi. {NOTE: ONE CITY RECORDS CENTER STQRAGE BOX = 1 CUBIC FOOT}
Record Organization: [T Alpha ] Numeric ] Chronolagical [] Other
Is this record or its content available elsewhere? [] Yes Where? H No
Will these records be transferred to ancther medium? [ Yes . No
What Medium? M/hat point in the records cycle?
Total Retention es&é’g} 2Yrs. Activg ofice)  + 5 Yrs. Inaghve (Record Conter/Cther) = 7 Yrs. Total
r/ k .
Departnjent Hege!  Laura Paniels Division Head: David Si\r;}er Records Coordinator:
13. Records Contain Personally Identifiable Information {Pll): 14, PIl Registry Exemptions (Chack YES if Pil is exempted):
B Yes [] Ne [T Yes K No
15, Name of Agency [ Program Contact or Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jgabou@milwaukee.gov
16. Records Series Contains Content that is Confidentlal or Access is Protected: [ Yes No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
\ el Pty > S05/>

Agency Official Date (mmydd/ccyy) @ncy Recofds’Officer Date (mmvdd/ccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5}, (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/ddiceyy) Executive Secretary - PRB Date {mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)c). Action required befare:

This document can be made availabie in altermate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp:/ipublicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRB-001 (R0%/2016) Records Retention / Disposition Authorization
PAGE10QF 3
* Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title
completing. 66-0074 Progress Reports, Daily
s In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status {Check One): 0 New O Amended [X] Renewal
completed and approved by the Agency and the Pubfic ;
Records Board (PRB) within one year of creation of the 4.Agency #2  (4]1251] 5 Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward griginal to the PRE. City of Milwankee
Maintain an agency copy during the PREB review process.
Division Name Subdivision Name
Department of Public Works Foresiry - South
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 1966 [] Electronic/Digital [ Microform X3 Paper [[] Other (Specify)
8. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs Mo Wks E Days | Permanent* | Creation  Fiscal Other {Specify)
7 | O Ower XFs) O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): O Destroy K Destroy Confidential O Transfer - State Archives (WHS) [ Transfer - LW Archives

] Transfer - Other Location (Specify):

12. Records Series Description

Daily Progress Reports (FO-18) are used to track the site address and what type of work was done at a particular location.
This is notated on the form as Performance Measures. The Performance Measures are listed by code number with a
description, and the hours and guantity. The form also contains the name of the employee, the trucks and other equipment
used.

Estimated annual volume of this recard: 2 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: ] Alpha L] Numeric. Chronological [] Cther

Is this record or its content available elsewhere? [] Yes Where? B No

Will these records be transferred to another medium? [ Yes [ No

What Medium? t point in the records cycle?
Total Retention Retii@stegs” S 7 Yr1s. ctive (Office} + Inactjwe yReco teriOther) 7 Yrs. = Total

e ™ ]
[ AT ‘e ey
Departmefit Head, ~‘Laura Daniels Division Head: David Sivyer Records Coordinator:” Toni Taylor Johnson
M

13. Records Contaln Personally ldentifiable information (Pll): 14. Pl Registry Exemptions {Check YES if Pl is exempted):
[] Yes K Ne [ Yes 3 No

15. Name of Agency  [] Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jeabou@milwaukee.gov

16. Records Series Contains Content that is Confidential or Access is Protected: Oyes [XNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

Z;//o" / 2
Agency Official Date (mm/idd/ccyy) /ﬂ%ency Regbids Officer Date {mm/ddfccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restnchons to record destruction contained in Wis. Stat. § 18.35(5), {Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/coyy} Executive Secreiary — PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c}. Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN ' hitp:ffpublicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 {R09/2016) Records Retention / Disposition Authorization
PAGE 10OF 3
» Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 76-0117 Injury Reports: OSHA 3004, 301-EB-49, 300
« In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): K New [0 Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4.Agency #2  (041251 5. Unit# 581
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRE review process.
Division Name Subdivision Name
Department of Public Works Forestry - South
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2016 3 Electronic/Digital ] Microform [} Paper [] Other (Specify)
9. Retention TImie Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period {Check One)
Yrs I Mo | Wks | Days Permanent* { Creation  Fiscal Other (Specify)
7o i O Kiry OCs) O
*If selecting Permanent, cite supperting statute, code, other legal authority, or sufficient justification in Box 12, Record Serles Description.
11. Disposition {Check One): [ Destroy X Destroy Confidential 3 Transfer - State Archives (WHS) [0 Transfer - UW Archives

[J Transfer - Other Location {(Specify):

12. Records Series Description

This record series includes a log, summary and incident reports of work related injuries and ilinesses of City Employees.
Department of Employee Relations receives the official copies of these forms from each City of Milwaukee Department for
compliance with state and federal agencies and workers compensation injury laws. OSHA 300A Summary of Work Related
Injuries and llinesses; Form 301 {EB-49) Injury and Hiness Report; and Form 300 Log of Work Related Injuries and llinesses
are included under this series. {These forms were previously known as Injury and liness Record, OQSHA-100, 102 & CA-
49). Forms contain name, address, date of birth, social security number, employee ID number and type of injury.

Box #16: Wis. Stat. § 19.36 (10)(a)

Estimated annual volume of this record: .5 cubic ft. {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 GUBIC FOOT)
Recard Organization: JJAlpha 1 Numeric [] Chronological [] Other
Is this record or its content available elsewhere? . Yes - Dept. of Employee Relations Cffice L] No

Will these records be transferred to another medium? [ Yes J No
What Medium? What.point in the records cycle?
Total Retention Requ rs. Active officey + O Inactive jretorcenteriainery = " YTs. Total

Department @ ra Daniels Division Head: David Sivyer Records Ceoordinatok: "Toni Taylor Johnson

13. Records Contain Personally Identifiable Information (Pll): 14. PIl Registry Exemplions (Check YES if Pl is exempted).
Yes O Ne {1 Yes K No

15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-3083 Email  joabou@milwaukee.gov

16. Records Series Contains Content that Is Confidentlal or Access Is Protected: Kyes [ONe

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.
17. APPROVAL SIGNATURES '

> L 5hS

Agency Cfficial Date (mmJiddiccyy) Date {mm/ddiccyy)

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law}, and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/ddiccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c). Action required before:

This decument can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard.wi.gov
PEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE10F 3
+ Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 07-E030 R86000 Enquesta Online Data
¢ In accordanoce with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check Cne): [] New [J Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB) within one year of creation of the 4. Agency #: (041251 5.Unit# 641
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Water Department
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate)
of Creation 2007 K Electronicigital  [J Microform  [] Paper [] Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that initiates the Start of the Retention Time Periog (Check One)
Yrs | Mo | Wks I Days | Pemanent* | Creation Fiscal Other (Specify)
7 : PO cry Owm@Es)y O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): Destroy [0 Destroy Confidential 1 Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify):
12. Records Series Description

This schedule is being renewed to satisfy audit requirements for record retention and disaster recovery of Water Works
custemer service records, including billing and payments, work orders, names and addresses. Data is continuously updated.
Back up tapes are created daily and monthly.

Box #16: Wis. Stat. §196.137

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)
Record Organization: [ ] Alpha [] Numeric Jll Chronalogical [] Other

Is this record or its content available elsewhere? i Yes Where? Off Site Storage [ Na

Will these records be transfered to another medium? [ Yes - Computer Tape [ No

What Medium? What point in the records cycle? On-going
Total Retention Requested-  Active (office) 1 Yr.  + 6 Yrs. Inactive (Record CenterOthey 7 Yrs. = Total

Department Head: Ghassan Korban C‘:\V\ Division Head: Carrie LewisWD\ Records Coordinator. Tim Ignatowski ﬂ—
13. Records Contain Personally Identifiable Information {Pll): 14. PN Registry Exemptions (Check YES Iif Pli Is exempted):
& Yes O Na [ Yes No
15. Name of Agency [ Program Contact or X Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jeabou@milwaukee.gov
16. Records Serles Contains Content that is Confidential or Access is Protected: Yes [1INo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Descripfion.

17. APPROVAL SIGNATURES
Mw« a//c‘»“’/x )

_Agency Official Date (mm/dd/ccyy) ehcy Refofds Officer v Date (mmidd/ccyy)

PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ccyy} Executive Secretary — PRB Date (mmédd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61{4)(c}. Action required befere:

This document can be made available in atternate formats to individuals with disabilities upon request.




STATE OF WISCONSIN http://publicrecordsboard.wi.qov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

gﬁgg? élg%sxzme) Records Retention / Disposition Authorization
« Read instructions provided on pages 2-3 before 1.RDA # 2. Record Series Title
completing. 07-E031 G1S Water - Online Data
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): O New K Amended [] Renewal
completed and approved by the Agency and the Public }
Records Board (PRB) within ane year of creation of the 4. Agency #. 041251 5. Unit#: 641
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Department of Public Works Water Department
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2007 Electronic/Digital L] Microform  [_] Paper [ Other (Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Perlod {Check One)
Yrs ' Mo ' Wks | Days | Pemnanent* | Creation  Fiscal Other (Specify)
7 an cry OFsy 0O
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Dispaosition {Check One): X Destroy  [] Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[] Transfer - Other Location (Specifyk:

12. Records Series Description

This schedule is being amended to update the record series title and description. This schedule satisfies audit reguirements
for record retention and disaster recovery of Water Works Engineering GIS (Geographic Information Systems) and Water
Works Distribution. Back up tapes are created daily and monthly.

Box #16: Wis. Stat. §196.137

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOGT)
Record Organization: [1 Alpha [1 Numeric i Chronological [] Other
Is this record or its content available elsewhere? i Yes Where? Off Site Storage 0 No
Will these records be transferred te ancther medium? Yes - Computer Tape [ No
What Medium? What point in the records cycle? On-going
Total Retention Requested- Active (office) 1 Yr. + 6 Yrs. Inactive (Recard Center/Gther) 7 ¥rs. =Total
Department Head: Ghassan Korban éﬂd., Divigion Head: Carrie Lewis Owg\ Records Coordinator: Tim Ignatowski ﬂ
13. Records Contain Personally Identifiable information {Fil): 14. Pl Registry Exemptions {Check YES if Pll is exempted).
[l Yes K No [ Yes O No
15. Name of Agency [ Program Contact or B Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  joabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: Oyes XnNo

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES

> (o5 /) 2
_Agency Official Date (mm/ddjccyy) A%W%Uﬁ’”“a Date (mmvdd/ccyy)
N =

PUBLIC RECORDS BOARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), {Open
Recards Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/dd/ccyy) Executive Secretary — PRB Date (mmiddiccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in atternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN http://publicrecordsboard. wi.qov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD
PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
+« Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 07-E032 Full Operational & Financial Backup Online Data
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Chack One): O New {1 Amended [ Renewal
completed and approved by the Agency and the Public - -
Records Board (PRB) within one year of creation of the 4. Agency # (41251 5. Unit#: 641
records series and prior to disposition of any public record. 6. Agency Name
= Agency Records Officer; Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivislon Name
Department of Public Works Water Department
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2007 Electronic/Digital  [] Microform  [[] Paper [[] Other (Specify)
8. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
¥Yrs Mo Wks Days Permanent* | Creation  Fiscal Cther (Specify)
7 O Mer OwEs) [
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Dascription.
11. Disposition (Check One): B Destroy 1 Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description

This schedule is being renewed to satisfy audit requirements for record retention and disaster recovery of Water Works
financial data, water quality reporting, tracking data, and general data used in the day to day operations of the City of
Milwaukee Water Works. The data is imputed into the Water Works network. Files are updated continuously; daily and
monthly back up tapes are created.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: (1 Alpha 1 Numeric Jij Chronolegical [ Other
Is this record or its content available elsewhere? i Yes Where? Off Site Storage [1 No

Will these records be transferred to another medium? Yes - Computer Tape | | No

What Medium? What point in the records ¢cycle?  On-going

Totai Retention Requested-  Active (0ficey 1Y, + 6 Yrs. Inactive (Record Center/Other) 7 YT1s. = Total

Department Head: Ghassan Korban ¢9¥_ Division Head: Carrie Lewis QM& Records Coordinator: _Tim Ignatowski ’r,l//

13. Records Contain Personally ldentifiable Information (PIl); 14. PIli Registry Exemptions {Check YES if Pll is exempfed):
Yes No O Yes J No

15. Name of Agency [ Program Contact or B Records Officer:  Jack Gaboury
Telephone: 414-286-8083 Email j gabou@milwaukee. gov

16. Records Serles Contalns Content that Is Confldential or Access Is Protected: [ ves No

If yes, enter Statute/Code/ or explain other Legal Authority in Box 12, Record Series Description.

17. APPROVAL SIGNATURES
MMM aﬁ//é / P

Agency Official Date {mm/dd/ccyy) Age,nf; Records ate (mm/dd/ccyy)

\_J
PUBLIC RECORDS BOARD APPROVAL - Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
Records Law), and that no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mm/ddiceyy} Executive Secretary - PRB Date (mmv/dd/coyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in altemate formats to individuals with disabilities vpon request.



STATE OF WISCONSIN httg:/publicrecordsboard.wi.gov
DEPARTMENT OF ADMIKISTRATION

PUBLIC RECORDS BOARD

EESQT éf_}gg’?m) Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1.RDA # 2. Record Series Title
completing. 07-0001 Open Records Requests
» In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): ] New [0 Amended [ Renewal
completed and approved by the Agency and the Public -
Records Board (PRB} within one year of creation of the 4. Agency #: (41251 i 5 Unit# 900
records series and prior to disposition of any public record. 6. Agency Name
« Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
City Clerk/Document Services Section Citywide Global Schedules

7. Record Series Year | 8. Medium for Records Storage {Check ali appropriate)}
of Creation 1976 Electronic/Digital  [] Microform Paper [] Other (Specify)

9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs Mo Wks Days | Pemmanent* | Creation Fiscal Other (Specify)

2 | n Owery Rw\s) 0O
*If selacting Parmanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.

11.  Disposition (Check One): ] Destroy X Destroy Confidential [ Transfer - State Archives (WHS) [O Transfer - UN Archives
[] Transfer - Other Location (Specify):

12. Recaords Series Description
This is a renewal of an existing Citywide Global Schedule- last approved by the State Public Records Board on 9/6/2007.

This schedule provides Citywide uniformity for the retention and disposal of records related to compliance with Wisconsin
Open Records Laws. This includes any formal written requests received from the public, any copies of written responses,
either approving or denying public requests, as well as copies of the records supplied.

Estimated annual volume of this record: {NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOQT)

Record Organization: [1 Alpha [ Numeric J] Chronological [ Other

Is this record or its content available elsewhere? [ ] Yes Ng

Will these records be transferred to another medium? [ | Yes No

What Medium? What point in the records cycle?

L Fqtal Retention Requestad- 2Yrs. Active (officey + 0O Inaclive (Record CenterOtheny = 2 Yrs. Total

—MW Division Head: Jack Gaboury )Zf Records Coordinator: Terry MacDonald I M

13. Records Contain Perscnally Identifiable Information (PH): 14. PIl Registry Exemptions (Check YES if Pll is exempted):
[ Yes & No O Yes B3 No

15. Name of Agency 3 Program Contact or 4 Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jsabou@milwaukee.gov

16. Records Series Contalns Content that is Confidential or Access is Protected: [ Yes No

If yes, enter Statute/Code/ or explain other Legal Autharity in Box 12, Record Series Description.

17. APPROVAL ATURES

I

e {m foeyy) ncy Re s Officer “ Date (mn?fdd.-‘ocyy)

PUBLIC RECORDS BQARD ﬁPROVAL — Autherization is contingent on restrictions to record destruction contained in Wis. Stat, § 19.35(5), (Open
ecards Law}, and that n s are destroyad if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {(mm/dd/ccyy) Executive Secretary - PRB Date (mm/dd/ccyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4){c). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp.//publicrecordsboard.wi.gov
DEPARTMENT OF ADMINISTRATION
PUBLIC RECORDS BOARD

PRB-001 (R09/2016) Records Retention / Disposition Authorization
PAGE 1 OF 3
Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
compileting. 17-0019 Interdepartmental Requisition Invoices (IRIs)- Department
In accordance with Wis. Stat. § 16.61, this form must be Copy
completed and approved by the Agency and the Public 3. RDA Status (Check One): [ New 0 Amended [J] Renewal
Records Board (PRB) within one year of creation of the
records series and grior to disposition of any public record. 4. Agency #: (041251 S Unit#: 900
Agency Records Officer: Forward original to the PRB. 6. Agency Name
Maintain an agency copy during the PRB review process. City of Milwaukee
Division Name Subdivision Name
City Clerk/Document Services Section Citywide Global Schedules
7. Record Series Year | 8. Medium for Records Storage {Check all appropriate}
of Creation 2017 6 Electronic/Digital ] Microform X Paper [] Other {Specify)
9. Retention Time Period - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs | Mo | Wks | Days | Pemanent* | Creation Fiscal Other (Specify)
] | an Owry BRFs) []
*If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Series Description.
11. Disposition {Check One): [ Destroy [ Destroy Confidential - [ Transfer - State Archives (WHS) O Transfer - UW Archives

] Transfer - Other Location (Specify).

12. Records Series Description

This retention schedule is a new Global Schedule to provide Citywide uniformity for the retention and disposition of
department copies of Interdepartmental Requisition Invoices (IRIs) for administrative and reference use.

IRIs are issued from one City department to another for collection of payment for goods and services. The IRl includes
accounting information, transaction charges, department info, and supporting documents related to transactions. IRIs are
received by a department, prepared for payment, and then forwarded to the City Comptroller’s office for processing. The
completed IRIs are scanned and maintained in E-vault for 7 years, and currently, only Comptroller’s office staff has
authorization access to the electronic records. See related Comptroller schedules D02-E017 & D02-3017.

Estimated annual volume of this record: .5 cu ft {NOTE: ONE CITY RECORDIS GENTER STORAGE BOX = 1 CUBIC FOOT}

Record Organization: [ ] Alpha I Numeric [ Chronological [J Other

Is this record or its content available elsewhere? . Yes All City IRIs are scanned into E-\Vault ] No
Will these records be transferred to another medium? [ Yes No

What Medium? What point in the records cycle?

Total Retention Reqguested- Current  Active (Ofice) + 1yr.  Inactive (Record CentenGther) = 1 YT. Total

Division Mead: Jack Gaboury \‘Z{ Records Coordinator: Terry MacDunaldTM
Jd

13. Records Contain Personally identifiable Information (Pll): 14. Pil Registry Exemptions (Check YES if Pll is exempted).

[J Yes Bd No {] Yes No
15. Name of Agency  [] Program Contact or Records Officer:  Jack Gaboury
Talephone:  414-286-8083 Email  jeabou@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: Ovyes BJINo

i yes, enter Statute/Codef or explain other Legal Authority in Box 12, Record Series Description.
¥ .1

17. APPROVAL SIGNATURES

A/, bl  olf

Dhte (mgddiclyy) y Recafgé Officer Daté (mnfldd/ccyy)

PUBLIC RECORDS_POARD/APPROVAL - Authorization is cortingent on restrictions to recard destruction contained in Wis. Stat. § 19.35(5), (Open
acords Law), and thal no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date (mmvdd/ceyy) Executive Secretary — PRB Date {mmidd/ccyy}

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(c). Action required before:

This document can be made available in alternate farmats to individuals with disabilities upon request.



STATE OF WISCONSIN hitp://publicrecordsboard. wi.gov
DEPARTMENT OF ADMINISTRATION

PUBLIC RECORDS BOARD

PRE-001 (R05/2016) Records Retention / Disposition Authorization
+ Read instructions provided on pages 2-3 before 1. RDA# 2. Record Series Title

completing. 76-0117 Injury Reports: OSHA 3004, 301-EB-49, 300
= In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One):  [] New 0 Amended X Renewal
completed and approved by the Agency and the Public - .
Records Board (PRB) within one year of creation of the 4. Agency ¥ 041251 5. Unit#: 900
records series and prior to disposition of any public record. 6. Agency Name
» Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.

Division Name Subdivision Name

City Clerk/Document Services Section Citywide Global Schedules

7. Record Series Year | 8. Madium for Records Storage (Check all appropriate)

of Creation 1976 Electronic/Digital ] Microform Paper [] Other (Specify)
8. Retention Time Pariod - Specify Actual Period 10. Event that Initiates the Start of the Retention Time Period (Check One)
Yrs ! Mo Whks j Days Permanent* | Creation  Fiscal Other (Specify)

7 ! | i O HKery Owrs)y [J

“If selecting Permanent, cite supporting statute, code, other legal authority, or sufficient justification in Box 12, Record Serles Description.

11. Disposition (Check One): [ Destroy [X Destroy Confidential [ Transfer - State Archives (WHS) {7 Transfer - UW Archives

[ Transfer - Other Location {Specify):

12. Records Series Description
This is a renewal of an existing Citywide Global Schedule- last approved by the State Public Records Board on 8/27/2007.

This recerd series includes a log, summary and incident reports of work related injuries and illnesses of City Employees,
Department of Employee Relations receives the official copies of these forms from each City of Milwaukee Department for
compliance with state and federal agencies and workers compensation injury laws. OSHA 300A Summary of Work Related
Injuries and llinesses; Form 301 (EB-49) Injury and lliness Report; and Ferm 300 Log of Work Related Injuries and llinesses
are included under this series. (These forms were previously known as Injury and lliness Record, OSHA-100, 102 & CA-
49). Forms contain name, address, date of birth, social security number, employee 1D number and type of injury.

Box #16: Wis. Stat. § 19.36 (10)(a)

|_Estimatad annual volume» of this record: .5 cubic ft. (NOTE: ONE CITY RECORDS CENTER STORAGE BOX = 1 CUBIC FOOT)

Record Organization: JfAlpha_[] Numeric L] Chronological [ Other

I3 this record or its content available elsewhere? .Yes Dept. of Employee Relations Office [J No

Will these records be transferred to another medium? L) Yes JJ§ No

What Medium? What point in the records cycle?

Total Retention Requested- 7 Yrs.  Active Omcet + 0 Inaclive (Record CenterfOther) = '/ YTs. Total

%a r@&amkl Divigion Head: Jack Gaboury &X Records Coordinator: Terry MacDonald ] m
Vs i

3. cords c:ontam‘bmuf ally Identifiable information (PIl); 14. Pl Registry Exemptions (Check YES if Pl is exempted):
B Yes I No O Yes B No
15. Name of Agency  [] Program Contact or Records Officer:  Jack Gaboury
Telephone:  414-286-8083 Email  jeabou@milwaukee.gov
18. Records Series Contains Content that is Confidential or Access is Protected: Yes []No

If yas, enter Statute/Cocle/ or explain other Legal Autl;ority in'Box 12, Record Series Description.

7. APP ATURES
te (nfn/dd/ctyy) ency s Officer 7 Date (mm/dd/ccyy)

PUBL REC&%I;S“?ARD APPROVAL — Authorization is contingent on restrictions to record destruction contained in Wis. Stat. § 19.35(5), (Open
ds Law}, al no records are destroyed if litigation or audit involving these records has commenced or is anticipated.

State Archivist Date {mm/dd/ccyy) Executive Secretary — PRB Date (mm/dd/ceyy)

Approval subject to 10-year sunset per Wis. Stat. § 16.61(4)(¢). Action required before:

This document can be made available in alternate formats to individuals with disabilities upon request.



