City Information Management Committee
2017 Annual Report

This report is submitted pursuant to s. 320-1 of the Milwaukee Code of
Ordinances.



Purpose: (Per s. 320-31 of the Milwaukee Code of Ordinances)

The City Information Management Committee recommends policies and guidelines
to the Mayor and Common Council for management of the City's information
resource, promote interdepartmental and intergovernmental sharing of
information resources, and promulgate guidelines for development and
maintenance of City records.
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Chairman Alderman Nik Kovac, Common Council

Vice-chair Nancy Olson, Chief Information Officer

Jennifer Meyer-Stearns, Assistant Director-Library Operations, Mayoral Designee
Aycha Sirvanci, Special Deputy Comptroller, City Comptroller Designee

James Klajbor, Deputy City Treasurer, City Treasurer Designee

Jim Owczarski, City Clerk

Richard Watt, Policy and Administration Manager, Department of Administration
Director Designee

Judy Pinger, Central Library Manager, City Librarian Designee

Jane E. T. Islo, Municipal Court Assistant Court Administrator, Chief Municipal Court
Administrator Designee

Deborah Wilichowski, Fire Technical Services Manager, Fire Chief Designee

Chuck Burki, Information Systems Director, Police Chief Designee

Bradley Houston, Maggie Turner, Jack Gaboury, City Clerk - Document Services, Staff
Support
Peter Block, Assistant City Attorney, Legal Advisor

Chris Lee, Staff Assistant, City Clerk, Clerical Support



Committee meetings held:

March 9, 2017
September 14, 2017
December 14, 2017

Complete meeting minutes are attached as Exhibit A.

Items, Reports, and Issues Considered or Discussed:

2016 Annual Report
The report was approved by the committee at its March 9, 2017 meeting.
2018 Meeting Schedule

The committee approved at its December 14, 2017 meeting the meeting schedule for
the 2018 year to be at 10 a.m. at City Hall for the following dates: March 15, June 14,
September 20, and December 13, 2018.

ADA DOl Project

ITMD had issued an RFP and is pursuing a prospective consultant to evaluate the City’s
public facing websites for ADA compliance as required by an agreement with DOJ.
Members and departments are to inform ITMD of any City websites outside of ITMD’s
scope.

Comptroller IT audit activities

Completed audits include 9-1-1 System Application Controls (to be submitted to Finance
and Personnel Committee) and Department of Public Works License Plate Recognition
System (in draft phase of development). Initiated and ongoing audits include Citizen
Relationship Management Application Controls (ITMD/UCC; to be completed end of
October) and Data Center Controls (to be completed end of November). Upcoming
audits include Enterprise-wide Information Technology Risk Assessment (RFP for a
consultant submitted and open for bidding), Network Security Controls - Penetration
Testing and Scanning (RFP in development for a consultant), and Land Management
System (to focus on implementation and change control management).

Complete list of 2017 Comptroller IT audit activities are attached as Exhibit B.

Conference Bridges



There is the ability to reserve a conference call number for conference call meetings via
a RITS (Request IT Service at www.Milwaukee.gov/RITS) request to ITMD. Requestor
will receive a password and phone number access through the City telephone system. A
conference bridge is not audio recorded.

E-mail Encryption Instructions

These instructions from ITMD, as directed by the email use policy, are an approach for
City personnel and departments to send encrypted emails outside of the City if the
emails contain personal or sensitive information. Encrypted emails sent out will remain
in the sent box in the email system and will be searchable and recoverable for open
records or litigation purposes. Encrypted emails will required the word “SENDENCRYPT”
on the subject line. Recipients of encrypted emails can access the emails through
Microsoft 365 login credentials or a one-time retrieval password. Departments that
have a need for encrypted emails or suspect inappropriate use of encrypted emails
should contact ITMD. Encrypted emails should not be widely used. The desire is to not
engage in managing authorized accounts for email encryption.

E-mail encryption instructions are attached as Exhibit C.
Land Management System (LMS)

Under the Information and Technology Management Division (ITMD), LMS has replaced
several aging home grown systems since 2016, including the NSS system. Departmental
records that have been converted to LMS include Department of Public Works (DPW)
permitting, Board of Zoning Appeals (BOZA) appeals, Department of City Development
(DCD) planning, and Department of Neighborhood Services (DNS) records from the
various departmental system. DNS is the bulk of the LMS system. There have been 2.5
million records converted to LMS, over 40,000 inspections have resulted in LMS since
go-live, 120 iPads deployed to DNS field inspectors and some to DPW Forestry, more
real-time data and usage for internal and public users, 18,178 building permits pulled in
LMS, 44,650 enforcement cases created in LMS, 8,128 DPW permits pulled for right-of-
way permits and special events, 1,000 of 26,000 citizen initiated permits paid for on
weekends through LMS. LMS presents a robust system for DNS, allows for pulling
permits online, and customers are self-serving themselves. DNS and ITMD have met
with community organizations to assist them in using LMS. There have been significant
concerns about user interface of LMS on the customer end from staff and external
customers. DNS and ITMD will take the lead to address those concerns. System-related
issues can be directed to ITMD, and office-related issues can be directed to DNS. The
LMS homepage has video instructions and written instructions on using LMS. There
are email notifications to citizens on permit approvals, outstanding fees, and denials.

Mainframe Decommission


http://www.milwaukee.gov/RITS

ITMD continues its goal to retire the mainframe by mid-2018. ITMD is identifying and
diagnosing unused programs on the mainframe. Departments should contact ITMD with
regards to any important programs that are still running under the mainframe or N275.

Mobile Device Policy

At its September 14, 2017 meeting, the committee reviewed and recommended
approval of a mobile device policy from ITMD to the Common Council. The purpose of
the policy is to address the deployment of many mobile devices and field staff with a
high level, citywide policy. The police and fire departments are not included in the
policy, and their inclusion or non-inclusion needs to be addressed further. ITMD is also
deploying a mobile device management tool to push out new apps, wipe clean all stolen
or lost devices, and locate lost devices. The policy prohibits permanently storing records
on mobile devices. Personnel should avoid using their own personal devices for storing
City-related business. Such use would make records on a personal device a city record
and open those device up for records requests. ITMD has a capital request in the 2018
budget to fund a social media records retention tool.

Mobile device policy is attached as Exhibit D.
Open Data

ITMD had issued a RFP and contracted with OpenGov as the open data portal vendor.
First goals are to import all data on City webpages into the open portal product, request
for additional departmental datasets, and building the inventory.

Records Retention from City Records Center

A goal of the City Records Center is to reduce the number of individual record schedules
and increase the number of global schedules. The assumption is that departments are
opted in into global schedules unless department notify otherwise to the City Records
Center.

Proposed Department Record Schedules for Approval

All 50 items pertaining to departmental schedule recommendations were approved at
the March 9, 2017 meeting. Included in the recommendations of note were: creation of
about 20 new schedules in DPW-Forestry for personnel records; digitalization of 11
years of reports from Deferred Compensation into e-vault; scanning of oversized food
establishment structural drawings from the Health Department; renewal of 2 citywide
global schedules; and one new schedule for copies of iRIS for departments. Approved
schedules attached as Exhibit E.



Two sets of departmental schedule recommendations, 69 items for the first set and 120
items for the second set, were approved at the September 14, 2018 meeting. Included
in the recommendations of note were: 38 closed schedules made into one general 4-
year retention license schedule in the Licenses Division; permanent retaining of health
disease history cards; change of surveillance cameras to a minimum of 120 days in the
Police Department; change of 100 to 10 years for Employes’ Retirement System after
last payment benefits; and historic records of water levels in the City. Approved
schedules attached as Exhibit F.

29 new or renewed schedules, 10 closed schedules due to adoption of a global schedule,
20 adopted global schedules, and 147 closed schedules due to being superseded by late
series were approved at the December 14, 2018 meeting. Included in the
recommendations of note were: ID records to be for 4 years and for the length of
registration rather than 22 months to comply with the photo ID law; and a global
schedule for hazardous environmental waste disposal. Approved schedules attached as
Exhibit G.

Release of Structure Plans, Designs, Specifications and Related Materials Policy

A new, updated policy was presented with the goals to protect the City, promote access
to records, and simplify access to records. The intention is to not amend the ordinance
but bring the policy back in line with the ordinance. Over time the policy had added
structures that were not in the ordinance, and the concern is that the current policy
does not reflect the ordinance. The additional structures were removed in the new
policy version. The new version was to be reviewed further by the City Attorney’s Office
due to concerns over adherence to the ordinance, further complexity, and open records.

The proposed revised policy is attached as Exhibit H.
State Record Board Approval of Previous Schedules

The State Records Board meeting held in December 2016 - 13 of 30 schedules were
returned for revision relative to format errors and clarification. All returned schedules
were revised except the schedules for DCD regarding a retention period of 3 years as
opposed to matching a retention period of 4 years for state global schedules, which
would be resubmitted to the state board unchanged. Language about creating a global
schedule for photos was removed.

The State Records Board meeting held in June 2017 - 19 of 69 schedules were approved
by the State Records Board with 4 exceptions that were changed: Election Commission
notices to be destroyed after elections; election official application process trigger event
to be the end of election cycles; property registration final disposition further clarified;
and holding DNS property inspection photos until the end of the appeals process.



The State Records Board meeting held in November 2017 - 41 schedules from 17
departments were approved by the State Records Board with 3 exceptions that required
minor changes; however, no official written notice of approval has been received yet.

Security Appliance

ITMD issued an RFP and has contracted with Palo Alto to provide security appliance that
will allow for potential intrusion detection to the network, provide better network
security, replace all network firewalls, and give new VPNs remote access options. ITMD
is testing Palo Alto prior its deployment across the network. Further deployment
configuration will come forward first quarter next year. There will be monitoring
capabilities for sites, logging of malicious sites visited, and no intention of blocking
business appropriate sites.

Smart Cities Initiative

Behind the Environmental Collaboration Office (ECO), an initiative is to make Milwaukee
an eco-class smart city by using information technology to innovatively enhance quality
of life and make urban services more efficient. ECO and the Mid-West Energy
Consortium (M-WERC) have been working on this initiative for over a year stemming
from the Urban Sustainability Directors Network and Envision America competition
conference. There is synergy for Milwaukee to embrace its technology and publicize it.
Milwaukee has technology strength and is not behind other cities; however, the City has
not shown that strength, leveraged it adequately, marketed it accordingly, and created a
culture. Next steps are to form a public-private working group to look at possibilities,
identify technology to implement at a district scale in eco-industrial districts, acquire
financing, and create a smart cities website. The technology sectors of focus are energy
efficiency and eco-industrial districts. Possible eco-industrial districts are Century City,
Menomonee Valley, Harbor District, and Water Technology District. Technologies to
consider include electronic and driverless cars; streetlight infrastructure as a platform
for apps, sensors, and cameras; and digital kiosks. Federal grant dollars may become
available. Large private sector investments can be obtained. Examples of innovation
have been Granicus and LMS. The committee is to have a role in the initiative.
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Meeting Minutes

CITY INFORMATION MANAGEMENT COMMITTEE

ALD. NIK KOVAC, CHAIR
Nancy Olson, Vice-Chair
Chuck Burki, Jane Islo, James Klajbor, Jennifer Meyer, James
Owczarski, Judy Pinger, Aycha Sirvanci, Richard Watt, and
Deborah Wilichowski

Staff Assistant, Chris Lee, 286-2232, Fax: 286-3456,
clee@milwaukee.gov

Thursday, March 9, 2017 10:00 AM Room 303, Third Floor, City Hall

1. Call to order.

Meeting called to order at 10:02 a.m.

2. Roll Call.

Vice-chair Olson presiding over meeting.
Present 7 - Islo, Owczarski, Klajbor, Watt, Wilichowski, Sirvanci and Pinger
Absent 1- Burki

Excused 2- Meyer and Kovac

Individuals also present in participation:

Maggie Turner, City Records Center

Jack Gaboury, City Records Center

Commissioner Preston Cole, Department of Neighborhood Services
Erick Shambarger, Environmental Collaboration Office

Jeff Anthony, Mid-West Energy Research Consortium

Rhonda Kelsey, Purchasing Division

3. Review and approval of the previous meeting minutes from December 8, 2016.

Member Klajbor moved approval, seconded by member Wilichowski, of the meeting
minutes from December 8, 2016. There were no objections from those members
present.

4. Records retention.

-Proposed department record schedules for approval

Ms. Turner gave an overview. There are 50 schedules comprised of those from the
offices of the Comptroller, Deferred Compensation, Forestry, Health, Treasurer, Water
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Works, and citywide global schedules. Majority of the schedules are those being
renewed or removed. There are not a lot of deleted schedules. Majority of the
schedules come from Forestry with nearly 20 new schedules created from new
personnel and records that were found not to be included. There are two new e-vault
applications. Her office is digitizing 11 years of reports from Deferred Compensation
into e-vault. The Health Department is scanning oversized structural drawings of food
establishments. Two citywide global schedules are up for renewal, and one is a new
schedule for copies of iRIS for departments.

Mr. Klajbor questioned Forestry personnel schedules and global schedules.

Ms. Turner said that schedules need to be listed under each individual department for
identification despite adopting global schedules that are in place. Departments
should inform City Records if they are following global schedules or their own. Global
schedules are listed on the MINT, one for administrative and one for personnel.

Mr. Klajbor moved approval, second by Ms. Wilichowski, of the proposed department
record schedules as presented. There were no objections from those members
present.

Ms. Olson said that a short summary document would be useful to the committee if it
would not pose a great deal of effort on staff. Further details can be found through the
actual forms.

Ms. Wilichowski concurred and said that a description of a record should be on the
summary document.

Ms. Turner said a summary page can be done.

Mr. Klajbor said that City Records should notify each department to make its
description shorter and in Word format instead of .PDF for ease of copy and paste.

-State Records Board approval of previous schedules

Ms. Turner gave an overview. The state board approved in its November 2016 meeting
the committee’s 2016 third quarter 33 record schedules. The committee’s 30
schedules from its December 2016 meeting will be heard by the state board next

week. From those 30 schedules from December, 13 were returned for revision. Some
were due to format errors and for further clarification. All were revised except the DCD
schedules, which were returned for increasing the retention from 3 to 4 years to match
state global schedules. DCD was not in agreement with the increase, and the state

will review them unchanged. Language about creating a global schedule for photos
was removed.

Ms. Olson commented. City records staff should perhaps appear to present the City’s
case regarding its schedules to the state when appropriate. The State returned the
schedule for electronic fax records.

Mr. Gaboury and Ms. Turner replied. The state board requests that appearances be
made at its management meetings prior to the board meetings. Staff will consider
going to the next management meeting in May regarding today’s schedules. The
schedule for the electronic fax records was returned to remove the type of medium
from the title to prevent multiple schedules based on medium type: paper, electronic,
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and microfilm. One schedule form with a box to select the type of medium is
preferred. Going forward the number of schedules that are submitted to the state
board will be less than the number of schedules considered by the committee.

Ms. Olson said that the committee will hear both paper and electronic retention
schedules, but only the electronic schedules will be sent to the state board. City
Records staff should indicate in the summary the schedules that will be sent to the
state board and those that will not.

Mr. Klajbor said that the City can have two forms with each one referencing a different
medium in the title.

Ms. Turner said that the schedules from Deferred Compensation and Health
Department numbered 86M35 and 175001, respectively, will not go the state board.

5. Communication on Land Management System (LMS).

Ms. Olson gave an update on the implementation of LMS in city departments. DPW
permitting, BOZA appeals, and DCD planning were converted to LMS in February 2016.
DNS was converted to LMS in October 2016 and is the bulk of the system. LMS
replaced several aging home grown systems, some with history such as the NISC.
ITMD will ultimately turn down the NISC. Conversion was not without incident, and
ITMD has addressed incidents along the way. LMS is continually being modified as
problems and opportunities are presented. Current data going into LMS are those from
the Development Center permitting. There have been 2.5 million records converted
into LMS. Since October 3, 2016, there have been over 40,000 inspections that
resulted in LMS. ITMD are deploying 20 iPads to the DNS field inspectors. There are
apps specific to code enforcement or inspections and are easier for the inspectors to
use. 30 more iPads will be ready to go in stages in the next few months. ITMD did
deploy mobile device management where iPads can be wiped if lost or stolen and
refreshed or updated remotely. Through LMS there is more real time data for internal
and public users, such as inspection resolutions that can be seen immediately.

Mr. Cole commented. The conversion to LMS from NISC for DNS had some
difficulties, was a gradual process initially, and is now quickly being utilized. There
are various neighborhood organizations outside of the City that use DNS records to
manage landlords, tenants, and properties. Nancy and he have gone out to several
communities to assist them in using LMS. Some paper records were kept as a
backup to conversion. LMS is proving to be a better tool than NISC, works better in
tablet form than desktop form, presents a robust system for DNS. There is
excitement with LMS today from DNS, especially the development center section
regarding metrics going forward. iPads offer a new dynamic where inspectors can go
right to work rather than coming downtown first.

Mr. Owczarski commented. Staff and external customers have significant concerns
about user interface of LMS on the customer end, especially for those who used the
old system. The issue is the functionality of the system. Feedback has been that
LMS does not do certain things the right way. The right channels should be made
aware of these concerns to address them without being burdensome. The address
records retention of NISC needs to be addressed. His office wants to use LMS and is
looking to integrate the License Division licensing process into LMS.

Mr. Cole added comments. DNS will help ITMD take the lead on addressing concerns
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about using LMS. Contacts can be forwarded to his office to meet with those
neighborhood organizations with concerns. DNS went through the process with those
same concerns and has manipulated the system to meet its needs. There is
psychology in changing systems.

Ms. Olson added comments. The LMS homepage has video instructions and written
instructions for both community groups and contractors. LMS allows for pulling
permits online. More online training can be done, but it is difficult to get to people.
Clerk staff have expressed that there is more data, functionality, and progress in LMS.
No one likes changing into a new system but people typically will come to embrace a
new system once it’s in place. Concerns can be due to system-related or
office-related issues. System-related issues can be directed to ITMD while
office-related issues can be directed to DNS. There is a meeting next week to
discuss the address records retention of NISC. ITMD will soo move to integrate and
implement the City Clerk’s office into LMS, especially for the licensing and historic
preservation processes.

6. Report on Smart Cities Initiative.

Mr. Shambarger gave an overview.

The goal of the initiative is to make the City an eco-class city. Mid-West Energy
Research Consortium (M-WERC) and ECO have been working on smart cities issues
for over a year. The smart cities initiative stemmed from a conference with peers
around information technology improvement (IT) and using IT to be resource efficient,
process efficient, decrease pollution and carbon, be more transparent, and be all
positive things that technology offers. There is synergy for the City to have a culture of
innovation. The City has technology strength but does not show that strength on its
website or through marketing. The City needs to embrace its technology, publicize it,
and become a smart city. Milwaukee is not behind other cities. The City has two
industry clusters built around technology and clean technology through the Water
Council and M-WERC. The City has technology strength through its universities.

A smart city means finding ways to use information technology to enhance the quality
of life, and make urban services more efficient, such as energy utility and
transportation sectors, in order to reduce resource consumption, waste, and overall
costs. The overall goal is to improve the quality of life for residents.

The internet-of-things is the inter-networking of physical devices, vehicles, buildings,
and other times embedded with electronics, software, sensors, actuators, and network
connectivity that enable these objects to collect and exchange data. Examples are
the BUBLR bike system infrastructure and apps on phones. The City should no
create duplicative services.

His involvement started with the Urban Sustainability Directors Network where he was
referred to and attended Envision America, a 10 city competition conference in
Charlotte. At the conference cities came and created dialogue with private and public
sectors about possibilities. A possibility is using technology on a city scale in
eco-industrial districts like Century City, Menomonee Valley, Harbor District, and
Water Technology District. Much was learned about what other cities were doing.
Columbus, Ohio was a recipient of $40 million smart cities challenge grant through US
DOT to rethink its transportation structure. Technologies that the City should
consider relative to transportation include electronic vehicles and driverless cars.
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Boston, Massachusetts is timing its traffic signals from real data from people’s smart
phones. Kansas City, through the private sector, put in digital kiosks around its
downtown paid through sponsorship dollars. Other cities at the conference were
Charlotte, San Diego, and Copenhagen. The City should get into the game for federal
grant dollars. The City of Charlotte are using its streetlight infrastructure as platform
for other apps, sensors, and cameras to the fixtures.

The technology sectors that he is focused on are building energy efficiency and
eco-industrial districts. Building owners should cut energy use by 20% over a decade
and implement new building technologies and controls. There is unique opportunity on
a district scale. Pilot programs should be done on a small scale initially.

Next steps are planned. Committee feedback is sought on what has been working on
thus far. An immediate task is to form a working group from the public-private sectors
to look at possibilities, identify technology to implement at a district scale in
eco-industrial districts, and acquire financing. Large private sector investments can be
obtained if done right, such as selling advertising in kiosks like in Kansas City.
Companies can have demonstration sites to show their customers. The City needs to
get in early to get products for free. The Water Council and M-WERC wants to
showecase their IT products at those clusters and for the City to act as an IT

laboratory. A smatrt cities website will be created.

Ms. Olson said an interest is to leverage and share technology cohesively amongst
ourselves. Of importance are marketing apps, building marketing theme, starting
early, branding, and showcasing technology together. An example would include
integrating Milwaukee Mobile Park app, small cells on streets with Verizon, smart
street lights, and parking meters together in the same space.

Mr. Anthony commented. The number of technology companies is exploding.
M-WERC wants to create a framework to manage technology interest by acting as a
clearing house to bring technologies and groups in a controlled manner and figure out
what type of pilot projects make the most sense in the eco-districts.

Mr. Owczarski commented. The leveraging of technology for internal purposes has
been inadequate. The City is a leading example for the Granicus system but more
could have been leveraged from it. The City has not done a good job of creating a
culture of technology thinkers at the management level where there are and could be
lost opportunities.

Ms. Olson added remarks. Granicus was very innovative. The City does not do a
good job of marketing. LMS is an example of an innovative new system that should be
embraced internally and externally. The committee will have a role on the smart city
initiative. More of the internet-of-things are being seen, including for records retention
schedules and data.

7. Email Encryption Instructions.

Ms. Olson gave an overview. Instructions have been provided to members. These
instructions are an approach for City personnel to send encrypted emails outside of the
city if the emails contain personal or sensitive information. Encrypted emails sent out
will remain in the sent box in the email system, which will allow the emails to be
searchable and recoverable for open records or litigation purposes. Everyone will be
able to send an encrypted email like normal but will require the word “SENDENCRYPT”
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be in the subject line. Recipients of these encrypted emails can either login with
Microsoft 365 credentials or get a one-time password to get the encrypted emails. The
email use policy included a section on encryption emails referencing that ITMD can
provide instructions on encryption emails to departments as requested.

Ms. Kelsey inquired about the instructions being disseminated to all departments and
employees.

Mr. Owczarski questioned an authority feature for encryption emails.
Ms. Islo asked about those who abuse and send everything encrypted.

Ms. Olson replied. She will consider sending information to department heads but do
not want to encourage wide use of encryption emails. Departments that have a need
for encryption emails should contact ITMD. The wording that prompts an encryption
email can be changed at the discretion of ITMD. The desire is to not be engaged in
managing authorized accounts. People will not like to receive many encrypted emails,
which involves extra steps to open them. People who are carbon copied on encrypted
email will receive plain text emails and not encrypted email. The email use policy
states that there is no expectation for privacy. Departments can let her office know of
any employees inappropriately using encryption emails. ITMD can do an e-discovery
search.

8. Updates.

-Open Data
Ms. Olson said that ITMD will issue a RFP soon for an open data portal.
-ADA DOJ project progress

Ms. Olson said that ITMD has put out an RFP for a third party consultant to evaluate
the City’s public facing websites for ADA compliance as required by an agreement with
the Department of Justice. Contract details are being worked out with a prospective
consultant. Departments need to be aware of this requirement and track public facing
City websites, which there are some that are popping up that ITMD does not know
about. Members are to inform ITMD of any City websites outside of ITMD’s scope.

-Security appliance

Ms. Olson said ITMD is evaluating a RFP for a security appliance with the Purchasing
Division. A security appliance will increase ITMD ‘s pasture on the network, give
ITMD more insight to malware, and make it easier for ITMD to observe external
attacks. A security appliance will replace existing hardware on ITMD’s network , which
currently does it in form of firewalls and VPNs.

9. Review and approval of CIMC 2016 annual report.

Member Klajbor said that the report was well done by clerk staff and should be
submitted to the Common Council.

Member Klajbor moved approval, seconded by member Owczarski, of the CIMC 2016
annual report. There were no objections from those members present.
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10.  The following files may be placed on file as no longer necessary:

A. 151552 Communication relating to the matters to be considered by the City
Information Management Committee at its March 10, 2016 meeting.

Sponsors: THE CHAIR

A motion was made by James Klajbor, seconded by Deborah Wilichowski, that
this Communication be PLACED ON FILE. This motion PREVAILED by the
following vote:

Aye 7 - Islo, Owczarski, Klajbor, Watt, Wilichowski, Sirvanciand Pinger
No O
Absent 1- Burki
Excused 2- Meyerand Kovac

B. 160157 Communication relating to the matters to be considered by the City
Information Management Committee at its June 9, 2016 meeting.

Sponsors: THE CHAIR

A motion was made by James Klajbor, seconded by Deborah Wilichowski, that
this Communication be PLACED ON FILE. This motion PREVAILED by the
following vote:

Aye 7 - Islo, Owczarski, Klajbor, Watt, Wilichowski, Sirvanciand Pinger
No O
Absent 1- Burki
Excused 2- Meyerand Kovac

C. 160578 Communication relating to the matters to be considered by the City
Information Management Committee at its September 8, 2016 meeting.

Sponsors: THE CHAIR

A motion was made by James Klajbor, seconded by Deborah Wilichowski, that
this Communication be PLACED ON FILE. This motion PREVAILED by the
following vote:

Aye 7 - Islo, Owczarski, Klajbor, Watt, Wilichowski, Sirvanciand Pinger
No O
Absent 1- Burki

Excused 2- Meyerand Kovac

D. 161089 Communication relating to the matters to be considered by the City
Information Management Committee at its December 8, 2016 meeting.
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Sponsors: THE CHAIR

A motion was made by James Klajbor, seconded by Deborah Wilichowski, that
this Communication be PLACED ON FILE. This motion PREVAILED by the
following vote:

Aye 7 - Islo, Owczarski, Klajbor, Watt, Wilichowski, Sirvanciand Pinger
No O
Absent 1- Burki

Excused 2- Meyerand Kovac

11.  Adjournment.

Meeting adjourned at 11:10 a.m.

Chris Lee, Staff Assistant
Council Records Section
City Clerk's Office

Materials for this meeting can be found within the following file:

161509 Communication relating to the matters to be considered by the City
Information Management Committee at its March 9, 2017 meeting.

Sponsors: THE CHAIR
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200 E. Wells Street
Milwaukee, Wisconsin

City of Milwaukee

53202
Meeting Minutes
CITY INFORMATION MANAGEMENT COMMITTEE
Thursday, September 14, 2017 10:00 AM Room 303, Third Floor, City Hall

1. Call to order.

Meeting called to order at 10:05 a.m.

2. Roll call.

Present 9 - Islo, Owczarski, Meyer, Kovac, Watt, Wilichowski, Sirvanci, Olson and
Pinger

Absent 1 - Burki

Excused 1 - Klajbor

Individual also present:

Peter Block, Assistant City Attorney

3. Review and approval of the previous meeting minutes from March 9, 2017.

Meeting minutes from March 9, 2017 were approved without objection.

4. Records retention.

a. Proposed department record schedules for approval

Individual appearing:
Bradley Houston, City Records Center

Member Owczarski introduced Mr. Houston as the new City Records Officer and gave
initial remarks. The records center has had a significant problem with high volume.
Mr. Houston has goals of restricting the inflow for actual records only and holding only
those records that should be held.

Mr. Houston gave an overview. There are two sets of schedules for review, one from
the cancelled June meeting and one for this meeting.

The first set has 69 schedules from the Legislative Reference Bureau, City Clerk,
Document Services, Election Commission, Dept. of Employee Relations, Dept. of City
Development, Dept. of Neighborhood Services, Health Dept., and Dept. of Public
Works. Some schedules were administrative ones. 19 schedules were sent to and
approved by the State Records Board with 4 exceptions. The exceptions relate to
changing Election Commission notices to be destroyed after elections, changing
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election official application process trigger event to be the end of an election cycle,
being more clear on final disposition for property registration, and having DNS property
inspection photos be held until the end of the appeals process as opposed to the end
of an inspection. 25 additional schedules were carried over to this meeting and
submitted to the State Records Board November 20th meeting.

There are 120 schedules in the second set from Deferred Compensation, Legislative
Reference Bureau, City Clerk, Municipal Court, Document Services, Election
Commission, Dept. of City Development, Police Dept., Health Dept., and License
Division. 36 total schedules were submitted to the State Records Board November
20th meeting, and initial comments from the board are expected shortly. Licenses
Division has 38 closed schedules stemming from an initiative to make one general
4-year retention license schedule for all licenses, with a few exceptions for certain
licenses, to reduce administrative overhead. Health disease history cards will be
retained permanently for the Wisconsin Dept. of Health Services database for tracking
disease, and the cards will be transferred once approved by the State Records Board.
The Police Dept. changed its schedule for surveillance cameras to a minimum of 120
days set by the State Records Board, which corresponds to the duration of misconduct
suit filings. Body camera footage was excluded from the schedule due to pending
state legislation on body camera footage retention, and a schedule on body camera
footage will be based on the pending state legislation. Schedules for Employes’
Retirement System were changed from 100 years to 10 years after last payment
benefits to reduce administrative burden and data breach risks. Retention for paper
copies of litigation files are needed for authenticity purposes. The last schedule,
relative to historic records of water levels in City, is for proper tracking of the records in
the vault and to transfer the data to the city archive for the Library.

Member Islo questioned retention schedules for city employees who transfers
departments, some schedules having retention periods referenced while others do not,
and making the record retention schedule summaries clearer in terms of changes
occeurring.

Mr. Houston replied. The retention for departmental copies of employee information
can start from a date of transfer. Departments should notify the Department of
Employee Relations (DER) of a transfer, and DER will determine the employee
information to be transferred to the master copy. The master copy applies to the total
separation of an employee from the City. The State Records Board has, in the last
five years, become more stringent on approvals. His office has started to put in
references to statutory requirements and administrative needs to better justify periods
or new series. He will start attending State Records Board meetings to explain the
City’s records. He will try to better clarify amendments on the summary.

Member Wilichowski moved approval of the proposed department record schedules.
There were no objections.

b. State Records Board approval of previous schedules

State Records Board approval of previous schedules was already discussed.

Mr. Houston commented on global schedules. There are 5152 non-obsolete
schedules in the database of which 3556 (78%) plus an additional 878 that are either

expired or have no information on expiration dates. State Records Board is requires to
have renewal of schedules every 10 years. Many schedules are problematic due to
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having no expiration dates. Some are renewals and updates. Most schedules will be
closed due to not being created anymore or will need to be updated for the future. 37
schedules in License Division are examples. The assumption is that the committee
does not want to review all schedules individually. As expired schedules or those that
can be superseded into global schedules are identified, the desire is to move into a
batch form rather than filling individual forms. The State Records Board is allowing for
batch forms with Form DOA-3806. Schedules would be put on a list and given to
departments to sign off on everything on the list as oppose to individual forms. It
would be the assumption that departments are opted in into global schedules unless
departments notifies otherwise. After SRB approval of schedules, he will send a
memorandum to all department heads or record coordinators to allow for a certain
amount of time, such as 3 months, for opting out. If opting out a department may
have up to a year to produce a schedule to cover the records.

Ald. Kovac concurred to go with batch form DOA-3806.

Member Wilichowski question a list of all global schedules and a remedy for record
schedule reference numbers through the City Records Center.

Mr. Houston replied. A list of all global schedules is on the MINT and will be made
more visible. Departments will be trained soon on the global schedules soon. The
current system still requires opting in into a particular schedule. A different preference
is to link schedules to departments instead to better identify departments that are
using a schedule versus identifying schedules used by each department. It would
allow for the City Records Center to have one copy of a schedule rather than many.

c. Review of policy for the release of structure plans, designs, specifications and
related materials

Mr. Houston commented. There is new version of the policy for committee review.
There will still be notification to every plan submitter and property owner that is being
requested, which allows the City Records Center to provide more lineate access to a
more variety of structures. There was attempt to limit structures to those referenced
in the ordinance and a few obvious ones like house of worship. The goals are to
protect the City, promote access to records, and simplify access to records. The City
would have exceptions and reserve rights to restrict access. The intention is not to
amend the ordinance but bring the City Records Center back in line with the
ordinance.

Atty. Block said he was concerned that the new policy version seems to violate the
ordinance and adds more complexity by going down another level. The ordinance
references 5 types of structures and was expanded by the Common Council to other
types of facilities. For open records requests, state and city ordinance identifies
certain structure plans that should not be accessible.

Member Owczarski commented. The new version does not amend the ordinance,
does not violate the ordinance from review, and was expanded in the wake of 911.
Over time the City Record Center’s predecessor added structures that were not in the
ordinance, such as libraries. The concern is that the current policy, which is 15 years
old, does not reflect the ordinance. The extra structures in the policy were removed in
the new version.

Member Meyer-Stearns said that libraries can still fall under the other types of
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structures listed on the new version even if deleted.

Member Watt said that the City Attorney’s Office should review the new policy version
further.

5. Review of draft mobile device policy.

Member Olson gave an overview. The purpose of the draft policy is to address the
deployment of many mobile devices, in response to the LMS system, with a high level
citywide policy. About 120 total iPads have been deployed to DNS, DPW Forestry,
and DPW Sanitation. Some departments, such as DNS, have created their own work
rules on iPad issues. Further discussion is needed to address elected officials and
others who are not supported by ITMD. ITMD is also deploying a mobile device
management tool to allow push new apps out to all LMS iPads enabling ITMD to wipe
clean all stolen or lost devices and locate lost devices. David Henke is the
telecommunications manager responsible for city cell phone and mobile devices
purchased by Verizon and other providers.

Member Pinger questioned records on social media webpages, personal devices, and
City webpages showing social media content.

Member Wilichowski inquired about the inclusion of the fire department.

Atty. Block commented. It is likely that the record on a personal device used for city
purpose may likely be a city record. There is some case law. The general rule of
thumb is content, not form. There is issue with maintaining the records on social
media and mobile devices. There is real danger to one’s own privacy by using
personal devices for work purposes, especially in cases of subpoenas. It is not too
expensive to monitor social media.

Mr. Houston commented. Records are city records if pertaining to city business, can
possibly fall under a record schedule, and can be requested. Item 9 of the policy
concerning further City-related business should be defined more. The policy draft
prohibits permanently storing records on mobile devices.

Member Olson replied. Social media records on a City webpage does not reside on
the webpage and does not get backed up or saved. Personal email accounts should
not be used for work related purposes. There is a capital request in ITMD’s 2018
budget to fund a social media records retention tool that would not be too expensive.
There would be a cloud service monthly cost. Departments would have to opt into the
recording of their social media post and tell ITMD what they have. The draft policy can
be refined. The policy addresses field staff and does not include the police and fire
departments.

Ald. Kovac said that the easiest solution is to avoiding using personal devices and that
there are records of emails regardless of device used.

Member Meyer-Stearns moved approval of the draft policy and that the policy address
the police and fire departments’ inclusion or non-inclusion prior to review by the

Common Council. There was no objection.

6. Open data update.
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Member Olson gave an update. There has not been much progress on a number of
datasets. The focus has been on the portal project. Two committee members are on
the panel on the portal project. There has not been a decision made on a product
selection. Costs and features have been review. There will be a demonstration and a
decision would follow shortly. She will inform the committee at its next meeting on the
chosen product and vendor.

Ald. Kovac questioned the status of COMPASS crime and police data, sharing of that
data, and changes within the last 9 months.

Ms. Rhonda Kelsey inquired about purchasing division scoring on its datasets.

Member Olson replied. The police department will be able to upload its data once
there is the new product, and its data would become public. The police department
has been part of the discussions as it relates to the Bloomberg initiative. The fire
department is heavily involved with the RFP. There are some appropriate fire
department datasets to put out. ITMD did not update data COMPASS data within the
last 9 months. The assumption was that the data was not being used. She was not
aware of its use and will have to review COMPASS use. She just received priorities
from the Purchasing Division, and she will prepare her justification with purchasing
early next week.

7. Discussion on Comptroller IT audit activities.

Individuals appearing:
Adam Figon, Comptroller Audit Manager
Gregory Lotze, Comptroller Audit Division

Mr. Figon gave an overview of 2017 audit activities relating to completed audits,
initiated and ongoing audits, and upcoming audits. Completed audits include 9-1-1
System Application Controls (to be submitted to Finance and Personnel Committee)
and Department of Public Works License Plate Recognition System (in draft phase of
development). Initiated and ongoing audits include Citizen Relationship Management
Application Controls (UCC and ITMD; to be completed end of October) and Data
Center Controls (to be completed end of November). Upcoming audits include
Enterprise-wide Information Technology Risk Assessment (RFP for a consultant
submitted and open for bidding), Network Security Controls - Penetration Testing and
Scanning (RFP in development for a consultant), and Land Management System (tfo
focus on implementation and change control management).

Member Wilichowski questioned the coordination of the penetration and scanning
audit.

Member Olson questioned the audit of data center controls.

Mr. Lotze replied. For the penetration and scanning audit, there will be meetings with
every city data manager. The tester will be onsite with each manager under manager
control. Meetings will take place later in the winter months. A RFP request will be
sent to the Purchasing Division soon. Anticipated start date for the audit is January
2018 or later. For the audit of data center controls, the audit will include all 8 data
centers.

Mr. Figon added comments. ITMD was audited first. The plan is to randomly audit 2
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data centers per year. The next 2 data centers have not been chosen yet.

8. Update on LMS.

Individuals appearing:
Yari Rosa, ITMD
Angela Ferrill, DNS

Ms. Olson gave an update. Since the last update to the committee back in March,
there have been 18,178 building permits pulled in the LMS system, 44,650
enforcement cases created in the system (DNS and DPW), and 8,128 DPW permits
pulled for right of way permits and special events. ITMD has converted raised
violations and deployed 120 iPads to DNS field staff and some to DPW Forestry. A
significant change is the auto-attachments of building permits. Emails are being sent
to applicants from the system once permits have been approved and fees are
assessed. The emails help remind citizens to pay fees. Emails are set up now to be
sent out to DPW customers if permits are denied. ITMD is implementing more
features in the LMS system as it learns more about the software. The conversion on
historical data, now pending DNS approval, has required ongoing work due to new
issues being encountered every time. There have been many requests for property
recordings. Property recording data will be added to MyMilwaukee home when the
conversion is complete. DNS needs to approve that data. She is unaware of any
issues with new recordings. LMS has allowed citizens to pull permits remotely rather
than coming into the office, especially on the weekends. Since LMS went live there
have almost been 1000 permits initiated and paid for on weekends out of 26,000
initiated permits on the citizen side. Customers are self-serving themselves.

Ald. Kovac said that property recording data has been an issue with alders.

Ms. Ferrill commented. The approval of property recording data is anticipated by the
end of tomorrow. DNS is functional in LMS to date, has issued over 23,000 orders,
and has performed over 60,000 inspections. There are ongoing bugs, and DNS will
work with ITMD to address those. Progress is being made.

Ms. Rosa added that with DNS approval the turnaround time is between 4 to 5 days.

9. Adjournment.

Meeting adjourned at 11:09 a.m.

Chris Lee, Staff Assistant
Council Records Section
City Clerk's Office

Materials for this meeting can be found within the following file:

170781 Communication relating to the matters to be considered by the City
Information Management Committee at its September 14, 2017 meeting.

Sponsors: THE CHAIR
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Meeting Minutes

ALD. NIK KOVAC, CHAIR
Nancy Olson, Vice-Chair

Chuck Burki, Jane Islo, James Klajbor, Jennifer Meyer, James

Owczarski, Judy Pinger, Aycha Sirvanci, Richard Watt, and
Deborah Wilichowski

Staff Assistant, Chris Lee, 286-2232, Fax:286-3456,
clee@milwaukee.gov

Thursday, December 14, 2017 10:00 AM Room 303, Third Floor, City Hall

1. Call to order.

2. Roll call.

Meeting called to order at 10:05 a.m.

Present 10 - Islo, Owczarski, Klajbor, Meyer, Kovac, Watt, Wilichowski, Sirvanci, Olson
and Pinger

Absent 1 - Burki

Individual also present:
Atty. Peter Block, City Attorney's Office

3. Review of the previous meeting minutes from September 14, 2017.

Member Watt moved approval, seconded by member Wilichowski , of the meeting
minutes from September 14, 2017. There was no objection.

4, Records retention.

a. Proposed department record schedules for approval

Individual appearing:
Bradley Houston, City Records Center

Mr. Houston gave an overview. There are 29 new schedules being created or renewed,
10 being closed due to adopting a global schedule, 20 global schedules being adopted by
departments, and 147 being closed due to being superseded by later series. Most of the
schedules are straightforward. Item 4, 17E057, is a photocopy and was directed to be
put through due to the photo ID law and the desire for proof of identification being given
once for absentee ballots. An ID is tied to the registration rather than an absentee ballot,
so the ID record has to be held for the length of registration rather than 22 months. An
ID record will be for 4 years with the goal of purging it at the end. Item 170052 is a
global schedule for hazardous environmental waste disposal
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manifest, and such records should be kept by Dept. of Public Works, Water Works, and
Health Department. Samples of the emergency government coordinator files and
radiological survey materials will be kept while the rest are being purged.

Member Meyer-Stearns added that the library should be added to the list of departments
keeping record of hazardous materials since the library does keep such records.

Vice-chair Olson inquired about the total number and adequacy of global schedules.

Mr. Houston replied. There are about 5500 to 5700 schedules in the database. About
4500 do not have expiration dates. He has begun looking at those schedules without
expiration dates and has found that many of them can be destroyed. There are about 40
to 50 global schedules with room for more. We now have global schedules for
personnel-related records and administrative-related records. He is working to develop
a fiscal accounting schedule of global schedules, and departments are asked to submit
comments back to him. Other areas for global schedules to think about may include
purchasing, grant-related funding, payroll, and much more.

Member Klajbor moved approval, seconded by member Meyer-Stearns, of the
department record schedules, as proposed. There was no objection.

b. State Records Board approval of previous schedules

Individual appearing:
Bradley Houston, City Records Center

Mr. Houston gave an update. 41 schedules from 17 departments were sent to the Public
Records Board November 11, 2017 meeting, and all but 3 were approved. Those 3
required minor changes. In theory, all 41 schedules were approved, but he has not
received official notice of approval from the board. The board is under some personnel
transition, which is causing some delay. Departments may prepare records but should
not follow through on destroying these records until his office receives signed, written
confirmation.

Member Owczarski commented. Due to the City Hall foundation work, the facilities of
the Legislative Reference Bureau - Library, Historic Preservation Commission, and City
Records Center are being merged into a single entity called The Milwaukee Research
Center for next year 2018.

Member Klajbor said that perhaps City Records should provide lists of existing schedules,
schedules with no expiration dates, and global schedules for each department to review
and assist in identifying those schedules that are obsolete.

Mr. Houston replied. He will be distributing such lists to departmental record
coordinators. The assumption is that departments are automatically opted-in onto global
schedules; otherwise, departments need to opt out.

5. Security Appliance update (2017 Capital Project).

Vice-chair Olson gave an update. ITMD has a contract with Palo Alto for security
appliance that will allow for potential intrusion detection to the network, give better
network security, replace all network firewalls, and give new VPNs remote access
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options. The current firewall is aging and not very convenient to find IP addresses and
multiple intrusion attempts. ITMD is testing Palo Alto prior to deploying it across the
network.

Member Klajbor inquired about departmental impact.

Vice-chair Olson replied. The new appliance will enable control of restricting access to
sites. The appliance will be deployed in the same manner across the City once it is
configured in ITMD. Not every department has a firewall. Further deployment
configuration will come forward first quarter next year. There is no intention to be
restrictive in blocking sites, such as Facebook or Youtube. There will be monitoring
capabilities for these sites and logging of malicious sites visited.

Ald. Kovac questioned record keeping of logs.

Atty. Block said that there are public records consequences to keeping records of logs.

6. Communication on Conference Bridges.

Vice-chair Olson commented. For everyone on the City telephone system, except the
fire and police departments, there is the ability to reserve a conference call number, get
an access password, and distribute the number for meetings. A writs request can be
done to obtain a conference bridge phone number and password. It appears people
have relied on a service or third party vendor to provide conference bridges. Conference
bridges through the City are not recorded.

7. Mainframe decommission update.

8. Open Data update.

Vice-chair Olson gave an update. It has been a 9-year goal to remove the mainframe.
Moving off the mainframe are the tax collection system and police warrants and medical
alerts. The old mixed personnel data prior to the 1997 PeopleSoft conversion are
seldom looked at still by the Dept. of Employee Relations, will move off the mainframe,
and placed into a SQL server database that can be queried. ITMD is identifying and
diagnosing unused programs on the mainframe. The goal is to retire the mainframe by
mid-2018 at the latest. Mainframe maintenance and its software are a big expense to
ITMD’s budget. Departments should contact ITMD of any important programs that they
still need that are still running under the mainframe or N275. Parts of the mainframe can
be sold off, and there is a market out there.

Vice-chair Olson gave an update. A RFP process was conducted. The vendor
OpenGov has been selected with a signed contract. A first goal is to import all data on
the City webpages, particularly the open data links page, into the open portal product
followed by request from departments for additional datasets. The next step would be
the inventory. A management trainee was obtained, will be managing the product,
contacting the vendor, and working with departments.

Mr. Houston questioned the conversion of open data into an operational form.

Vice-chair Olson replied. There should be some functional purposes for the open

City of Milwaukee

Page 3



CITY INFORMATION MANAGEMENT Meeting Minutes December 14, 2017
COMMITTEE

portal data. It would depend on the dataset and its source. Data will be loaded into the
portal product with an API connection to it. The frequency of updating data would
depend on the respective departments, the type of data, and its system source.

9. 2018 meeting schedule.

2018 meeting schedule is proposed as follows:

Thursday, March 15, 2018 at 10 a.m., Room 301-B, City Hall
Thursday, June 14, 2018 at 10 a.m., Room 303, City Hall
Thursday, September 20, 2018 at 10 a.m., Room 303, City Hall
Thursday, December 13, 2018 at 10 a.m., Room 303, City Hall

Mr. Houston commented. The proposed meeting dates will work for Public Records
Board purposes despite running behind the records board schedule. The City’s
retention schedule process runs behind the state records board schedule anyway, and
not much can be done to change that.

Member Owczarski moved approval of the 2018 City Information Management
Committee meeting schedule. There was no objection.

10  Adjournment.

Meeting adjourned at 10:34 a.m.
Chris Lee, Staff Assistant

Council Records Section
City Clerk's Office

Matters for this meeting can be found within the following file:

171222 Communication relating to the matters to be considered by the City
Information Management Committee at its December 14, 2017 meeting.

Sponsors: THE CHAIR
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Comptroller I'T Audit Activities - 2017
(as of 9/14/17)

Completed Audits:
1. Audit of 9-1-1 System Application Controls
o The report has been completed and will be submitted to the F&P on Sept. 20th

2. Audit of Department of Public Works License Plate Recognition System
o The report is in the draft phase of development

Initiated and Ongoing Audits:
1. Audit of the Citizen Relationship Management Application Controls

2. Audit of Data Center Controls

Upcoming Audits for 2017:
1. Enterprise-wide Information Technology Risk Assessment

» Consultant assisted — the RFP has been submitted to Purchasing and the project is
open for bidding

2. Audit of Network Security Controls — Penetration Testing end Scanring
e Consultant Assisted - the RFP is currently in development

3. Audit of the Land Management System
o Implementaticn and Change Control Management
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How to Send a Secure Encrypted Email to a recipient outside of the City
of Milwaukee email system:

1. Open anew email to compose a message the same way you would an ordinary email message.
If you’re replying or forwarding an email message, select reply or forward as you normally
would.

2. Add the term “SENDENCRYPT” (without quotes) by typing it after the existing subject line text in
the Subject Box while composing the email message.

a. Example:

Subject RE: how to send an email securely SEMDEMCRYPT

3. Once you have finished composing the email message as you normally would, click send.

1. The recipient will receive an email that looks like the following with a message attached.
a. Example:

You've received an encrypted message from Eulmm@milwaukee.gov
To view your message
Save and open the attachment (message.htmi), and follow the instructions

Sign in using the following email address: S gueekcoIn

B messagentmi -

2. The user should follow the directions by saving the attachment and opening it.
3. Once open, the user will receive a dialog that will allow them to either view the email by signing
in with a Microsoft account or using a one-time passcode.
a. The easiest method is to use a one-time passcode. When they select that they will
receive another email with a code to enter and then be able to view the original email.
b. If they have a Microsoft Online account they can use that as well.
4. Once they have entered the passcode or logged into a MS Online account, they will be able to
view and save the original email.




Instructions dated Feb 2017
Prepared by ITMD Information Services Support Team
Page 2
IMPORTANT NOTES:

e The purpose of sending encrypted email messages allows a sender to protect information during
the transmission and delivery of an email message. It should be used when an email message
contains Personally Identifiable Information (Pll) that should be protected. The City of
Milwaukee has no control over protecting the content once it is received and stored by a
recipient outside of the City of Milwaukee.

e The sent email message is stored in the sending user’s mailbox unencrypted.

e If you CC (Carbon Copy) a City of Milwaukee recipient on the email message they will receive the
email unencrypted. Only recipients outside the City of Milwaukee will receive the email
encrypted.

e [f you have any other questions or issues, please open a Request IT Support (RITS) ticket
(www.milwaukee.gov/RITS) or contact ITMD at x2777.
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Mobile Device Acceptable Use Policy

Purpose
Mobile devices are commonly being used in almost all departments to increase performance in the field

and extend communications beyond the office. The City is committed to provide and promote this

technology as appropriate to add value to the community by delivering high quality services at the

lowest possible cost.

Scope

This Policy establishes the rules and conditions for City-supplied cell phones and privately-owned

mobile devices being used to conduct City business. Mobile devices are defined as any electronic

device with the ability to transmit or receive data, text, and/or voice, via a cellular network. This

includes but is not limited to smartphones, cellular equipped tablets, laptops, and mobile hot-spots.

All City employees and contractors issued and accepting City mobile devices and services will be

expected to maintain compliance with this policy.

General Policy

1.

Department or division telecommunications coordinator will recommend who qualifies for a
City issued cellular device based on department needs.

. With proper authorization, a City employee may be issued multiple mobile devices with

enabled cellular service. Employees needing to connect multiple devices to either the Internet or
a cellular service provider should work with ITMD for alternative solutions and technologies.
Such technologies may include smart phone tethering or a temporarily assigned Mi-Fi access
point.

All City device service usage records produced by assigned mobile devices are property of the
City and managed by the City. Usage summary reports (i.e. number of minutes or GB of data
used) are distributed to department telecommunications coordinators regularly and are
periodically reviewed by ITMD. Detailed usage reports, including call history, are available to
any supervisor upon request by contacting ITMD.

Employees may use the device for incidental personal use, however a City mobile device is
intended for business use. They should be cautious about the merging of personal and work
activities on their devices. See other policies that may apply such as Email Use Policy and the
City of Milwaukee Internet Use guidelines.

If an employee elects to use his or her personal device for City business they should be made
aware that they could be required to share their usage in an open records request or in the event
of litigation. The City does not offer per-call reimbursement or provide stipends for personal
monthly cellular service usage.



6. Mobile devices that access email and other City services must be secured using passwords/pin.
Devices may not be “rooted” or “jailbroken” or have any software/firmware installed which is
designed to gain access to functionality not intended to be exposed to the user.

7. Employees must not load pirated software or illegal content onto their devices. If you are
unsure about any specific application, contact [ITMD.

8. Mobile device management software is used to enforce mobile device security requirements for
City-issued mobile devices and personal devices that access City resources. This software may
include the ability to require passwords, limit installation of software, push security updates,
locate the device, and remotely wipe (erase all data and reset to factory defaults) mobile
devices. A wipe removes everything on the device. The City of Milwaukee is not responsible
for any personal data on the device lost in this process.

9. Any non-City of Milwaukee e-mail, instant messaging, social media, or other accounts should
not be used to conduct City-related business. If an official record is received or generated using
text-messaging or any other third-party service, the employee must save the record to City
systems that are routinely backed up and archived to comply with open records laws.

10. Employees in possession of City-issued mobile devices are expected to secure the equipment
from loss or damage. If the cellular device is lost or damaged, the employee should report this
to ITMD. ITMD will remotely reset the cell phone to factory defaults (remote wipe the device)
and the device will be replaced with a device that is capable of performing similar City business
as the original device. There is no guarantee that such a replacement device will be the same
make or model device that was lost or damaged. Under circumstances where it is determined
that the employee is responsible for damage to, or misuse of, their issued mobile device,
disciplinary action may be taken.

11. Purchase of and billing for mobile devices and services will be coordinated by ITMD with the
department or division telecommunications manager. Purchases without the knowledge and
involvement of ITMD is not allowed for ITMD-supported departments.

12. In situations where job responsibilities include regular driving and acceptance of business calls,
hands-free equipment may be provided to facilitate the provisions of this policy. Under no
circumstances are employees required to place themselves at risk or break the law to fulfill
business needs. Employees who are charged with traffic violations resulting from the use of
their phone while driving will be responsible for all financial liabilities and associated penalties
that result from such actions.

Compliance

ITMD or the Department Telecommunications Coordinator will notify the Employee if there is a
compliance concern, so the Employee may rectify any inadvertent breaches of policy expeditiously.
Any continued or serious compliance concerns will be immediately referred to the Employee
supervisor for potential disciplinary action.



City records are prohibited from being permanently stored on a mobile device. Only copies of
documents may be stored on a mobile device for extended periods. City records (including documents,
photos, videos, or any other City record) created on a mobile device are to be transferred by the user as
soon as practical to City systems that are routinely backed up and archived.

City-issued mobile devices are City owned property. If the device is no longer needed for City
business, it is to be returned to ITMD. Mobile devices deemed excess property are re-sold through the
City's established excess property disposal procedures and methods. Departments or Divisions may not
sell, trade-in, or give-away new or used City cellular or communication devices.

Upon resignation or termination of employment, employees are expected to promptly return the mobile
device. Employees who separate from employment without returning City equipment or who incur
charges after separation may be subject to legal action for recovery of the loss.

Individual departments may have additional restrictions, based on specific needs or policies of the
department.

Enforcement

Any employee who is found to have violated this policy may be subject to disciplinary action, up to
and including termination of employment.



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.



SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Org Dept. Schedule Title Request Record Content & Purpose Retent.lon/ . Flngl. State Bo§rd Approval
# Type Location Disposition Required (Y/N)
No - The Board only wants
Leqislati This record series contains a book which is compiled on a biennial basis in accordance with Wis. Stat. to review one instance of
egisiative Biennial Election §7.22 (4). It contains election statistics and returns of all primaries and elections held from each ward. the record. Administratively,
130 Reference 06-0007 Renewal [Z. . . . . . . . L Permanent Permanent .
Books Biennials are made accessible to the public by posting on the City of Milwaukee Election Commission we can implement a
Bureau (LRB) webpage. schedule for our archival
retention.
The Election Commission will adopt use of the City's Global Schedule for Minutes. This record series No - The Board only wants
Legislative Board of Election includes Minutes of all official City of Milwaukee Boards, Commissions, Committees and Task Forces in thtg rr:;/(;er\év ‘X:jen:?nsi‘i:;igr
130 Reference 15-0007 Commissioners Renewal |accordance with the Milwaukee Code of Ordinances, Section 305-32-2a. All copies of minutes that are Permanent Permanent e car.1 implement a y
Bureau (LRB) Meeting Minutes maintained by Qty departments are for reference purposes only. Minutes are to be sent directly to LRB schedule for our archival
by staff of official bodies upon approval. retention.
This is a new record series as a result of Common Council legislation (Resolution #151803) creating a program for
the public to obtain free, postage paid envelopes in which they are able to fill with unwanted/unused medication
and mail to a Milwaukee Police Department central collection location. This 2-year pilot program was created in
December of 2016.
Reports contained under this program include a USPS generated tracking report of envelopes that have been
mailed. Information contained in this report includes, but is not limited to, unique USPS generated barcode
number, transaction number, mailing date, mailer ID number, destination zip code, total postage, and date
processed for payment. This report is run by staff in the City Clerk’s Office on a weekly basis to track statistics for
what location the envelope was picked up from and to track the quantity of envelopes per location.
Common Drug Mail-Back Pilot The Milwaukee Police Department’'s (MPD) central collection location receives all the envelopes mailed in the City | Event (End of
133| Council/ City | 17-0027 Proaram Reports New [of Milwaukee. Reports generated from MPD track the package serial number, delivery date, staff member name Program) + 7 Destroy Yes
Clerk Lrogram Reports who received the package, weight, box #, and destruction date individually for envelopes picked up from MPD Yrs./ Office
district locations, Milwaukee CVS Pharmacy locations, and the Milwaukee Metropolitan Sewerage District.
MPD also fills out a Registrant Record of Controlled Substances Destroyed form for the US Department of Justice-
Drug Enforcement Administration each time they have a batch ready for destruction along with a Memorandum
containing a summary.
The City of Milwaukee’s Treasurer’s Office is responsible for tracking the postage costs associated with providing
this pilot program free of charge to the public. A monthly bank statement for this account is downloaded, and filed
with other bank statements and reconciliations which are maintained under Treasure’s schedule D00-0045
Financial Services Operations Files where it is maintained for the Current year + 7 Yrs.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
Or Dept. Title Record Content & Purpose . . iy .
g P # Type P Location Disposition Required (Y/N)
This is a new record series created as a result of a change in City Mail Room operations. The City Mail
Room stopped metering mail on site on September 29, 2016. This function was turned over to an
Document Mail Room Lo outside vendor who comes in twice a day to retrieve mail trays and tubs from the Mail Room to take to Current + 1 Yr/
156 . 17-0026 ~almoom Lod New |their place of business to apply postage to the mail pieces. The Mail Room tracks how many trays and , ' Destroy Yes
Services Sheets . . S . . Office
E— tubs were sent on a daily basis for verification purposes when the vendor sends a driver to pick up the
mail. These log sheets contain the date, total number of trays and tubs sent to the vendor, and the
vendor's name, address and contact information.
No - The Board only wants
Document Food Establishment The record series includes restaurant plans from completed restaurant construction and remodeling thtg rrg;'(')er:’jv c;::ier’r:innsit;:aii/gr
156 . 17-E001 , New |jobs. (See Health Dept. Schedule for full description) These records will be scanned upon receipt in Permanent E-Vault s ¥
Services Inspection Plans i q i d maintained i E-Vault we can implement a
e records center and maintained permanently on E-Vau schedule for our archival
retention.
No - The Board only wants
This records series includes appeals for variances filed by petitioners from orders and denials by the to review one instance of
Standards and . . . . . . o
Document Department of Neighborhood Services. Files consist of order and denial letter from which appeals the record. Administratively,
156 . 73-0263 Appeals Cases- Renewal ) ) . , L Permanent Permanent .
Services Decisions were filed, correspondence, surveys, plans, drawings, photos, and original variances or decisions of the we can implement a
— Commission and other pertinent information. schedule for our archival
retention.
This schedule is being amended to reflect the inclusion of daily and weekly transaction reports, and to
indicate the change in procedure to operations in the City Mail Room. Since the department stopped
metering mail on site 9/29/2016, these reports are no longer generated thus this schedule will become
Document Daily Postage obsolete and be deleted 12/31/2021 when retention is up on the last report. Reports include Current + 7 Yrs./ Destroy
156 ) 98-0002 ; Amend . " . : , L Yes
Services Transactions transaction account numbers, dates, charges & fees for mailing, counts of pieces of mail metered for Office Confidential
each department, and total costs. A sticker printed by the mail meter machine is affixed to the report
showing available funds balance in the mail meter machine as well as what amount was used for the
day.
. , . . . Event (Date of
Election This record series contains computer-generated reports based on data from the voting machine of the Election) + 10
170 o 03-0025 | Official Canvass | Renewal |official election results, including votes for each candidate in each ward. Wisconsin Stat. §7.23 (1)(i) . Destroy Yes
Commission E— . Yrs. | City
governs the retention on these records. Records
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
# . . . o .
Org Dept # Title Type Record Content & Purpose Location Disposition Required (Y/N)
This schedule is being amended to include non-partisan poll lists and to revise retention per Wis. Stat.
§7.23(1)(e) which governs the destruction of these records. This record series (from the year 2000 and
forward) contains poll lists for partisan and non-partisan elections. The poll list is an alphabetical listing | Event (Date of
Election : of registered voters, which are annotated with sequential numbers to show who voted. Following each | Election) + 1 Yr. Destroy
|10 Commission 06-0001 Poll Lists Amend election a copy of the poll list is sent to Milwaukee County Election Commission.  Information 10 mos./ City Confidential Yes
contained on these records includes, but is not limited to, ward number, name of voting location, Records
election date, signature of election inspectors, number of votes cast, number of voters listed, first,
middle and last name of registered voters, address of voter, and voter registration number.
No- schedules being
; ; - ; : : ; deleted are sent as a list to
Election Poll Lists (Non- Delete/ This schfedule is tc? be delgted as Wis. Statl. §7.23 (1)(§) does not differentiate retelntlon for partisan vs Eve-nt (Date of Destroy the State Records Center,
10( 170 o 06-0002 4—. non-partisan election poll lists. All current inventory will be transferred and maintained under schedule | Election) + 2 Yrs. o .
Commission Partisan) Superseded . . Confidential but do not require
D06-0001. See same schedule for description of record. [Office Committee or Board
approval.
This record series includes notifications sent to the City of Milwaukee Election Commission from the
Election Notice of Convicted Department of Corrections for the purpose of inactivating a voter's registration record in the Statewide Event (Election Destro
11170 oy 06-0004 Renewal [Voter Registration System (SVRS) because of their status as outlined in Wis. Stat. §6.03 (1)(b). These , y_ Yes
Commission Felon Status . . . . . . . L Day) Confidential
notifications are received prior to every election in the City of Milwaukee. The lists are maintained
Election Day only. The list contains voter's name, alias name, if any, address and separation date.
This record series contains a list of all polling locations for each City election dating back to 1972. The
121170 Election 06-0005 Polling Location Renewal books are used at polling sites by workers to direct voters to the correct voting locations. Information | Event (Revision [ Transfer to City Ves
Commission Books contained in the books include a listing of the polling sites by district and ward number, and building to books) Archives at MPL
and street address of each location.
No- schedules being
Election This schedule is to be deleted as it was a finite series of election punch cards from the 1930s and Transfer to Cit ?EéetsiitaereR:EQ: dass g;:tztro
131170 o 06-0006 Punch Cards Delete [1940s. These records were transferred to the City Archives at MPL in 2008. At that time the records N/A . Y . ’
Commission Archives at MPL but do not require

were obsolete and are no longer generated.

Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|0rg Dept. 4 Title Type Record Content & Purpose Location Disposition Required (Y/N)
This record series contains a book which is compiled on a biennial basis in accordance with Wis. Stat.
14170 Election 06-0007 Biennial Election Renewal §7.22 (4). It contains election statistics and returns of all primaries and elections held from each ward. |Creation + 2 Yrs./| Transfer to City Ves
Commission Books Biennials are made accessible to the public by posting on the City of Milwaukee Election Commission Office Archives at LRB
webpage.
The Election Commission will adopt use of the City's Global Schedule for Minutes. This record series ,
Election Board of Election includes Minutes of all official City of Milwaukee Boards, Commissions, Committees and Task Forces in| Event (Approval N;;;zzzt;vae?jogtl?gallfigf
15170 o 15-0007 Commissioners New |accordance with the Milwaukee Code of Ordinances, Section 305-32-2a. All copies of minutes that are of Meeting | Transfer to LRB
Commission ; ; L . , . , not need to be presented to
Meeting Minutes maintained by City departments are for reference purposes only. Minutes are to be sent directly to LRB Minutes) the Board.
by staff of official bodies upon approval.
No- schedules being
Election Rating Card for . . 'ns St Rocords entr,
16( 170 o 70-0097 Election Official Delete |This schedule is to be deleted as these records are obsolete and no longer generated. N/A N/A . ’
Commission . but do not require
Exam (Inactive) Committee or Board
approval.
This record series contains applications used to hire Election Inspectors or Chief Election Inspectors.
Forms are filled out on the City of Milwaukee Election Commission Website and sent electronically to
Aoplication for the Election Commission office for review and selection. Applications are printed and the information is Event (Receipt of
Election h. — entered into the HRMS database and the paper documents are stored in the office. Basic information L Destroy
17(170 oy 70-0098 Election Official Renewal . L . - : ) . Application) + 90 L Yes
Commission ” contained on these applications includes, but is not limited to, first, middle & last name, date of birth, , Confidential
Position . . L Days / Office
phone number, address, current employment information (employer name, address, duties, job title,
length of employment), and other related questions to voter eligibility and preferences for working
locations based on which position the person is applying for.
No- schedules being
' Board of Election . . . o ' . . deleted are sent as a list to
18] 170 Election 790044 m Delete/ |This schedule is to be deleted and the Election Commission will adopt use of the City's Global Creation + 1 Yr./ Transfer to LRB the State Records Qenter,
Commission —— | Superseded [Schedule G15-0007 for Minutes- City Boards, Commissions, Committees and Task Forces. Office but do not require

Meeting Minutes

Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . s .
g P # Type P Location Disposition Required (Y/N)
No- schedules being
Department of This custodial change from DCD/NIDC Division 192 to DCD Division 191 reflects that DCD transferred to another
City . S . . . o
Develooment Reiected Loan Custodial consolidated all of its division numbers under 191. This record series includes client loan applications Current + 1 Yr. / Destro division are sent as a list to
19( 191 P ) 14-0007 nejectec Loan. for City or Federally funded housing rehabilitation loan and grant programs for clients who do not , ' ooy the State Records Center,
(DCD) - Housing Applications Transfer . : : Office Confidential .
& Neiahborhood receive a loan or grant from such programs. Records may include income and tax documents but d9 not require
g submitted by applicants. Committee or Board
Retirees receiving early or disability retirement allowance, and who are subject to an outside earnings
limitation, pursuant to Chapter 36 of the Milwaukee City Charter, are required to report to ERS (on an
Employe's Earnings Limitation annual basis), all income he/she receives in addition to their retirement allowance. This record series Event (Death of Destro
201287 | Retirement 02-E008 Records Amend |includes outside earnings limitation records consisting of submissions of the federal tax return, any Member) + 10 Conf den)t/ial Yes
System (ERS) I income reporting forms, schedules and income tax return attachments, along with the Outside Earnings|  Yrs. -Office
Certification form. Documents will be imaged and maintained in Merits (ERS Pension information
management system).
Retirees receiving early or disability retirement allowance, and who are subject to an outside earnings
limitation pursuant to Chapter 36 of the Milwaukee City Charter are required to report to ERS (on an No - The Board only wants
annual basis), all income he/she receives in addition to their retirement allowance. This record series to review one instance of
Employe's Eaminas Limitation includes outside earnings limitation records consisting of submissions of the federal tax return, any Fiscal Year / ERS Destro the record. Administratively,
211287 | Retirement 02-S008 Rqecor ds Amend |income reporting forms, schedules and income tax return attachments, along with the Outside Earnings| + 1 Yr./ City Conf den)t,ial we can implement a
System (ERS) — Certification form. Per. Wis. Stat. §137.20 records will be imaged into the ERS Merits (information Records schedule for our retention
management system) software stored on the ERS server. Paper records will be kept until the end of of paper records being
the fiscal year plus one year. Server tapes are continuously backed-up on a regular cycle and stored scanned.
offsite. Digital records will be indexed under the retiree's Person ID Number.
No- schedules being
! deleted are sent as a list to
Employe's ERS Timecard | Deletel |This schedule is to be deleted, and ERS will adopt use of City-wide Global Schedule for Time Keeping | C°eM * 2 YS/ 1 pogiroy | the State Records Center,
221287| Retirement 04-0029 . . Office + 5 Yrs./ o .
Records Superseded |Records and all current inventory will be transferred to Schedule D10-0025. Confidential but do not require
System (ERS) Records Center Committee or Board

approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
# . . . o .
Org Dept # Title Type AL I (T Location Disposition Required (Y/N)
Employe's No - Depts. adopting use of
23287|  Retirement 10-0025 Time Keeping New ERS will adopt use of City-wide Global schedule for Time Keeping Records. Records previously Fiscal Year + 2 Destroy pre-approved Globals do
Records maintained under Schedule D04-0029 will be transferred to this schedule. Yrs./Office Confidential  |not need to be presented to
System (ERS) the Board.
Event (Results of
Emplove's This record series includes paper ballots used by ERS to conduct periodic elections for members of the | the Election or
.p y ERS Pension Board Annuity & Pension Board. The election ballots include the name of the candidates and reflect a vote for|until all objections
241287 Retirement 04-0040 ) Renewal . : . o Destroy Yes
Election Ballots a candidate. Candidates have 30 days from the date the election results have been certified by the & appeals have
System (ERS) . . . . -
City of Milwaukee Election Commission to initiate a challenge. been resolved) +
90 days/ Office
This record series may include but is not limited to the following: pension benefit calculations and
adjustments, certified official documents (social security cards, marriage certificates, birth/death
certificates, name changes, DD-214, etc.), probate documents, family or civil court paperwork, group .
o . : . L . Event (Final
life insurance documents, tax withholding documents, membership application, separation of Pavment issued
Employe's employment reports, pension beneficiary forms, and miscellaneous correspondences and tsc/) member Destrov Under
25(287( Retirement 06-E012 | Member Case Files | Amend [documentations. As of 2006, this series includes records previously maintained under “Active Member SUMvIvor ’ Sy e?'lvision Yes
System (ERS) Case Files” (D06-M009), “Deferred Member Case Files” (D06-M010), and “Retired Member Case Files” beneficiar )'+ 10 P
(D06-M011). Commencing in August 2007, this record series includes the Global Pension Settlement Vrs Of)Fice
Consent forms (previously maintained under retention schedule D02-0010). ERS to purge the '
electronic record 10 years after the final payment is issued (includes member, survivor and
beneficiary).
No- schedules being
Employe's _ deleted are sent as a list to
261287 | Retirement 06-E009 ACtIYe Member Qase Delete/ This schedule is to be deleted and all records transferred to schedule D06-E012 Member Case Files. Permanent Transfer to D06-| the State Records (.Jemer’
Files- Electronic | Superseded E012 but do not require
System (ERS) Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
No- schedules being
! deleted are sent as a list to
Emlploye ¥ Defered Member Delete/ : . . Transfer to D06-| the State Records Center,
271287| Retirement 06-E010 Case Files- Superseded This schedule is to be deleted and all records transferred to schedule D06-E012 Member Case Files. Permanent E012 but do not require
System (ERS) Electronic Committee or Board
approval.
No- schedules being
Employe's Retired Member Delete/ Transfer to (:ELEtSetitzreR:sg: dis g;:ﬁtetro
281287 | Retirement 06-E011 Case Files- Superseded This schedule is to be deleted and all records transferred to schedule D06-E012 Member Case Files. Permanent schedule D06- but do not require ’
System (ERS) Electronic E012 Committee or Board
approval.
This schedule is changed to reflect microfilming is no longer used, but rather scanning. Title changed
from “Member Case Files Loose Batched Paperwork” to “Member Case Files”. This record series may
include but is not limited to the following: pension benefit calculations and adjustments, certified official No - The Board only wants
documents (social security cards, marriage certificates, birth/death certificates, name changes, DD- to review one instance of
Employe's 214, etc.), probate documents, family or civil court paperwork, group life insurance documents, tax Event (scan & Destro the record. Administratively,
29(287( Retirement 06-S012 | Member Case Files | Amend [withholding documents, membership application, separation of employment reports, pension index in Merits) + Conf den)t,ial we can implement a
System (ERS) beneficiary forms, and miscellaneous correspondence and documentations. As of 2006, this series also| 90 Days- Office schedule for our reterjtion
includes records previously maintained under “Active Member Case Files” (D06-E009), “Deferred of paper records being
Member Case Files” (D06-E010), and “Retired Member Case Files” (D06-E011). Commencing in scanned.
August 2007, this record series also includes the Global Pension Settlement Consent forms (prior
retention schedule D02-0010).
No- schedules being
! : deleted are sent as a list to
Emlploye S Active Member Case| Delete/ |[This schedule is to be deleted when retention is up on the oldest series of records. Future records will 'Event (Scanmng Destroy the State Records Center,
301287 | Retirement | 06-M009 , L . into Merits) + 120 o .
Svstem (ERS Files Superseded |be maintained under Schedule D06-S012 Member Case Files. Davs/ Offi Confidential but do not require
ystem (ERS) ays/ Liiice Committee or Board
approval.
No- schedules being
! : deleted are sent as a list to
Emlploye S Deferred Member Delete/ [This schedule is to be deleted when retention is up on the oldest series of records. Future records will !Event (Spanmng Destroy the State Records Center,
311287| Retirement | 06-M010 , e . into Merits) + 90 o .
Case Files Superseded |be maintained under Schedule D06-S012 Member Case Files. , Confidential but do not require
System (ERS) days /Office Committee or Board

approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
# . . . o .
Org Dept # Title Type AL I (T Location Disposition Required (Y/N)
No- schedules being
: : deleted are sent as a list to
Emlploye S Retired Member Delete/  [This schedule is to be deleted when retention is up on the oldest series of records. Future records will !Event (§canmng Destroy the State Records Center,
321287 Retirement | 06-MO011 , e . into Merits) + 90 o .
Svstem (ERS Case Files Superseded [be maintained under Schedule D06-S012 Member Case Files. p o Confidential but do not require
ystem (ERS) ays - Uitice Committee or Board
approval.
No- schedules being
Employe's deleted are sent as a list to
33| 287| Retirement 73-0303 Correspondence, Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will |Creation + 7 Yrs./| Transfer to D06-| the State Records Center,
Svstem (ERS Misc. Superseded |be maintained under Schedule D06-S012 Member Case Files. Office E012 but do not require
ystem ( ) Committee or Board
approval.
Smployes (Se aE;/t?Q; from Destro Nor- Dep:s. agogltin: lusg .
341287 Retirement 11-0035 Personnel File New  |ERS will adopt use of City-wide Global schedule for Personnel Files. . P SOy pre-approveq sloba's o
System (ERS City Employment)| Confidential |not need to be presented to
ystem ( ) +8Yrs. the Board.
Evgnt No- schedules being
Employe's . This schedule is to be deleted, and ERS will adopt use of City-wide Global Schedules for Personnel (Separatlon from deleted are sent as a list to
. ERS Inactive Delete/ | .. . . . : . City Employment) Destroy the State Records Center,
35287 Retirement 99-0135 Files and Personnel Files- Medical. All current inventory will be transferred to corresponding Global . o .
System (ERS Personnel Records | Superseded Schedu +5Yrs. [Office | Confidential but do not require
ystem ( ) cheaule. +10 Yrs./City Committee or Board
Effective 2017, records previously maintained under schedules 07-E026 Medical Records, and 07-
E027 Medical Records Loose Batched Paperwork (Electronic) will be transferred to this schedule. This
record series includes, but is not limited to, application for disability retirement, healthcare provider
medical records, authorization for release of information forms, worker's compensation medical claim
Employe's Case Management file, employment-related information, certified official documents, administrative appeal/circuit court Event (Death of Destrov Under
36|287| Retirement 17-E020 anad New [documents (generated should the employee's application be denied or member is de-certified upon Member) + 10 yur Yes
Claim Files . X o : . : - L . Supervision
System (ERS) periodic medical re-examination), medical reports (i.e. medical examination by personal physician, Yrs. Office

physician statement and independent medical examination report), reports of the Medical Council and
Medical Panel, and any related correspondence pertaining to a member's disability retirement claim.
Per Wis. Stat. §137.20 the documents are imaged and indexed under the retiree's Person ID number in
Merits (ERS information management system) on the ERS server.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
No- schedules being
Employe's This schedule is to be deleted and transfer all records to schedule D17-E020 Case Management Claim deleted are sent as a lst to
. . Delete/ |- . . . i , Transfer to D17-| the State Records Center,
37|1287| Retirement 07-E026 | Medical Records Superseded Files, which consolidates and transfers all previous separate schedules relating to various types of Permanent £020 but do not require
System (ERS) disability retirement/medical records. Committee or Board
approval.
. No- schedules being
Employe's Wedical Records. This schedule is to be deleted and transfer all records to schedule D17-E020 Case Management Claim deleted are sent as a lst to
. Loose Batched Delete/ | . . . . i , Transfer to D17-| the State Records Center,
38|1287| Retirement 07-E027 = Files, which consolidates and transfers all previous separate schedules relating to various types of Permanent .
Paperwork Superseded | ——" .. . : E020 but do not require
System (ERS) Electronic disability retirement/medical records. Committee or Board
approval.
This is a new schedule created to operation consolidation of member files. Effective 2017, records
previously maintained under schedules D97-0062, D97-0063, D99-0118, D99-0124, D07-0026, DO7-
0027, will be transferred to this schedule. This record series includes, but is not limited to, application
for disability retirement, healthcare provider medical records, authorization for release of information No- The Board only wants
, forms, worker's compensation medical claim file, employment-related information, certified official . to review one instance of
Employe's L o , Event (Final the record. Administratively,
. Case Management documents, administrative appeal/circuit court documents (generated should the employee's . e Destroy .
39287 Retirement 17-S020 — New o , : " -~ . o . Disposition) + 90 o we can implement a
System (ERS) Claim Files application be denied or member is de-certified upon periodic medical re-examination), medical reports davs/ Office Confidential schedule for our retention
y (i.e. medical examination by personal physician, physician statement and independent medical y of paper records being
examination report), reports of the Medical Council and Medical Panel, and any related scanned.
correspondence pertaining to a member's disability retirement claim. Per. Wis. Stat. §137.20 records
will be imaged into the ERS Merits (information management system) software stored on the ERS
server. Server tapes are continuously backed-up on a regular cycle and stored offsite.
No- schedules being
: ; deleted are sent as a list to
Emlploye S . Delete/  [This schedule is to be deleted when retention is up on the oldest series of records. Future records will !Event (Spannmg Destroy the State Records Center,
40(287| Retirement 07-0026 | Medical Records L - into Merits) + 90 L .
Svstem (ERS Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. davs [Off Confidential but do not require
ystem ( ) ays /oice Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
No- schedules being
. . . deleted are sent as a list to
Em.ploye S Medical Records Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will Event (Spanmng Destroy the State Records Center,
411287 Retirement 07-0027 Loose Batched L o into Merits) + 90 L .
System (ERS P k Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. davs] Off Confidential but do not require
ystem (ERS) Paperwork ays/ Utlice Committee or Board
approval.
No- schedules being
. o Event (Closure of deleted are sent as a list to
Em.ploye S .Dlsabmt Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will | File) + 2 Yrs. - Destroy the State Records Center,
42(287| Retirement 97-0062 | Reviews/Appeals o o . o .
Svstem (ERS Closed Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. Office /5 Yrs.- | Confidential but do not require
ystem (ERS) Llosed City Records Committee or Board
approval.
No- schedules being
Employe's deleted are sent as alist to
. Medical Files- Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will the State Records Center,
43(287| Retirement 97-0063 - L - N/A N/A .
Svstem (ERS Inactive Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. but do not require
ystem ( ) Committee or Board
approval.
No- schedules being
Employe's deleted are sent as a list to
. Medical Files- Not Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will the State Records Center,
441287 Retirement 99-0118 , L L N/A N/A .
Svstem (ERS Pertinent Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. but do not require
ystem (ERS) Committee or Board
approval.
No- schedules being
Employe's deleted are sent as a list to
. Medical Files- Delete/ | This schedule is to be deleted when retention is up on the oldest series of records. Future records will the State Records Center,
45)287| Retirement 99-0124 . L L N/A N/A .
System (ERS) Duplicates Superseded |be maintained under Schedule D17-S020 Case Management Claim Files. but do not require

Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
# . . . o .
Org Dept # Title Type AL I (T Location Disposition Required (Y/N)
No- schedules being
Employe's Personnel Deduction Creation + 1 ?EletscidtareRsen:dasg l:ftt tr0
46(287| Retirement 65-0033 , Delete [This schedule is to be deleted as these records are obsolete and no current inventory exists. , Destroy ¢ vlate ecords Lenter,
Svstem (ERS Status Notice Yr./Office but do not require
ystem (ERS) Committee or Board
approval.
This schedule is to be deleted. No current inventory exists. Prior to 2012, ERS was the FICA reporting No- schedules being
Employe's Continuation Sheet agent for the City of Milwaukee. After 2012, the Comptroller's Office took over the responsibilities and . deleted are sent as a list to
. . . . , . . L N Fiscal Year + 5 Destroy the State Records Center,
471287 Retirement 69-0080 | for Schedule A of Delete |duties as the City of Milwaukee's FICA reporting agent. This record series includes Continuation Sheet Vrs /Office Confidential but do not require
System (ERS) Forms... for Schedule A of Forms 941, 941-M, 941-SS or 943 Report of Wages Taxable under FICA and related ' Committee or Board
Data. approval.
Milwaukee No- schedules being
Police deleted are sent as a list to
481339| Department | 07-0005 Digital Audio/Video | Delete/ |This schedule is to be deleted and all records will be transferred and maintained under schedule DO7- |Creation + 1 Day/ Destroy the State Records Center,
MED Aut Storage Records | Superseded [E005 Police Squad Audio & Video Recordings. MPD Confidential but do not require
( ) Au 9 Committee or Board
Data Processing approval.
All property ownership in the City of Milwaukee must be registered with the Department of
Department of Neighborhood Services, except owner-occupied single family, duplexes, or condominium units. .
Neighborhood Property Registration Applications include tax key numbers, all owners' names, and the name, address Creation + 2 Yrs./
49| 360 | 09 00-E001 |Property Registration| Amend | oPory "ed pplicatior y 5@ ames, & |DNS +98 Yrs. /E{|  Destroy Yes
Services (DNS) - and phone number of an authorized contact person. Applications may include number of units, owners Vault
Administration address and phone number. Due to the long term retention of these records, per Wis. Stat. §137.20,
the original paper will be scanned into the E-Vault.
All property ownership in the City of Milwaukee must be registered with the Department of Event (scan & No - The Board only wants
Department of Neighborhood Services, except owner-occupied single family, duplexes, or condominium units. . to review one instance of
. L o ) perform quality the record. Administratively,
Neighborhood T Property Registration Applications include tax key numbers, all owners' names, and the name, address . .
501 360 . 00-S001 |Property Registration| Amend . L . . .|control operations Destroy we can implement a
Services (DNS) - and phone number of an authorized contact person. Applications may include number of units, owners

Administration

address and phone number. Due to the long term retention of these records, per Wis. Stat. §137.20,
the original paper will be scanned into the E-Vault.

onimages) + 3
Mo./ City Records

schedule for our retention
of paper records being
scanned.
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
# . . . o .
Org Dept # Title Type AL I (T Location Disposition Required (Y/N)
E:Fahrgg;r:o(j This record series consists of folders pertaining to buildings moved to other locations (inside or outside Transfer to MPL
.g Condemnation the City of Milwaukee), buildings condemned by the Department of Neighborhood Services and Creation + 15 | to screen for
511360 | Services (DNS) -| 70-0011 Renewal ; . . . L Yes
Records subsequently razed. Records include photos, Orders, bills, receipts, approvals and legal paperwork Yrs. | Office historic value
Standards & . . . .
pertaining to collections, judgements and liens. (MPLSCREEN)
Appeals
Department of This record series includes appeals for variances filed by petitioners from orders and denials by the .
Neighborhood Standards and . . . . . ) , Transfer to City
. Department of Neighborhood Services. Files consist of order and denial letter from which appeals Creation + 7 Yrs./ . )
52| 360 | Services (DNS) -| 73-0263 | Appeals Cases- Renewal . . . . o , Archives at City Yes
. were filed, correspondence, surveys, plans, drawings, photos, and original variances or decisions of the Office
Standards & Decisions . . ) . Records Center
Commission and other pertinent information.
Appeals
Department of No- schedules being
Neighborhood Order to Correct- Delete/ Creation + 1 Yr./ ciﬁ(laetsetitzreR:SQ:dassg;i]stLtro
53| 360 | Services (DNS) -| 80-0001 This schedule is to be deleted as it is superseded by Schedule 70-0011 Condemnation Records. . ' Destroy . ’
Razed Structures | Superseded Office but do not require
Standards & Committee or Board
Appeals approval.
Department of
Neighborhood Photoaranhs- Code This record series contains photographs which are used for housing maintenance- code violations to Creation + 5 Yrs./
541360 |Services (DNS) -| 80-0004 q p. Renewal |[secure enforcement and aid in prosecution. They are no longer of value after a period of time due to , ' Destroy Yes
Violations . e . Office
Standards & changes in conditions and demand of courts for current evidence.
Appeals
Department of . This record series contains completed violation letters, referrals, and chronological inspection reports.
Neighborhood Completed Building . . L . . .
. ” These may include inspector notes, communications, and data that includes name, address, violations, | Creation + 5 Yrs./
551360 |Services (DNS) -| 82-0041 Maintenance Renewal . . . . . . , Destroy Yes
Standards & Inspection File and other pertinent information. They are no longer of value after a period of time due to changes in Office
mnspection tie conditions and demand of courts for current evidence.
Appeals
I:\Records\CIMC AGENDAS\CIMC 2017\September 2017\CIMC Report 1 for 6-8-17 meeting- CANCELLED Page 12




SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
This record series contains accounting stubs for invoices issued by the Health Department. The Health
Dept. issues invoices for food, tattoo, and weights & measures inspections. These list the vendor
name, invoice number, amount due/amount paid and description of service. Another type of invoice is .
Health Dept./ , . . Creation + 7 Yrs./
56| 381 Accountin 04-0001 | Accounting Stubs | Amend |for a lead abatement permit stub that the contractor purchases. It lists the name of the contractor and Office Destroy Yes
g the permit number. The cash is deposited with the City Treasurer on form CBP-200 Deposit to City
Treasurer, and detail for the accounting stubs are summarized on a departmental report of cash
receipts.
Event No - Depts. adopti f
e (Separation from 0 - Lepts. adopiing Use o
571381 Health ert. / 11-0036 w New |The Health Department will adopt use of the Citywide Global Schedule for Personnel Files- Medical. | City Employment) De_stroy_ pre-approved Globals do
Admin Medical +8Yrs/ Cit Confidential |not need to be presented to
rs./ity the Board.
Records
No- schedules being
Hgilr::uDrsg:./ Aoplication Close This schedule will be deleted as these records are obsolete. The form was discontinued in 2015. The | Creation + 1 Yr.- ?ﬁ;etsetigzzgg: dass (?e:l:ttetro
58| 381 . 60-0018 PP ; Delete |Application Close Out Sale License are no longer generated and no current inventory exists under this | Office / 3 Yrs. - Destroy . ’
Environ- mental QOut Sale License hedul Citv Record but do not require
Health schedule. Ity Recoras Committee or Board
approval.
This schedule will be deleted as these records are obsolete. The form was mailed out for the purpose No- schedules being
Health Dept. / Immunization, First of acquiring information concerning the first immunization status of newborn infants in the City of Destro ?Ef;igi:gg: dass g;:ttetro
59| 381 | Disease Control | 73-0030 | Registry Orig 1965- | Delete |Milwaukee. Form H-40 is no longer generated, and no current inventory exists under this schedule. N/A : y_ . ’
. . o . . Confidential but do not require
Env. Health 1967 The program was originally funded by the U.S. Public Health Service in 1965, and funding ceased in Committee or Board
1967. approval.
This schedule will be deleted as these records are obsolete. This form was mailed out for the purpose No- schedules being
Health Dept. / Immunization Status, of acquiring information concerning the immunization status of one year old infants in the City of Destro ?Egetsiitaerestg: dass g;:tztro
60| 381 | Disease Control | 73-0031 | First Yr. Reqistry Delete |Milwaukee. Form H-41 is no longer generated, and no current inventory exists under this schedule. N/A Confiden)tlial but do ot reguire ,

Env. Health

Orig 1965-67

The program was originally funded by the U.S. Public Health Service in 1965, and funding ceased in
1967.

Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
This schedule will be deleted as these records are obsolete. This record was a form for the compilation No- schedules being
Health Dept. / Immunization History of first |m.mun|zat|9n status of newborn infants and |mmun|za.t|on gtgtgs of gne year old infants in the deleted are sent as a list to
. ; City of Milwaukee; and contracts made by the Health Education Division with parents of newborn and Destroy the State Records Center,
61] 381 | Disease Control | 73-0032 | Newborn & First Yr. | Delete . . . . . N/A L .
Env. Health Oria 1965-67 one year old infants. Form H-1104 is no longer generated, and no current inventory exists under this Confidential but do not require
' =19 190957 schedule. The program was originally funded by the U.S. Public Health Service in 1965, and funding Committee or Board
ceased in 1967. approval.
This record series includes restaurant plans from completed restaurant construction and remodeling
jobs. Plans contain an architectural drawing of the facility. Plans are received from all food operations
involving new construction or major remodeling. The information reviewed by the Health Department
includes the overall layout, equipment location, plumbing fixtures, restrooms, storage and room
finishes/materials.  After reviewing the plans a plan letter is generated that is sent to the architect,
Health Dept./ contractor or operator. These records are used on an as needed basis to verify the facility and Event (Final Transfer to City | Yes- Resubmission as
Consumer Food Establishment equipment requirements that were communicated to the operator at the time of licensing. They verify ven. (Fina Records / E- | rejected initially because of
62] 383 . 17-S001 ; New . . e . . Inspection) + 30 .
Environ- mental Inspection Plans what was approved by plan review personnel at the time of initial licensing or major remodeling of the Davs /Offi Vault permanent retention
Health establishment. For example, an inspector does a routine inspection and finds that the kitchen has ays /uthice (Permanent) request
grease producing equipment such as a grill that is not located below a ventilation hood. This would be a
violation. The owner tells the inspector that he was approved to open like this 5 years ago and none of
previous inspectors has ever said anything. The inspector would then check the archived records
showing the equipment layout and hood to see if the owner’s story is accurate. The paper records will
be imaged and stored on E-Vault; per Wis. Stat §137.20, the original paper records will be retained for
3 months after imaging and quality control, then destroyed confidentially.
Event No - Depts. adopti f
. (Separation from 0 - Uep's. adopling Use 0
63501 Dept. of Public 11-0035 Personnel File New  |DPW will adopt use of the City-wide Global schedule for Personnel Files. City Employment) De.stroy_ pre-approved Globals do
Works (DPW) - + 8 Yrs/Ci Confidential |not need to be presented to
rs./City the Board.
Records
Event No - Depts. adopti f
. . (Separation from 0 - epts. adopling use 0
64 (501 Dept. of Public 11-0036 —Personngl Files New  |DPW will adopt use of the City-wide Global schedule for Personnel Files- Medical. City Employment) De.stroy_ pre-approved Globals do
Works (DPW) Medical _ Confidential |not need to be presented to
+8 Yrs/ City the Board.
Records
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SCHEDULES FOR CIMC REVIEW -

SEPTEMBER 14, 2017 REPORT #1 (Original 6-8-17 meeting) -- CART approved May 2017

Schedule . Request Retention/ Final State Board Approval
#|Or Dept. Title Record Content & Purpose . . o .
g P # Type P Location Disposition Required (Y/N)
No- schedules being
This schedule is to be deleted as DPW will adopt use of the City-wide Global schedules D11-0035 Event deleted are sent as a list to
651501 Dept. of Public 78-0128 Personnel Folder- Delete/ |Personnel Files and D11-0036 Personnel Files- Medical. All current inventory will be transferred and (Termination) + MPLSCREEN the State Records Center,
Works (DPW) DPW Executive [ Superseded |maintained under the Global Schedules. It has been determined that these schedules should not be 20 Yrs./ City but do not require
sent to MPL for screening and this schedule will be removed from MPL-862 as well. Records Committee or Board
approval.
No- schedules being
. . . T . deleted are sent as a list to
Dept. of Public Personnel Folder- Delete/ This schedu!e is to be deleted as DPW wiill gdopt usg of the Clty-W|d§ Global schedules D11-0035 Event (Final Destroy ihe State Records Center,
66( 501 78-0195 Personnel Files and D11-0036 Personnel Files- Medical. All current inventory will be transferred and Entry) + 5 Yrs./ o .
Works (DPW) DPW Superseded |[— ained under the Global Schedu Citv Record Confidential but do not require
maintained under the Global Schedules. ity Records Committee or Board
approval.
No - The Board only wants
This record series contains a list of all polling locations for each City election dating back to 1972. The to review one instance of
. i i [ i [ [ i . i . ini i )
671862 | MPL Archives | 06-0005 Polling Location Renewal bookg are }Jsed at polllr?g sites bylwprkers to dlregt votlers to thg cprrect voting locations Inforrngtlon Permanent Permanent the record Admlmstratwely
Books contained in the books include a listing of the polling sites by district and ward number, and building we can implement a
and street address of each location. schedule for our archival
retention.
No - The Board only wants
This record series consists of folders pertaining to buildings moved to other locations (inside or outside to review one instance of
68l 862 | MPL Archives | 70-0011 Condemnation Renewal the City of Milwaukee), bundlngs condemned by the Dep'artment'of Neighborhood Services and Permanent Permanent the record. Admlnlstratlvely,
Records subsequently razed. Records include photos, Orders, bills, receipts, approvals and legal paperwork we can implement a
pertaining to collections, judgements and liens. schedule for our archival
retention.
No- schedules being
deleted are sent as a list to
69! 862 | MPL Archives | 78-0128 Personnel FoIQer- Delete Th|s schedule is to be removgd from MPL's listing as it has been determined that Personnel Folders Permanent MPL the State Records (.Jenter,
DPW Executive will not be screened for historic value. but do not require
Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

Org

Dept.

Schedule #

Title

Request
Type

Record Content & Purpose

Retention/
Location

Final Disposition

State Board Approval Required (Y/N)

095

Deferred
Compensation

01-0008

Hardship Withdrawals

Renew

This record series consists of requests received from participants to receive funds from their Deferred
Compensation account due to a hardship along with required documentation pertaining to the
hardship, and the letter sent to the participant from the City of Milwaukee Deferred Compensation
Plan. Types of hardships include, but are not limited to; an illness or accident of the participant or
beneficiary, the participant's spouse or the participant's or beneficiary's dependent; loss of the
participant's or beneficiary's property due to casualty (including the need to rebuild a home following
damage to a home not otherwise covered by homeowner's insurance, e.g. as the result of a natural
disaster); other similar extraordinary and unforeseeable circumstances arising as a result of events
beyond the control of the participant or beneficiary. Information contained on these request include,
but are not limited to full name, address, date of birth, and social security number.

Creation + 2 Yrs.
Office / 5 Yrs. City
Records Center

Destroy Under
Supervision

Yes

130

Legislative
Reference
Bureau

06-0008

Parameter Books

Renew

The Parameter book contains a listing of city streets and addresses that is used to determine the ward
in which a city resident resides. These books are used on election day at the polling sites to ensure
that an elector is at the correct polling location. Books are revised approximately every 10 years with
the Aldermanic redistricting. Current data is available on the City's website, and previous versions
(electronic or book format) are available for research at the City Archives at the Milwaukee Legislative
Reference Bureau.

Permanent LRB

N/A

No - The Board only wants to review
one instance of the record.
Administratively, we can implement a
schedule for our archival retention.

132

City Clerk/
License Division

17-0045

License Applications-

General

New

This new series is being created to consolidate series, retention and dispositions for 25 existing
license application series and 22 new licenses for ease of administration. These applications are
submitted to the License Division by individuals and businesses to acquire a license to do business in
the City of Milwaukee. These applications are used to gather information, evaluate if the applicant
meets the statutory and regulatory requirements for the license, and are used by the committee and
common council when approving or denying issuance of the license. This series includes applications,
related license applications, supplementary materials such as floor plans, photographs, plans of
operation, police reports, proof of residency, correspondence, proof of registration and public
objections. For transparency purposes, license submissions are uploaded to the License Division
website and made available for public viewing for one year after completion.

Creation + 1 Yr.
Office +3 Yrs. City
Records Center

Destroy Under
Supervision

Yes
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This new series is being created to consolidate series, retention and dispositions for 5 existing license
application series and related licenses for ease of administration. These applications are submitted to
the License Division by individuals and businesses to acquire an alcohol establishment. These
City Clerk/ Alcohol and Related applications are used to gather information, evaluate if the applicant meets the statutory and Creation +6 Yrs. | Destroy Under
132 ,. - 17-0047 , " New . . . . , . Yes
License Division License Applications regulatory requirements for the license, and are used by the committee and common council when Office Supervision
approving or denying issuance of the license. The series includes applications, related license
applications, supplementary materials, such as floor plans, photographs, plans of operation, police
reports, proof of residency, correspondence, proof of registration, and public objections.
City Clerk/ Appl Taxicab Drivers This record series title to be amended to Public Passenger Vehicle Driver License Applications. Creation + 1 Yr. Destrov Under
132] . y L 61-0231 |,° Amend [These licenses are issued to the drivers of taxicabs, shuttles, pedicabs, limousines, horse & surrey, | Office + 3 Yrs. City y L Yes
License Division License & Attachments . , . Supervision
touring motorcycle, and handicapped & elderly vehicles. Records Center
. . . , . . _ . .| Event (Notice of
City Clerk/ Issuing a license for bicycles was discontinued 1/1/2003 and an online registration took its place. This chanae in Destrov Under
132 . y L 66-0031 | Appl Bicycle License | Amend |[type of registration is used by City of Milwaukee residents to identify bicycles and owners, and to aid in g y . Yes
License Division . . ownership) + 30 Supervision
the return of recovered stolen bikes to the registered owners. ,
Days Office
Wholesalers Report to Event (Receipt of
City Clerk/ . Records include wholesalers reports of indebtedness for alcohol of "over 30 days" and beer "over 15 clearance Destroy Under
132 | ,. L 66-0036 Licensing Auth of Amend . o ) . L o . Yes
License Division , , days", and clearance certificates from wholesalers when indebtedness is satisfied. certificate) + 30 Supervision
Delinquent Bills i
Days Office
City Clerk/ Aoplications for Thlslrecord series contains applications for bartender Ilcense§ (regular or temporary). This license is Qreatlon +1 Yr.l Destroy Under
132] . L 67-0056 le—. Renewal [required for any person who sells and/or serves alcohol at a licensed alcohol establishment or event. | Office + 3 Yrs. City . Yes
License Division Bartender License Supervision

Records include applications, police reports, correspondence, and course certificates.

Records Center
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
o No- schedules being transferred are
. Appl Special Privilege . . . . . . . . .
City Clerk/ , — Custodial |This schedule for license processing was transferred to DPW in 2010. This type of license was issued sent as a list to the State Records
9 [132],. L 85-9040 Permits- Microfilm ) ) . . Permanent N/A . .
License Division —Co Change |to businesses for any obstruction or excavation beyond the street line. Center, but do not require Committee or
00y Board approval.
No- schedules being transferred are
City Clerk/ Appl Special Privilege | Custodial |This schedule for license processing was transferred to DPW in 2010. This type of license was issued | Creation + 1 Yr. Destroy Under sent as a list to the State Records
10 | 132] . L 85-M040 ; ) ) ) : : . . .
License Division Permits Change |to businesses for any obstruction or excavation beyond the street line. Office Supervision | Center, but do not require Committee or
Board approval.
City Clerk/ Permit, License or This record series title is to be amended to Treasurers Reports and Invoices. Records include the Creation + 1 Yr. Destroy Under
1132 VS | geqops | FED-LCRISEOL 1 ameng | N , 0 T | Office +3 Yrs. City o Yes
License Division Certificate, Daily daily Treasurer's reconciliation reports and paid invoices. Supervision
Records Center
License Grant List- Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ T o1 This record series consists of lists of licenses recommended for approval by Utilities & Licenses Office + 4 Yrs. Destroy Under | a list to the State Records Center, but
12 1132 . L 89-0051 Utilities & Licenses Amend : . . . . .
License Division —Committee Committee, and granted by the Common Council. City Records Supervision do not require Committee or Board
- Center approval.
This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under NZ-Iiztcrjfhu;esstgte;ane(izlz[:ngi:regtu?s
13 | 134 | Municipal Court | 09-0054 | Case Jackets Closed | Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + Sy e)r/vision do not reaire Commitiee or Boér q
maintained under schedule 09-E054 Case Records- Closed (online). 5 Yrs. Office P a approval
Case Jackets- DL This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under Ng-”:f?f?huelesst:felnseiilre;:%;et:reT)tu?s
14 | 134 | Municipal Court | 09-0055 s m ) Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + Su efvision do not reauire Commitiee or Boér q
> maintained under schedule 09-E054 Case Records- Closed (onling). 7 Yrs. Office P q approval
. . . . : No- schedules being deleted are sent as
Case Jackets- DL This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under | a list to the State Records Center. but
15 | 134 | Municipal Court | 09-0056 Suspensions and Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + su e?lvision do not reauire Committee or Boér q
VRDS (5 Years) maintained under schedule 09-E054 Case Records- Closed (online). 10 Yrs. Office P a approval
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
. . . . . . No- schedules being deleted are sent as
Case Jackets- Vehicle This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under | a list to the State Records Center. but
16 | 134 | Municipal Court | 09-0057 |Registration Denials (3| Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + Sy e?/vision do not reaire Commitiee or Boér q
Years) maintained under schedule 09-E054 Case Records- Closed (online). 8 Yrs. Office P q approval
Case Jackets- Referred This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under N:-”zf?;?hu;e;zte;nse?:g:%;i:rert])tu?S
17 | 134 | Municipal Court | 09-0058 to Collections (7 Years) Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + Su e?vision do not reauire Committee or Boér q
maintained under schedule 09-E054 Case Records- Closed (online). 12 Yrs. Office P q approval
Case Jackets- Provert This schedule is to be deleted because it was never used. Paper Case Jackets of this type will be Event (Court Case Destrov Under N:-Iizf?:?hu;egtzgane(j:??dt:dCaeﬁ:rert])tuetls
18 | 134 | Municipal Court | 09-0059 Liens bery Delete |maintained under schedule 79-0001 Court Case File- Satisfied, and electronic records will be Satisfaction Date) + Sy e?vision do not reauire Commitiee or Boér q
— maintained under schedule 09-E054 Case Records- Closed (online). 15 Yrs. Office P q approval
Each Municipal Court Case File folder contains all documents from initiation of court action until its
final disposition, relative to traffic and ordinance violations. Case files contain paper and are used to
substantiate what has taken place when cases are adjudicated, reviewed, appealed, etc. Case files
are also used by auditors to verify the court's accounting procedures and handling of funds. This Event (Final Entr
19 | 132 | Municival Court | 79-0001 Court Case File- Amend schedule will supersede schedules: 09-0054 Case Jackets- Closed, 09-0055 Case Jackets- DL of Judgment) + 5y Destroy Under Yes
P Satisfied Suspensions, 09-0056 Case Jackets-DL Suspensions & VRDs, 09-0057 Case Jackets-Vehicle Yrsg Office Supervision
Registration Denials, 09-0058 Case Jackets- Referred to Collections, 09-0059 Case Jackets- Property '
Liens. Paper court case files are not comprehensive. Some records of a case exist only in electronic
form; see schedules 09-E054. This schedule is in compliance with State Supreme Court Rules
Chapter 72.01 (24a)-(24m).
City Clerk/ No- schedules being deleted are sent as
20 | 156 Document 00-0000 Supply ltems in Delete This schedule is obsolete and is to be deleted. This record series includes non-record items such as Permanent NA a list to the State Records Center, but

Services Section

Records Center

records cartons, manila folders, etc.

do not require Committee or Board
approval.
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SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This record series includes hard copy reports, vendor invoice cost disbursements, charge-out slips
City Clerk/ Annual DSS Billing & and other paper documgntalz\tlon useFi to enter costs associated with lre|mbursement billing fefesl for City Current Year + 2 | Destroy Under
21 | 156 Document 10-0016 Tracking Records Amend [Records Center categories: production, reference, storage, destruction, mail/postage and printing Yrs. Office Supervision Yes
Services Section services. This data is entered into designated spreadsheets and the official DSS Billing Database and P
then used to prepare IRI's and for the creation of invoices in FMIS.
City Clerk/ This schedule is obsolete and is to be deleted as the print shop is no longer in operation as of 2012. No- schedules being deleted are sent as
y DSS Billing Records No current inventory exists under this schedule. This record series includes work orders for print jobs | Creation + 3 Mo. | Destroy Under | a list to the State Records Center, but
22 | 156 Document 10-S015 Delete . L . - : . . .
. . (Paper) and paper orders that are scanned into an E-Vault application for department retrieval of billing Office Supervision do not require Committee or Board
Services Section . . .
records, issued by the Document Services Section. approval.
City Clerk/ This schedule is obsolete and is to be deleted as the print shop is no longer in operation as of 2012. Creation + 1 Yr Destrov Under Ng_liztcroe?hu;esstzangei(:redt:dCZﬁesrert])tu:tis
23 | 156 Document 70-0047 |[Req for Duplicate Work| Delete |No current inventory exists under this schedule. This record series includes form CBP-144, which is , ' y . . . '
. , T AR Office Supervision do not require Committee or Board
Services Section used to order duplicating work from the Central Reproduction Division. approval
Intensive Survey records include a state-designated form and photos of
residential/commercial/educational/religious properties surveyed to catalog information on historic
properties. The form includes historic name, construction date, and the name of the architect/builder No - The Board only wants to review
24 | 156 Document 95-E170 Intensive Survevs New as well gs other physu.:al anq hls.tonc.mforma.tlon about the property. Abbreviated cop|e§ of this form Permanent N/A one instance of the record.
Services ensive SUVeys are available at the Wisconsin Historical Society and lack documents related to the physical and

historic background about the property. To preserve the historical information about these properties,
they will be maintained permanently on E-Vault at the City Archives at the City of Milwaukee Records
Center.

Administratively, we can implement a
schedule for our archival retention.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
These records consist of materials required to issue a Certificate of Appropriateness, which is required
for obtaining a building permit and permission to begin exterior work on a historically designated .
- L o . . No - The Board only wants to review
Document Certificate of property. Materials include application forms, architectural & site plans, photos of property, and one instance of the record
25 | 156 ) 95-E171 |Appropriateness (COA)| New [material samples. Files also include HPC staff reports, supporting material, the actual certificate Permanent N/A L . )
Services . . . , , L . Administratively, we can implement a
File issued, and correspondence (including letters of denial). To preserve the historical information about schedule for our archival retention
these properties, they will be maintained permanently on E-Vault at the City Archives at the City of '
Milwaukee Records Center.
This record series includes documentation from the Milwaukee Landmark Commission which was
replaced by Historic Preservation (HPC) in 1981. Records reflect the application process for local No - The Board only wants to review
Document Historically Designated designation of historic properties, buildings and districts, including correspondence, approvals and one instance of the record.
26 | 156 ) 95-E172 R New \ L . ) . Permanent N/A e .
Services Building Files denials. Designation Study Reports as well as continuously updated research files are located in the Administratively, we can implement a
HPC office. To preserve the historical information about these properties, they will be retained schedule for our archival retention.
permanently on E-Vault at the City Archives at the City of Milwaukee Records Center.
. . o L . . . Event (Submission
Community This record series includes correspondence, activity reports, budget, insurance information, contracts, of Final
27 | 157 Developmept 780043 | CDGA Monitoring Files| Amend cost repolrts, contract amendments apq any.other |pformat|on pertlnent to the monitoring of . Expenditure Destroy ppder Yes
Grants Admin. Community Development Grant Administration projects. OMB Circular A-110 governs the retention of Supervision
Report) + 5 Yrs.
(CDGA) these records. ,
Office
. This record series includes documentation regarding funding allocations to community groups and city
Community ) L . . . . . . .
Development departments. Fiscal files include any and all financial data CDGA is required to maintain by granting Event (Final Destrov Under
28 | 157 P . 78-0044 CDGA Fiscal Files Amend [agency, such as HUD reports as well as resolutions and public hearing notices. Records contain Payment) + 5 Yrs. y . Yes
Grants Admin. . . , . ) . , . Supervision
income information as well as other pertinent personal information. OMB Circular A-110 governs the Office

(CDGA)

retention of these records.

C:\Users\clee\Desktop\Copy of CIMC Report 2.xlIs

Page 6




SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
The Parameter book contains a listing of city streets and addresses that is used to determine the ward
in which a city resident resides. These books are used on election day at the polling sites to ensure -
Election that an elector is at the correct polling location. Books are revised approximately every 10 years with Event (Revision to
29 | 170 o 06-0008 Parameter Books Renew . L pOting o Y PP ) y ry y . books) + 30 Days | Transfer to LRB Yes
Commission the Aldermanic redistricting. Current data is available on the City's website, and previous versions Office
(electronic or book format) are available for research at the City Archives at the Milwaukee Legislative
Reference Bureau.
The Election Commission will adopt use of the City's Global Schedule for Time Keeping Records. City
departments that use formal paper records to document employee's hours worked prior to entering
Election . . this |nfor.mat|on.|ntola computerized payroll system, recognized by the depar.tments gs a formgl . Fiscal Yr. + 2 Yrs. | Destroy Under No- Depts. adopting use of pre-
30 [ 170 Commission 10-0025 |Time Keeping Records| New [mechanism for issuing pay checks. Employees/managers have 2 years to dispute discrepancies in Office Supervision approved Globals no not need to be
the entry of hours worked with a designation of payment type (vacation, sick leave, FMLA, etc.). This P presented to the Board.
series is specific to time keeping paper documents when the entire content of the paper documents is
reflected in electronic records on an officially recognized payroll system used by a city department.
The Election Commission will adopt use of the City's Global Schedule. This record series includes
copies of Control Group Reports generated from the FMIS system along with accompanying invoices
received by departments. Invoices are approved for payment by the Office of the Comptroller after Event (Submit to .
. . . o . . No- Depts. adopting use of pre-
31 | 170 Election 10-0052 Accounts Payable New departments submit these documents for review. NOTE: Individual department records are available Comptroller's Destroy Under aoproved Globals no not need to be
Commission Records- Departments online via E-Vault to department-head authorized users under Schedule (211) 02-E016. City Office) + 6 Mos. Supervision PP
. . . i presented to the Board.
department heads must register to receive access to these records for designated personnel through Office
the E-Vault Administrator with approval by the Office of the Comptroller. Access is limited to an
employee's department.
This schedule is to be deleted as this record is a duplicate of the records under schedule 79-0098 .
o . . i o . - No- schedules being deleted are sent as
, Application for Election Official Position. Any existing inventory will be transferred and maintained .
Election - ; , ; : , - a list to the State Records Center, but
32 [ 170 o 11-0008 |Poll Worker Application| Delete [under that schedule. City residents interested in serving as a poll worker complete an application. Permanent N/A . .
Commission do not require Committee or Board

Staff interviews all applicants, and if the individual is hired, the information is entered into the Election
Commission Poll Worker database. No action is taken on the other applicants.

approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
The Election Commission will adopt use of the City's Global Schedule for Personnel Files G11-0035.
This record series includes, but is not limited to, employment applications/resumes-solicited and hired,
performance appraisals, emergency contact information, job description & residency certification
(including documentation proving residency). Other records contained in this series, if applicable,
include; appointment letters, special appointment rate letters, probationary period reports & requests
for extensions, transfer/reinstatement requests & responses, promotion documentation, favorable
occurrences/letters of commendation, recognition & awards, statement of acknowledgement of receipt
of personnel policies and/or procedures, resignation form/letter signed by existing employee stating ,
L . . o . Event (Separation .
, their intent to either end their employment or resigning from a current job to accept another . No- Depts. adopting use of pre-
Election . ) . . o . from City Destroy Under
33 [ 170 o 11-0035 Personnel File New |employment opportunity from the City as of a certain date, letter of reference, certificate of license or . approved Globals no not need to be
Commission . - . . . Employment) + 8 Supervision
professional designations, relocation reimbursement requests, performance improvement plans and . presented to the Board.
. . i . Yrs. Office
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 documentation, training certification/achievement or completion
records, and Unemployment Insurance (Ul) related records, including information used for Ul claim to
establish a base period, verification of weeks at work, initial determination of benefits payable, notice
of hearing and billing statements.
The Election Commission will adopt use of the City's Global Schedule for Time Owed and Allowed No- Dents. adonting use of bre-
Election Time Owed & Allowed Reports. This series includes Time Owed and Allowed Balance Reports which contain employee Fiscal Yr. + 2 Yrs. | Destroy Under p’s. adopiing P
34 170 o 14-E015 New . . ) . . . approved Globals no not need to be
Commission Reports name, employee ID, Vacation, TVA, Sick Leave, Comp Time, Injury Hour balances earned, taken and Office Supervision
: presented to the Board.
total for each employee by City Department.
No- schedules being deleted are sent as
35 | 170 Election 64-0048 Payroll, Election Delete This schedule is to be deleted as it is superseded by the Global Schedule for Time Keeping Records | Fiscal Yr.+ 1 Yr. | Destroy Under | alistto the State Records Center, but
Commission Officials (Copy) 10-0025. No inventory currently exists. Office Supervision do not require Committee or Board
approval.
C:\Users\clee\Desktop\Copy of CIMC Report 2.xls Page 8




SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This record series includes the Campaign Finance Report, Campaign Registration Statement and
various schedules of receipts and disbursements as prescribed by the Wisconsin Ethics Commission.
The Campaign Finance report summarizes contributions, expenditures and cash balance for a
particular period & year-to-date. Information contained on this form includes the complete name &
mailing address of the committee, & signature of candidate or treasurer. Schedule of Receipts include | Event (Date of
36 | 170 Election 74-0171 Campaign Finance Renew contributions from: Individuals (stating full name & mailing address, amount, occupation when amount | Receipt in Election | Destroy Under Yes
Commission Reports exceeds $200, and type of donation- in kind, loan or conduit); Committees (stating full name & Office) + 6 Yrs. Supervision
address, amount and type- in kind or loan); Loans (stating date, full name & mailing address of source, Office
type of income & amount). Disbursement Schedules include gross expenditures and contributions to
committees (stating date, full name & address to whom payment is made, specific purpose of
expenditure and amount. Additional disclosure of loans and obligations is also required. Wis. Stat.
§7.23 governs the retention of these records.
, . This schedule is to be deleted, and the Election Commission will adopt use of the City's Global , No-.schedules being deleted are sent as
Election Accounting Records- . . Fiscal Yr.+1Yr. | Destroy Under | alistto the State Records Center, but
37 | 170 o 91-0003 Delete |Schedule for Accounts Payable Records-Departments, G10-0052. Any existing inventory will be : . ) .
Commission General . Office Supervision do not require Committee or Board
transferred and maintained under that schedule.
approval.
This record series includes purchase requisitions, purchase orders, brochures, invoice back-up
38 | 170 E|eCFIOr.1 91-0004 Purchase Files Renew documentation, cor'respondence, etc., relatgd to p.rocurement. of materlgls qnd sc.awlces..Nf)TE: This | Fiscal Yr.. +3Yrs. | Destroy ppder Yes
Commission E— schedule does not include contracts for major equipment, which are maintained in the City's Office Supervision
Procurement Office.
. . This schedule is to be deleted , and the Election Commission will adopt use of the City's Global . No-.schedules being deleted are sent as
Election Personnel File- Former . o . o Event (Termination)| Destroy Under | alist to the State Records Center, but
39 [ 170 o 91-0005 Delete |Schedule for Personnel Files G11-0035. Any existing inventory will be transferred and maintained . . . .
Commission Employee +5 Yrs. Office Supervision do not require Committee or Board
under that schedule. approval
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Election Pavroll Records This schedule is to be deleted as the Election Commission will adopt use of the City's Global Fiscal Yr. + 1 Yr Destrov Under N:-Iizf?oe?hu;egtzznlge(j:??dtzdcz;?:rert])tu?s
y - H H H . . ’
40 1170 o 91-0006 Delete |schedules for Time Keeping Records 10-0025 and Time Owed and Allowed Reports 14-E015. Any . y . . .
Commission Annual o X . . Office Supervision do not require Committee or Board
E— existing inventory will be maintained under the appropriate schedule. approval
. This record series include CDGA-funded grant files that support/augment the activities of all divisions | Event (Receipt of
Dept. of City . . ; o o ,
Develooment/ of DCD, excluding the Housing and Neighborhood Development division, which is covered under final payment under Destrov Under
41 1191 Financzz and 13-0030 Grant Files- CDGA Amend |[schedule D17-0028. Each file typically includes, but is not limited to, an application, resolution, budget| the contract for Su e?vision Yes
L amendments, vendor invoices, reports, reimbursement requests, completion documentation and contract services) + P
Administration )
correspondence. 6 Yrs. Office
Dept. of City Grant Files- CDGA for This record series includes CDGA funded grant files that support/augment the activities of the Housing .Event (Receipt of
: . L ) . . : . final payment under
Development/ Housing & and Neighborhood Development division of DCD. Each file typically includes, but is not limited to, an Destroy Under
42 (191 . 17-0028 , New » , L . the contract for . Yes
Finance and Neighborhood application, resolution, budget amendments, vendor invoices, reports, reimbursement requests, contract services) + Supervision
Administration Development Programs completion documentation and correspondence. :
5 Yrs. Office
, . , This record series includes various Grantor, State or Federal-funded (not Federal CDBG grant files - | Event (submittal of
Dept. of City Grant Files- Various , - . . .
Develooment/ Grantors for Housing see schedule 17-0028) grant files that support/augment the activities of the Housing and final expenditure Destrov Under
43 [ 191 . P 17-0029 , New  |Neighborhood Development division of DCD. Each file typically includes, but is not limited to an report to the y . Yes
Finance and and Neighborhood . ) ” o Supervision
L application, resolution, award/agreement, terms and conditions, vendor invoices, reports, Grantor) + 5 Yrs.
Administration Development Programs . . . )
reimbursement requests, completion documentation and correspondence. Office
. Loan Ledger Reports .
+
Dept. of City for Housing & This record series includes monthly activity reports that are generated from the Loan Ledger System F|scgl vear +2 Y.
Development/ , L . . . Office + 5 Yrs. Destroy Under
44 1191 . 17-0030 Neighborhood New |to track loan activity information such as, but not limited to, new loans, cash receipts, loan balances, . . Yes
Finance and . . . City Records Supervision
L Development Loan payoff amounts and interest due for Housing and Neighborhood Development loan programs.
Administration Center
Programs
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Dept. of City G(l-:'neral Led erl This record series for general ledger accounting postings includes information for, but s not limited to, [Fiscal Year + 2 Yrs.
Postings for Housing , . ) . . )
Development/ . cash receipt transactions, cash disbursements, manual journal vouchers, trial balances and any Office +5 Yrs.- Destroy Under
45 [ 191 . 17-0031 and Neighborhood New . . . , . i . . . . o Yes
Finance and accounting transaction activity available in the financial system for Housing and Neighborhood City Records Supervision
L Development Loan
Administration Development loan programs. Center
Programs
: ACcouNts Fayabie.
Dept. of City Irﬁ\/((:)(i:s:: :‘er :oizilsq Fiscal Year + 3 Yrs
Development/ ; This record series for accounts payable invoices includes, but not limited to, copies of issued checks, . .| Destroy Under
46 | 191 . 17-0032 and Neighborhood New | . . . . . Office +7 Yrs. City . Yes
Finance and invoices and supporting documentation for Housing and Neighborhood Development loan programs. Supervision
L Development Loan Records Center
Administration
Programs
Cash
DZ?/ztlloOfmiILyt/ Recigtj;ﬁepssgs for This record series includes cash receipts of customer checks and coupons for loan payments and loan|Fiscal Year + 2 Yrs. Destrov Under
47 [ 191 . P 17-0033 _g_. New |costs (may include receipts from banks) as well as any other checks submitted for deposit that support | Office + 5 Yrs. City y . Yes
Finance and Neighborhood . ) Supervision
L Housing and Neighborhood Development loan programs. Records Center
Administration Development Loan
Programs
Bank Statement
Dept. of City Reconciliations for . . g . . .
Development/ Housing and This record series for bank statement reconciliations includes supporting documentation of cleared Fiscal Year + 2 Yrs. Destrov Under
48 | 191 . P 17-0034 _g_. New |and outstanding checks and interest earned for accounts that support Housing and Neighborhood Office +5 Yrs. City y . Yes
Finance and Neighborhood Supervision
L Development loan programs. Records Center
Administration Development Loan
Programs
Event (Date
Deot. of Cit Mortgage Loan Files This record series for mortgage loan files may include, but is not limited to, recorded original mortgage saisg‘?tct;oréof
P y for Housing and loan documents, mortgage notes, notice of loan approval forms, liens/satisfaction of lien documents, 929 .
49 1191 Development 17-0035 Neighborhood New |recorded satisfaction of mortgage documents and bank information for mortgages through Housin document is Destroy Under Yes
Finance and gag 9ag g g recorded at the Supervision

Administration

Development Loan
Programs

and Neighborhood Development loan programs. Some of the documents are recorded at the
Milwaukee County Register of Deeds Office.

Milwaukee County

Register of Deeds
Office) + 1 Yr
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Deot. of it ﬁi\;len; (51(2:1?5:13; No- schedules being deleted are sent as
P y . This schedule is to be deleted because NIDC does not exist in the same form anymore and Unit #192 pay Destroy Under | alist to the State Records Center, but
50 [ 192 | Development/ 13-0035 Grant Files- CDGA Delete . . the contract for . ) .
was consolidated under Unit #191. . Supervision do not require Committee or Board
NIDC contract services) + aporoval
5 Yrs. Office pproval.
Deot. of it Ef\i/:z;te(iuzrr:!::ilr:f No- schedules being deleted are sent as
pL y Grant Files- Various This schedule is to be deleted because NIDC does not exist in the same form anymore and Unit #192 P Destroy Under | alist to the State Records Center, but
51 1192 | Development/ 13-0036 Delete . . report to the gy . .
Grantors was consolidated under Unit #191. Supervision do not require Committee or Board
NIDC Grantor) + 5 Yrs. aporoval
Office pproval.
Intensive Survey records include a state-designated form and photos of
residential/commercial/educational/religious properties surveyed to catalog information on historic
properties. The form includes historic name, construction date, and the name of the architect/builder
52 | 199 H|stor|§ 955170 Intensive Survevs Amend as well gs other physpal anq hls.tonc.mforma\‘non about the property. Abbreviated cop|e§ of this form Event +3 Mo. Office Destroy ppder Yes
Preservation ALENSVE SUNVEYS are available at the Wisconsin Historical Society and lack documents related to the physical and Supervision
historic background about the property. To preserve the historical information about these properties,
they will be maintained permanently on E-Vault at the City Archives at the City of Milwaukee Records
Center.
These records consist of materials required to issue a Certificate of Appropriateness, which is required
for obtaining a building permit and permission to begin exterior work on a historically designated
Historic Certificate of property. Materials include application forms, architectural & site plans, photos of property, and Destrov Under
53 | 199 . 95-S171 | Appropriateness (COA)| Amend [material samples. Files also include HPC staff reports, supporting material, the actual certificate Event +3 Mo. Office y . Yes
Preservation , . . . . L . Supervision
File issued, and correspondence (including letters of denial). To preserve the historical information about

these properties, they will be maintained permanently on E-Vault at the City Archives at the City of
Milwaukee Records Center.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This record series includes documentation from the Milwaukee Landmark Commission which was
replaced by Historic Preservation (HPC) in 1981. Records reflect the application process for local
54 | 199 Hlstong 955172 H|stor|cglly De§|qnated Amend de3|lgnat|on qf h|stlor|c properties, buildings and dIStlrICtS, including corresponder)ce, approvals gnd Event +3 Mo. Office Destroy ppder Ves
Preservation Building Files denials. Designation Study Reports as well as continuously updated research files are located in the Supervision
HPC office. To preserve the historical information about these properties, they will be retained
permanently on E-Vault at the City Archives at the City of Milwaukee Records Center.
I : . s Event (Final
ERS Litigation (other Member-related litigation documents are imaged and indexed under the individual's Person ID number resolution of Destrov Under
55 | 287 ERS 00-E030 q o Amend |in Merits (ERS Pension information management system). The imaged documents are maintainedon | .. . y . Yes
than disabilities) . litigation) + 1 Yr. Supervision
the ERS server pursuant to Wis. Stat. §137.20. ‘
Office
Event (Final No - The Board only wants to review
L Member-related litigation documents are imaged and indexed under the individual's Person ID number . one instance of the record.
ERS Litigation (other . ) . ) . - resolution of Destroy Under L .
56 | 287 ERS 00-S030 L Amend |in Merits (ERS Pension information management system). The imaged documents are maintainedon | .. . . Administratively, we can implement a
than disabilities) . litigation) + 1 Yr. Supervision .
the ERS server pursuant to Wis. Stat. §137.20. Office schedule for our retention of paper
records being scanned.
This schedule is to be deleted and will be superseded by schedule 17-E036 MPD Monitoring & :
. . o . , No- schedules being deleted are sent as
. . Surveillance Recordings. Any existing inventory will be transferred and managed according to the . .
Digital Surveillance , . . - Creation + 30 days | Destroy Under | a list to the State Records Center, but
57 1300 | MPD Global 07-E004 Delete |retention outlined in that schedule. Digital images taken from pole cameras are initially captured on . . : .
Camera Records Office Supervision do not require Committee or Board

workstation monitoring computers and data is continually, directly transmitted to computer disks and
then transferred at the end of the day to the EMC Network.

approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted and will be superseded by schedule 17-E036 MPD Monitoring & .
Surveillance Recordings. Any existing inventory will be transferred and managed according to the No- schedules being deleted are sent as
Police Squad Audio & , - ds. Any g .ry. . g g . Creation + 30 days | Destroy Under | alist to the State Records Center, but
58 [ 300 | MPD Global 07-E005 x . Delete |retention outlined in that schedule. The questioning of prisoners apprehended by on-duty police , L . ,
Video Recordings . . . ) . o - . . Office Supervision do not require Committee or Board
officers is stored digitally on squad computer disks. This record series includes digital audio and video aporoval
recordings captured from police squad car microphones and cameras. PP '
This new schedule is a consolidation of previous video schedules as well as to provide specific
guidance for records custodians to retain different categories of monitoring and surveillance videos in
Y line with statutory and administrative needs. This record series includes recordings captured from
MPD Monitoring & . . \ . , , . .
) MPD's building security cameras, interview room cameras, pole cameras, and in-car (audio and video)| Creation + 121 Destroy Under
59 1300 | MPD Global 17-E036 Surveillance New : L . e , . Yes
Recordinas cameras. The primary purpose for the recordings is in the interest of public/officer safety for days Office Supervision
Recordings evidentiary purposes. Digital recordings may be transferred to other appropriate MPD schedules if the
content on the audio or video recordings is needed for evidentiary purposes to adjudicate criminal
cases.
This record series contains a Statement of Emergency Detention by a Law Enforcement Officer which
states there is cause to believe: a subject is mentally ill, drug dependent, or developmentally disabled.
The subject evidenced behavior which constitutes a substantial probability or physical harm to self or
Emergency Detention to others. Taking the subject into custody is the least restrictive alternative appropriate or physical Current Year +7 Destroy Under
60 | 300| MPD Global | 64-0099 gency Renewal - aung ) Stogy atemarlve approp Py Yrs. MPD y - Yes
Report harm to self or to others as set forth in Wis. Stat. §51.15 (1). This form is hand written by a sworn Intellinetics Supervision
member of MPD. Once completed, it is forwarded to the Imaging Section and scanned into MPD
Intellinetics (MPD Imaging System). Per Wis. Stat. §137.20, paper records will be retained on-site for
30 days after imaging and quality controls, then destroyed confidentially.
This record contains a variety of accounts receivable back-up documentations/worksheets segregated
61 | 381 Health Dept./ 00-0052 Detail Program Renew by program name. Files may include records from the Municipal Health Services Program (MHSP), Creation +7 Yrs. | Destroy Under Ves
Admin. Revenue Worksheets Fetal Infant Mortality Review (FIMR), and Interdepartmental Requisition Invoices (IRIs) billings to other Office Supervision

departments and other various revenue programs.
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Org

Dept.

Schedule #

Title

Request
Type

Record Content & Purpose

Retention/
Location

Final Disposition

State Board Approval Required (Y/N)

62

381

Health Dept./
Admin.

98-0017

Disease History Cards

Amend

This record series contains records documenting diagnosed diseases that are used to track statistics
dating back to 1919, referred to by Health Department Communicable Disease Staff for purposes of
personal verification of illness or public health reasons. Early records in this series were maintained
by year, alphabetically by last name on 3x5 index cards, and then the most recent records are full
sized sheets, alphabetical in folders. Information contained on the 3x5 index cards includes, but is not
limited to, disease, patient name, address, age, sex, marital status, race, school or employment, date
of onset, name of hospital, admission and release dates, contact info, doctor's name, date reported,
treatment and remarks and card number. Diseases can include measles, mumps, chicken pox,
influenza, polio, etc. Information contained in the most recent records include, but are not limited to
Mumps Worksheet, Acute & Communicable Disease Case Report, Test Results, Investigation Log,
Letters to those who may be exposed or infected, MHD Surveillance & Case Management Sheets.
Due to the long term retention and unique nature of these records, the paper records will be imaged
and stored on the Wisconsin Electronic Disease Surveillance System (WEDSS). Per Wis. Stat
§137.20, the original paper records will be retained for 3 months after imaging and quality control, then
destroyed confidentially.

Event (Scanning
into WEDSS) + 3
months Office

Destroy Under
Supervision

No - The Board only wants to review
one instance of the record.
Administratively, we can implement a
schedule for our retention of paper
records being scanned.

63

381

Health Dept./
Admin

98-E017

Disease History Cards

Renewal

This record series contains records documenting diagnosed diseases that are used to track statistics
dating back to 1919, referred to by Health Department Communicable Disease Staff for purposes of
personal verification of illness or public health reasons. Early records in this series were maintained
by year, alphabetically by last name on 3x5 index cards, and then the most recent records are full
sized sheets, alphabetical in folders. Information contained on the 3x5 index cards includes, but is not
limited to, disease, patient name, address, age, sex, marital status, race, school or employment, date
of onset, name of hospital, admission and release dates, contact info, doctor's name, date reported,
treatment and remarks and card number. Diseases can include measles, mumps, chicken pox,
influenza, polio, etc. Information contained in the most recent records include, but are not limited to
Mumps Worksheet, Acute & Communicable Disease Case Report, Test Results, Investigation Log,
Letters to those who may be exposed or infected, MHD Surveillance & Case Management Sheets.
Due to the long term retention and unique nature of these records, the paper records will be imaged
and stored on the Wisconsin Electronic Disease Surveillance System (WEDSS). Per Wis. Stat
§137.20, the original paper records will be retained for 3 months after imaging and quality control, then
destroyed confidentially.

Permanent WEDSS
(Wisconsin
Electronic Disease
Surveillance
System)

N/A

Yes

64

382

Health Dept./
Maternal/Child
Health

72-0077

Special Case Env- Exc

Cases- All Ages

Delete

This schedule is to be deleted as these records are obsolete and the record is no longer generated.

Event (Death of
Patient) + 70 Yrs.
Office

Destroy Under
Supervision

No- schedules being deleted are sent as
a list to the State Records Center, but
do not require Committee or Board
approval.

C:\Users\clee\Desktop\Copy of CIMC Report 2.xlIs

Page 15




SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Health Dept./ Initial Contact & These forms are used to identify the child tested, the tests done, and action taken subsequent to the .
. . . L ) AN , Creation + 15 Yrs. | Destroy Under
65 | 382 | Maternal/Child | 78-0089 Related Lead Renew |testing, including treatment. The initial contact includes a permission signature and medical ) . Yes
.. . . Office Supervision
Health Poisoning Records information release form.
Health Dept./ - , This schedule is to be deleted as custodianship of these records was transferred to the City , No-.schedules being deleted are sent as
Consumer Appl Filling Station . L . . o Creation +4 Yrs. | Destroy Under | alist to the State Records Center, but
66 | 383 ) 79-0055 : Delete |Clerk/License Division (Milwaukee Code of Ordinances Chapter 84-45) and they are maintaining these , . ) .
Protection/ License CC-306 . o . . Office Supervision do not require Committee or Board
. records under schedule 17-0045 License Applications- General. No inventory currently exists.
Environmental approval.
Health Dept/ Application for This schedule is to be deleted as custodianship of these records was transferred to the City . No-lschedules being deleted are sent as
Consumer . o . . o Creation +4 Yrs. | Destroy Under | a list to the State Records Center, but
67 | 383 ) 91-0065 Massage Delete |Clerk/License Division (Milwaukee Code of Ordinances Chapter 81) and they are maintaining these , . ) .
Protection/ , ; . o . ) Office Supervision do not require Committee or Board
. Establishment License records under schedule 17-0045 License Applications- General. No inventory currently exists.
Environmental approval.
These records contain charting and documentation including forms H-705 and H-172 for clients that
were referred to or enrolled in the City of Milwaukee's Nurse-Family Partnership Program. The Nurse-
Health Dept./ . . . . R . - ) .
Familv and Nurse-Family Family Partnership Program is a program in which first-time mothers receive home visitation services | Creation + 3 Yrs. Destrov Under
68 | 384 y , 17-0046 Partnership Client New |from City of Milwaukee registered nurses. The registered nurses keep electronic charts for each client| Office + 4 Yrs. y . Yes
Community . o . ) . . . Supervision
Health Records in addition to hard- copy charting and documentation. The hard-copy documentation consists of items [ Records Center
such as nursing assessments, billing forms, developmental screenings, and other health or case
management documentation.
Health Dept/ . This schedule will be deleted as these records are obsolete and the record is no longer generated. . No-.schedules being deleted are sent as
Disease Control Child Health Record (H . . Creation + 7 Yrs. | Destroy Under | a list to the State Records Center, but
69 | 384 ) 73-0134 Delete |Child Health records are now generated by the Health Department under schedule 73-0135 Patient i . . .
Environmental 105 . Office Supervision do not require Committee or Board
Service Record (H-1006).
Health approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule will be deleted as these records are obsolete and the record is no longer generated. .
. . . . . o . . ) No- schedules being deleted are sent as
Health Dept./ Child Health This record series contained medical examination reports with current medical and nursing notes . .
. , G L . . Event (Birth Year) +| Destroy Under | alist to the State Records Center, but
70 [ 384 | Public Health 81-0035 | Conference Record H-| Delete |[relating to progress of the child, immunizations given, and recommendations made. Health ) . . .
. . . e : . 13 Yrs. Office Supervision do not require Committee or Board
Nursing 909 Department does general charting at this time, and records with this information are maintained under anproval
schedule 73-01335 Patient Service Record (H-1006). pproval
Health Dept./ Immunization Proaram- This schedule is to be deleted as these records are superseded by schedule 80-0079 Vaccine No- schedules being deleted are sent as
Disease Control d Administration Record & Consent Form (H-623). Any current inventory will be transferred and Creation + 10 Yrs. | Destroy Under | alist to the State Records Center, but
71 | 386 . 80-0019 Federal- Info & Delete . ) , . , . ) .
Environmental maintained according to the retention governed by that schedule. These records contained consent Office Supervision do not require Committee or Board
Consent Forms . . . . o
Health forms to receive vaccines for the Swine Flu, Polio Myelitis, and Influenza. approval.
Health Dept./ . - This rec;ord !s used to record vac;cmes admlnlster.e.d to City of Mllwaukeg Healt‘h Clinic patients. Types Current Year + 2
Disease Control Vaccine Administration of vaccines include, but are not limited to, Hepatitis A & B, Human Papillomavirus (HPV), Flu, Polio Yrs. Office +5 Yrs.| Destroy Under
72 | 386 ) 80-0079 | Record & Consent (H-| Amend |and Rotavirus. Information contained on these forms include the patient's full name and address, N ' . Yes
Environmental ) . . , : , . City Records Supervision
623 phone number, date of birth, social security number, medical history questions, type of vaccine
Health . . . . ) Center
given/received, and the signature of the patient or legal guardian.
The function of issuing licenses for Special Privilege Permits was transferred from the City Clerk
License Division to DPW in 2010. As a result of Common Council action, Special Privilege Permits are
issued to allow an entity to have a private item that is not otherwise allowed by code to exist in the
public right-of-way. These types of items include, but are not limited to a statue, awning with legs, Event (Special
Application for Special balcony projection, stairs, handicap ramp, signs, building fagade, etc. Business are billed annually for Privilege Destroy Under
73 | %01 DPW 85-Modo Privilege Permits Amend the use of the public right of way, until the obstruction is removed or the privilege is rescinded. Rescinded) +5Yrs.|  Supervision ves
Records include a Petition for a Special Privilege, payment of fees per Milwaukee City Ordinance Office
Chapter 245 as well as photos, maps or letters on a case by case basis. The Schedule Number will
be changed to remove the "M" code for microfilming and the retention will also be revised so that it is
event driven.
Aopl Special Privilege The function of issuing licenses for Special Privilege Permits was transferred from the City Clerk No- schedules being deleted are sent as
, . Custodial |License Division to DPW in 2010. This type of license is issued to businesses for any obstruction or a list to the State Records Center, but
74 | 501 DPW 85-9040 Permits- Microfilm . . . L . . Permanent N/A . .
Co Change [excavation beyond the street line. These records will no longer be microfilmed. This schedule is to be do not require Committee or Board
00y deleted as records will now only be kept in paper form. approval.
C:\Users\clee\Desktop\Copy of CIMC Report 2.xls Page 17




SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License .
Applications- General, and any existing inventory will be transferred and maintained according to the No- schedules being deleted are sent as
City Clerk/ 24 Hour Establishment op X ' y g ) 8 . . . ) g Creation +4 Yrs. | Destroy Under | a list to the State Records Center, but
75 (132 . L 06-0013 I Delete |retention governed by that schedule. This type of license is issued to convenience stores, filling i . . .
License Division Applications i . . . , : Office Supervision do not require Committee or Board
stations, personal service establishments, recording studios and restaurants that wish to operate anproval
between the hours of 12:00 a.m. and 5:00 a.m. pproval
Creation + 1 Yr No- schedules being deleted are sent as
City Clerk/ Appl Tag Day This schedule is to be deleted as this license was discontinued in 2000. This type of license was . .| Destroy Under | alist to the State Records Center, but
76 [ 132 . o 07-0025 o Delete |. . o . ) . Office + 3 Yrs. City . ) .
License Division Solicitation issued to nonprofit organizations to solicit the public on certain days. Records Center Supervision do not require Committee or Board
approval.
No- schedules being deleted are sent as
77 1132 . City Clgr!d. 12-0013 Domestlc? Part'nersh|p Delete |This schedule is to be deleted. As of 2013, registration is now done by Milwaukee County. Permanent N/A alisttothe S.t ate Recor ds Center, but
License Division Registration do not require Committee or Board
approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General or 17-0047 Alcohol and Related License Applications as appropriate. Any No- schedules being deleted are sent as
78 | 132 City Clerk/ 15-0032 Food Applications Delete existing inventory will be transferred and maintained according to the retention governed by that Creation +4 Yrs. | Destroy Under | a list to the State Records Center, but
. e = QQ . . . . . . " . e . .
License Division schedule. This type of license is issued to any restaurant, retail food establishment, food peddler, Office Supervision do not require Committee or Board
community food program, school, college, university, temporary or seasonal food stand or any location approval.
in which food is provided to the public.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General or 17-0047 Alcohol and Related License Applications as appropriate. Any No- schedules being deleted are sent as
City Clerk/ Public Entertainment existing inventory will be transferred and maintained according to the retention governed by that Creation +4 Yrs. | Destroy Under | alist to the State Records Center, but
79 1132 . - 15-0033 o Delete . : . . . ) , gy . .
License Division Application schedule. This type of license is issued to businesses who provide any entertainment of any nature or Office Supervision do not require Committee or Board
description to which the public generally may gain admission, either with or without the payment of a approval.
fee.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General. Any existing inventory will be transferred and maintained according to the . No- schedules being deleted are sent as
City Clerk/ retention governed by that schedule. This type of license is issued to person, firm or corporation Creation * 1 YT, Destroy Under | alist to the State Records Center, but
80 [132] . WM™ | 60,0005 [ApplBill Poster License| Delete g oy - ISP Uea fo person, fir P _|Office +3 Yrs. City yor . ; ’
License Division engaged in the business of outdoor advertising for a cash consideration by placing, posting or painting Supervision do not require Committee or Board
) ) : - . Records Center
on billboards, ground or roof signs, displays, or on the walls of buildings to advertise goods or approval.
products to announce coming events, attractions or contests.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License .
Applications- General or 17-0047 Alcohol and Related License Applications as appropriate. An No- schedules being deleted are sent as
City Clerk/ . , . . . ; ; ppropriate. AAny Creation +4 Yrs. | Destroy Under | a list to the State Records Center, but
81 (132 ,. L 60-0007 | Appl Cigarette License | Delete [existing inventory will be transferred and maintained according to the retention governed by that i . . .
License Division ) . - . . o Office Supervision do not require Committee or Board
schedule. This type of license is issued to businesses engaged in selling cigarette and tobacco
approval.
products.
This schedule is to be deleted as these records will be consolidated under schedule 17-0047 Alcohol No- schedules being deleted are sent as
City Clerk/ Appl Class A Malt and Related License Applications. Any existing inventory will be transferred and maintained according| Creation +4 Yrs. | Destroy Under | alist to the State Records Center, but
82 [ 132 . o 60-0008 , Delete . . . - . . , . ) .
License Division License to the retention governed by that schedule. This type of license is issued to businesses selling Office Supervision do not require Committee or Board
fermented malt beverages for consumption off premises. approval.
Aool Class A This schedule is to be deleted as these records will be consolidated under schedule 17-0047 Alcohol No- schedules being deleted are sent as
City Clerk/ Jgp_. - and Related License Applications. Any existing inventory will be transferred and maintained according| Creation + 6 Yrs. | Destroy Under | alist to the State Records Center, but
83 [ 132 ,. L 60-0009 Intoxicating Liquor Delete . . . . . . i . . .
License Division License to the retention governed by that schedule. This type of license is issued to businesses selling Office Supervision do not require Committee or Board
= intoxicating liquor for consumption off premises. approval.
C:\Users\clee\Desktop\Copy of CIMC Report 2.xls Page 19




SCHEDULES FOR CIMC REVIEW - SEPTEMBER 14, 2017

REPORT #2 -- CART approved Auqgust 2017

# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as these records will be consolidated under schedule 17-0047 Alcohol No- schedules being deleted are sent as
84 | 132 City Clerk/ 60-0010 Appl Class B Tavern & Delete and Related License Applications. Any existing inventory will be transferred and maintained according| Creation +6 Yrs. | Destroy Under | alist to the State Records Center, but
License Division Related Licenses to the retention governed by that schedule. This type of license is issued to taverns, restaurants and Office Supervision do not require Committee or Board
other businesses selling and/or serving alcohol beverages for consumption on the premises. approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0047 Alcohol No- schedules being deleted are sent as
85 | 132 City Clerk/ 60-0011 Appl Class B Beer Only Delete and Related License Applications. Any existing inventory will be transferred and maintained according| Creation +4 Yrs. | Destroy Under | alist to the State Records Center, but
License Division License to the retention governed by that schedule. This type of license is issued to restaurants and other Office Supervision do not require Committee or Board
businesses selling and/or serving fermented malt beverages for consumption on the premises. approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General. Any existing inventory will be transferred and maintained according to the .
. . i . . . . No- schedules being deleted are sent as
. . retention governed by that schedule. This type of license is issued to bona fide clubs, organized labor | Creation + 1 Yr. .
City Clerk/ Appl Class B (Special) . . - . - . , . Destroy Under | a list to the State Records Center, but
86 [ 132 . L 60-0012 , Delete [unions, county or local fair associations, or agricultural societies, churches, lodges or societies orto [ Office + 3 Yrs. City . . .
License Division License ) , L . . Supervision do not require Committee or Board
posts established by veterans' organizations to temporarily sell fermented malt beverages, wine and Records Center approval
soda water beverages at a particular picnic or similar gathering, or at a meeting of a veterans' post or pproval.
during a fair conducted by fair associations or agricultural societies.
. This schedule is to be deleted as this license no longer exists as of 2015. Junk collector activities are Crgatlon Hvn No-.schedules being deleted are sent as
City Clerk/ Appl Junk Collector . . . . . o L - Office + 3 Yrs. | Destroy Under | alistto the State Records Center, but
87 [ 132 ,. L 60-0024 , Delete |now included in the Recycling, Salvaging or Towing Premises license which will now be filed in the 17- . . . .
License Division License . o . . . . . . City Records Supervision do not require Committee or Board
0045 License Applications- General series. This type of license was issued to junk collector vehicles.
Center approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as t his license no longer exists as of 2015. Auto wrecker activities are | Creation + 1 Yr. No- schedules being deleted are sent as
88 | 132 City Clerk/ 60-0025 Appl Junk Dealer Delete now included in the Recycling, Salvaging or Towing Premises license which will now be filed in the 17-| Office + 3 Yrs. Destroy Under | a list to the State Records Center, but
License Division License 0045 License Applications- General series. This type of license is issued to businesses that have a City Records Supervision do not require Committee or Board
junk yard. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
89 | 132 City Clerk/ 60-0027 Appl Parking Station Delete Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
License Division License retention governed by that schedule. This type of license is issued to businesses that store motor City Records Supervision do not require Committee or Board
vehicles where the owner or person storing such vehicle is charged a fee. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General. Any existing inventory will be transferred and maintained according to the Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ Appl Pawnbrokers retention governed by that schedule. This type of license is issued to businesses engaged in lending | Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
90 | 132] . . 60-0028 , Delete ) . o\ . ey . .
License Division License money on personal property or goods which are pledged as security for the loan on the condition that City Records Supervision do not require Committee or Board
if the loan is not repaid within a specified period of time the goods used as security may be sold to Center approval.
compensate for nonpayment.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
91 | 132 City Clerk/ 60-0031 Appl Private Waste Delete Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
License Division Collector License retention governed by that schedule. This type of license is issued to businesses that collect tor City Records Supervision do not require Committee or Board
transport waste materials on any street or alley. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License .
Applications- General or 17-0047 Alcohol and Related License Applications as appropriate. Any No-.schedules being deleted are sent as
City Clerk/ Appl Second Hand o , o , . Creation +4 Yrs. | Destroy Under | alistto the State Records Center, but
92 [ 132 ,. L 60-0034 ; Delete |existing inventory will be transferred and maintained according to the retention governed by that , . . .
License Division Dealers License Office Supervision do not require Committee or Board

schedule. This type of license is issued to businesses engaged in the purchase, sale or exchange of
any second hand articles of personal property to and from the public.

approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as this license no longer exists as of 2015. Used bikes, tires and Creation + 1 Yr. No- schedules being deleted are sent as
93 | 132 City Clerk/ 60-0041 Appl Used Bike, Tires, Delete batteries business activities are now included in the Recycling, Salvaging or Towing Premises license | Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
License Division Batteries License which will now be filed in the License Applications- General series. This type of license is issued to City Records Supervision do not require Committee or Board
businesses that buy, sell and/or deal in used bikes, tires, and batteries. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License . .
- o ) L . Creation + 1 Yr. No- schedules being deleted are sent as
. Appl Used or Second Applications- General. Any existing inventory will be transferred and maintained according to the . .
City Clerk/ ; , . : . . . . Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
94 (132 ,. L 60-0042 | Hand Vehicle Dealer | Delete |[retention governed by that schedule. This type of license is issued to businesses engaged in buying, . . . .
License Division , . . o . . . City Records Supervision do not require Committee or Board
License selling, exchanging or dealing in secondhand motor vehicles, including secondhand parts of motor
. . . Center approval.
vehicles, either retail or wholesale.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
95 | 132 City Clerk/ 61-0232 Appl Amusement Delete Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
License Division Machine Distributors retention governed by that schedule. This type of license is issued to businesses distributing City Records Supervision do not require Committee or Board
amusement machines. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
9 | 132 City Clerk/ 61-0233 Appl Phonograph Delete Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. | Destroy Under | alist to the State Records Center, but
License Division Distributors Licenses retention governed by that schedule. This type of license is issued to businesses distributing City Records Supervision do not require Committee or Board
phonograph machines. Center approval.
Correspondence Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ . — This schedule is to be deleted. As of 2017 all correspondence is part of the application. Request for Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
97 (132 ,. L 66-0038 License Division- Delete |. . . _— . . . . .
License Division information and general beer and liquor inquires are kept electronically. City Records Supervision do not require Committee or Board
Reference Onl
Center approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ App Curb Space Area This schedule is to be deleted as this license was discontinued in 2009. This type of license was Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
98 | 132] . - 67-0057 — , Delete |. . . o . . . gy . .
License Division Privilege Permit issued to businesses selling merchandise in a designated curb space area for a special event. City Records Supervision do not require Committee or Board
Center approval.
This schedule is to be deleted as this license no longer exists as of 2015. Auto wrecker activities are . .
now included in the Recycling, Salvaging or Towing Premises license which will not be filed in the 17- Creation * 1 Yr, No- schedules being deleted are sent as
City Clerk/ Appl Auto Wrecker . > Necycing, ging wing . L . Office+ 3 Yrs. | Destroy Under | alistto the State Records Center, but
99 (132 ,. L 67-0058 . Delete |0045 License Applications- General series. This type of license is issued to businesses that buy motor . . . .
License Division License . , ; . : . : City Records Supervision do not require Committee or Board
vehicles for purposes of dismantling or disassembling, or that dismantles or disassembles any such
. o Center approval.
motor vehicle for the purpose of dealing in the parts thereof.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
100 | 132 City Clerk/ 67-0062 Appl Snow Plow Delete Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
License Division License Motorized retention governed by that schedule. This type of license is issued to businesses removing snow or City Records Supervision do not require Committee or Board
ice from the public or sidewalks or public alleys of the city by means of motorized sweepers or plows. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ Appl Taxicab Owners Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
1011321 ,. . 69-0058 , Delete , ) : . ) . gy . .
License Division Permit retention governed by that schedule. This type of license is issued to businesses or persons to own City Records Supervision do not require Committee or Board
and operate a public passenger vehicle. Center approval.
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# | Org Dept. Schedule # Title FEETES Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
City Clerk/ . g . . y y L lyp . . P g .g . Office + 3 Yrs. Destroy Under | a list to the State Records Center, but
1021321 ,. L 73-0021 Improvement Delete |business of installing, repairing, servicing, improving or remodeling any permanent installation or . . . .
License Division ” . - s . , City Records Supervision do not require Committee or Board
Contractors Certificate improvement attached to an existing home or building used for residence purposes, but not exceeding
o . - . . Center approval.
6 living units, accessory buildings, or any appurtenance thereto, or any sidewalks, driveways or other
approaches to such building.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Apphgahons- General. Any existing mveptory will bg transferred and maintained accor.dl'ng to the Creation + 1 Yr. No- schedules being deleted are sent as
. Appl Home retention governed by that schedule. This type of license is issued to persons who solicit or sell at any . .
City Clerk/ s : . L . Office + 3 Yrs. Destroy Under | a list to the State Records Center, but
1031132 | . o 73-0022 Improvement Delete |place within the city, other than within a building or structure used as a place of business, any home . . ) .
License Division X ” . . \ o2 L City Records Supervision do not require Committee or Board
Salesman's Certificate improvement or permanent installation or similar improvement attached to an existing home or
- . . . . e Center approval.
building used for residence purposes, but not exceeding 6 living units, accessory buildings, or any
appurtenance thereto, or any sidewalks, driveways or other approaches to such building.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ , Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
1041132 License Division 730123 | Appl Shooting Gallery | - Delete retention governed by that schedule. This type of license is issued to businesses operating a shooting City Records Supervision do not require Committee or Board
gallery or place to practice target shooting. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License . .
- o : L . Creation + 1 Yr. No- schedules being deleted are sent as
. Applications- General. Any existing inventory will be transferred and maintained according to the . .
City Clerk/ . , . : . Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
105132, . L 73-0124 Appl Direct Seller Delete |retention governed by that schedule. This type of license is issued to persons who sell goods or take . . . .
License Division ) . : ) ) City Records Supervision do not require Committee or Board
sales orders for the later delivery of goods on any public way or other public premises, and includes Center approval

peddlers and solicitors.
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Type Location
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License | Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ . . Applications- General. Any existing inventory will be transferred and maintained according to the Office + 3 Yrs. Destroy Under | a list to the State Records Center, but
106132 | . L 73-0125 Appl Livery License Delete ) . . . . . . . .
License Division retention governed by that schedule. This type of license is issued to persons who provide transport City Records Supervision do not require Committee or Board
to the public using horse-drawn surrey for hire. Center approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
Applications- General. Any existing inventory will be transferred and maintained according to the Creation + 1 Yr. No- schedules being deleted are sent as
City Clerk/ Appl Private Alarm retention governed by that schedule. This type of license is issued to businesses engaged in Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
107 (132 . - 79-0054 . , Delete - . . . . L . . . . . gy . .
License Division Business License providing, selling, leasing, renting, installing, monitoring, servicing, altering, moving or causing any City Records Supervision do not require Committee or Board
alarm system to be sold, installed, monitored, serviced or altered in or on any other person's building, Center approval.
place of business, structure, residence or other facility for compensation.
, . . . . . . o No- schedules being deleted are sent as
City Clerk/ AQQ. I Da.yt|me Th|§ schedu!e is to be Fieleted as th|s license .|s now obtained from the.M|Iwaukee Pghce d|stlr|.ct Creation + 2 Yrs. | Destroy Under | alist to the State Records Center, but
1081132 | . L 79-0058 Residential and Delete |stations. This type of license was issued to city residents parking on city streets during specified , . . .
License Division Office Supervision do not require Committee or Board
Impacted Area hours.
approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License .
Applications- General or 17-0047 Alcohol and Related License Applications as appropriate. An No- schedules being deleted are sent as
City Clerk/ Appl Food Peddler p.p - , . . bo . ppropria’e. Any Creation +4 Yrs. | Destroy Under | alist to the State Records Center, but
1091132 | . o 83-0002 ; , Delete |existing inventory will be transferred and maintained according to the retention governed by that , . : .
License Division Vehicle Permit , i " . Office Supervision do not require Committee or Board
schedule. This type of license is issued to any person and business who operates a pushed, pedaled,
. . . . approval.
pulled or motorized vehicle from which food is prepared or sold.
. Appl Use Civic Center This schedule is to be deleted as this license was discontinued in 2010. This type of license was Crgatlon Hvn No-.schedules being deleted are sent as
City Clerk/ , . . o o ) . . Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
1101321, . L 83-0003 Plaza (Applicants Delete |issued to nonprofit organizations and organizations devoted to public purposes using the civic center . o . .
License Division _ City Records Supervision do not require Committee or Board
Limited plaza.
Center approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
- i .
. This schedule is to be deleted as these applications are now interfiled with the Class D Bartender Crgatlon (M No .schedules being deleted are sent as
City Clerk/ Appl Class D Operator- . - . . L R . Office + 3 Yrs. Destroy Under | alist to the State Records Center, but
M11132 ], . L 84-0036 - Delete |license applications. This type of license is issued to individuals working as temporary bartenders for . L . ,
License Division Limited , City Records Supervision do not require Committee or Board
nonprofit events.
Center approval.
Creation + 2 Vs No- schedules being deleted are sent as
11211321 City Clelzrl.d. 86-0002 Receiot. CC 222 Delete This schgdgle is to be deleted. Receipts are now in a new format and kept with the Daily Treasurer's Office + 3 Yrs. City Destroy prlder alist to the SFate Records Center, but
License Division N Reconciliation Reports. Supervision do not require Committee or Board
Records Center
approval.
. Appl Special Event- This schedule is to be deleted as this license was discontinued in 1999. This type of license was Creation + 1 Yr. No-lschedules being deleted are sent as
City Clerk/ . . . . o . ; . , .. | Destroy Under | alistto the State Records Center, but
M3|132 . o 91-0047 | Sales from Barricade | Delete |issued to applicants who wish to sell within the barricade area setup by the police and committee Office + 4 Yrs. City . . .
License Division . : . . Supervision do not require Committee or Board
Area during the city festival and circus parade. Records Center
approval.
Appl Special Event- Creation + 1 Yr No- schedules being deleted are sent as
City Clerk/ , This schedule is to be deleted as this license was discontinued in 1999. This type of license was : .| Destroy Under | alistto the State Records Center, but
1141132 | . o 91-0048 Sales from Private Delete |. . . . . . . ) Office +4 Yrs. City . : .
License Division issued to applicants who wish to sell from private property during the city of festival and circus parade. Supervision do not require Committee or Board
Property Records Center
approval.
e This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License . No- schedules being deleted are sent as
. Special Privilege . e . . . Creation + 1 Yr. .
City Clerk/ ; Applications- General, and any existing inventory will be transferred and maintained according to the i . Destroy Under | alist to the State Records Center, but
151321, . L 99-0103 | Newspaper Vending Delete ) . . . . Office + 2 Yrs. City . . .
License Division retention governed by that schedule. This type of license is issued to businesses for the use of Supervision do not require Committee or Board
Box Apps . Records Center
newspaper vending boxes. approval.
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# | Org Dept. Schedule # Title ACRIEE: Record Content & Purpose Retentllon/ Final Disposition| State Board Approval Required (Y/N)
Type Location
Creation + 2 Yrs No- schedules being deleted are sent as
1611321 City Clel:rl.d' 99-0104 Civic Center Plaza Delete ThIS schedulg is to be dgleted ag thls license was discontinued in 2010. This type of license was Office + 2 Yrs. City Destroy ppder alist to the SFate Records Center, but
License Division - issued to businesses using the civic center plaza. Supervision do not require Committee or Board
Records Center
approval.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License
. Applications- General. Any existing inventory will be transferred and maintained according to the , No- schedules being deleted are sent as
. Escort Business and , . . .. . Creation + 1 Yr. .
City Clerk/ ; retention governed by that schedule. This type of license is issued to businesses or persons who (for : .. | Destroy Under | allistto the State Records Center, but
M711321 . L 99-0105 Escort License Delete . ) , \ . . Office +3 Yrs. City . . ,
License Division - a fee, commission, salary, hire, profit, payment or other monetary considerations) accompanies or Supervision do not require Committee or Board
Application , . . Records Center
offers to accompany another person to or about social affairs, entertainments or places of amusement approval.
or consorts with another person about an place of public resort or within any private quarters.
This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License :
. . C ) L . . No- schedules being deleted are sent as
. Precious Metal & Gem Applications- General. Any existing inventory will be transferred and maintained according to the Creation + 1 Yr. .
City Clerk/ T , . . . . . . : .. | Destroy Under | alistto the State Records Center, but
1181132 | . o 99-0106 Dealers' License Delete |retention governed by that schedule. This type of license is issued to businesses engaged in buying, |[Office +3 Yrs. City . ) .
License Division " . L . . i ) ' Supervision do not require Committee or Board
Applications selling or receiving secondhand jewelry, sterling silverware or gold or silver coins or bullion to and Records Center
. approval.
from the public.
. This schedule is to be deleted as these records will be consolidated under schedule 17-0045 License . No- schedules being deleted are sent as
. Mobile Home Park - . ) . . Creation + 1 Yr. .
City Clerk/ ; - Applications- General. Any existing inventory will be transferred and maintained according to the i . Destroy Under | alist to the State Records Center, but
1911321, . L 99-0139 | License Application & | Delete ) . . . . Office + 3 Yrs. City . . .
License Division , retention governed by that schedule. This type of license is issued to businesses or persons who Supervision do not require Committee or Board
Resolution . \ Records Center
operate and maintain a manufactured home community. approval.
This is a new record series created to officially list newly discovered records from the City of
Milwaukee, Department of Public Works/Engineer's Office to be transferred and maintained
Milwaukee Public permanently at the City Archives at the Milwaukee Public Library. No- this is an
120 | 862 Librarv/Cit 17-0049 Rivers--Record of New These records consist of logs created by the City Engineer’s Office: daily temperature readings of the | Permanent MPL Permanent administrative/housekeeping schedule
Arch}ilvesy Stages Milwaukee River January 1952 -1962, daily recordings of river stages from 1982 through 1968, and City Archives for archival records and does not involve

hourly recordings of river stages from 1962-1981.

any records destruction.
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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
e Read instructions provided on pages 2-3 before 1. RDA # 2. Record Series Title
completing. 17-0049 Rivers - Record of Stages
¢ In accordance with Wis. Stat. § 16.61, this form must be 3. RDA Status (Check One): X 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# 862
records series and prior to disposition of any public record. 6. Agency Name
e Agency Records Officer: Forward original to the PRB. City of Milwaukee
Maintain an agency copy during the PRB review process.
Division Name Subdivision Name
Milwaukee Public Library City Archives
7. Record Series Year | 8. Medium for Records Storage (Check all appropriate)
of Creation 2017 [ 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 i Mo i Wks i Days i Permanent* | Creation Fiscal Other (Specify)
X Oecr Ors) 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 [J Destroy Confidential [ Transfer - State Archives (WHS) [ Transfer - UW Archives

[ Transfer - Other Location (Specify):

12. Records Series Description

This is a new record series created to officially list newly discovered records from the City of Milwaukee,
Department of Public Works/Engineer’s Office to be transferred and maintained permanently at the City
Archives at the Milwaukee Public Library.

These records consist of logs created by the City Engineer’s Office: daily temperature readings of the
Milwaukee River January 1952 -1962, daily recordings of river stages from 1982 through 1968, and
hourly recordings of river stages from 1962-1981.

Estimated annual volume of this record: 1 cu. ft. (NOTE: ONE CITY RECORDS CENTER STORAGE BOX =1 CUBIC FOQT)
Record Organization: [ ] Alpha [ INumeric  [] Chronological [ Other
Is this record or its content available elsewhere? . Yes Where? Partial information located at Port of Milwaukee L] No
Will these records be transferred to another medium? [ Yes . No
What Medium? What point in the records cycle?
Total Retention Requested-- (Office) + (Record Center/Other) = Permanent
Department Head: Division Head: Records Coordinator:
13. Records Contain Personally Identifiable Information (PIl): 14. PIl Registry Exemptions (Check YES if Pll is exempted):
O Yes Xl No O Yes [ No
15. Name of Agency [J Program Contact or X Records Officer:  Bradley Houston
Telephone:  414-286-5478 Email  Bradley.Houston@milwaukee.gov
16. Records Series Contains Content that is Confidential or Access is Protected: [ ves X No

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) Agency Records 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 (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
DEPARTMENT OF ADMINISTRATION
Public Records Board

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

Retention/Disposition Authorization (RDA) #:

Prior to submission to the Public Records Board (PRB) for approval, 10. Event: LJs_e' this field to in_dica_te the specific ev_ent that must occur in
every RDA must have a unique, sequential number. Agency Records order Fo initiate the retentlon time period. Identify this event by
Officers assign this number which is subject to PRB approval. checking one of the boxes listed: - o _

- The Records Officer must review past RDAs and then assign a - CR:If creatlorl of tr‘]e record initiates the retention time period, mark
number to new RDAs which has never been used. the checkbox C.R' . S )

- Asuffix is not used for most records series. It is an optional - FIS: If the retention time EJ‘EI’IO? is initiated by the end of a fiscal
alphabetical character that may be added to the end of the RDA year, mark the checkbox “FIS.” These records must be kept
number when used to indicate different retention periods, media, or through the end of the Fiscal Year. e
dispositions for all or portions of the same records series. - Other (Sp_emf)_/): If a s_pecmc event other than “CR” or “FIS initiates

the retention time period, mark the checkbox “Other (Specify)”. You

Records Series Title: Assign a descriptive title to the records series. Be must also state the event. You may provide a detailed description

certain that agency employees will be able to accurately identify the of the event within the Records Series Description in #10 if more

records series from its title. Do not use abbreviations or acronyms. space is needed.

RDA Status: Check only one box: _ 11. Disposition: Check the appropriate box to indicate disposition of the

- NEW: Request for approval of an RDA with a number that has records after the retention time period has expired. Only one
never been submitted to the PRB. In # 12, provide the reason for disposition may be checked. Mark as “Destroy Confidential” if the
the creation of the RDA, for example: program re-organization, record series contains personally identifiable information (Pll, see #
re(_:ords identified during agency review, or brand new records 13, below), or the record’s access is restricted by law (see # 16,
being created. below). If a record series is marked as “Destroy Confidential,” then

- AMENDED: Request for approval of a change to an RDA that the record destruction shall comply with all relevant legal
previously was approved by the PRB. Any revision to an RDA requirements.
triggers amended status. Use existing RDA number.

- RENEWAL: The RI?A has sunset and is being renewed without _ 12. Records Series Description:
amendments. RDA’s automatically sunset every 10 years, per Wis. - The description is the most important section of the RDA. It informs
Stat. § 16.61(4)(c). Use existing RDA number. the PRB, and others who are unfamiliar with the records series,

Agency #: Use the following: what in_formation is contained in the series, the business purpose

- State Agency: Use the three-digit agency appropriation code for the |nf0r_mat|on, and the reasons why the series was created
assigned by Wis. Stat. § 20.005. and/or received by the agency. o

- University of Wisconsin: Use the three-digit statutory code (285) - May include relevant statutory, rule citations, or other legal
together with the alphabetical code assigned to the institution. authority in order to clarify the content of the records and the

- Local Units of Government, Other Entities: Please contact PRB authorization to create them. Additional information may be
Staff. included as needed for employees to manage the records, such as

- Board/Commission: The Records Officer may assign an providing guidancg_regarding who is custod_ian of t_he regqrds within
additional alphabetical character to autonomous entities that are the series or conditions that must be met prior to disposition, as
attached to an agency. well as the relationship to any other record_serles.

- If requesting approval of a NEW RDA, provide the reason for the

Unit #: Use the following: creation of the RDA, for example: program re-organization, records

- Indicate the business unit # which has ownership and financial identified during agency review, or brand new records being
responsibility for records in this series if applicable. created.

- University of Wisconsin: Use the 6-digit UDDS # that the UW - “Record series” is defined by Wis. Stat. § 16.61(2)(c).
uses for accounting and budgetary purposes. ) . ) ) )

13. Records Contain Personally Identifiable Information: Wisconsin

Agency Name:

- Identify the entity that has legal custody of the records, using
correct names. Do not use acronyms or abbreviations.

- Identify the division and/or subdivision that creates and receives
the records. Do not use acronyms or abbreviations.

Records Series Year of Creation: This is the year the agency first
began creating or receiving records in this series. If the precise year
is unknown, then provide an estimate.

Medium for Records Storage: Indicate all the media on which the
records are stored such as paper, electronic/digital, microform, or
other, e.g., audio, film, or video.

Retention Time Period: SPECIFY AN ACTUAL TIME PERIOD.
Enter the number of years, months, weeks, or check "Permanent” to
indicate period of time for retaining the records. “Permanent” means
that the records need to be maintained permanently by the creating
agency. See the Guidelines for the Permanent Retention of Records.
- In # 12, provide specific justification to the PRB for the proposed
retention time period. Examples of appropriate justification include,
but are not limited to: citation of controlling statutes or
administrative rules, consistency with related retention schedules,
audit or fiscal requirements, or end of business need.
- If aretention time period is required by law, cite the relevant
statute, administrative rule, or other legal authority in #12.

law requires authorities to specifically identify records series that
contain personally identifiable information (PII). PIl is defined in Wis.
Stat. §19.62(5) as information that can be associated with a particular
individual through one or more identifiers or other information or
circumstances. Examples of Pll include, but are not limited to, a
person’s name plus social security number or driver’s license number.
If the records associated with this RDA must be destroyed
confidentially due to PII content, check yes. Check yes even if some,
but not all, of the records included in the RDA contain PII. If YES,
complete #12. If NO, do not complete #12.
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14. Personally Identifiable Registry:

15.

16.

17.

Pursuant to Wis. Stat. § 16.61(3)(u), the Public Records Board shall
create a registry describing records that contain PIl. The law specifies
that records containing the following information shall not be included
in the Registry:
a. Any records series that contains the results of a matching
program, as defined in Wis. Stat. § 19.62(3), if the state agency
using the records series destroys the records series within one
year after the records series was created;
b. Mailing lists;
c. Telephone directories;
d. Records series pertaining exclusively to employees of a state
agency;
e. Records series specified by the board that contain personally
identifiable information incidental to the primary purpose for
which the records series was created, such as the name of a
salesperson or a vendor in a records series of purchase orders;
and,
f. Records series relating to procurement or budgeting by a state
agency.
If the records associated with this RDA are derived from any of the
information stated immediately above in a. through f., check YES in
#14.
Note: When # 14 is checked YES, the information in this RDA will
be excluded from the PIl Registry. When checked NO, the
information in this RDA will be included in the PIl Registry.

Agency Program Contact or Records Officer: Provide the name,
telephone number and email address for the agency’s statutorily-
designated Records Officer or other program contact, who may be
contacted for further information regarding the record series.

Records Series is Confidential or Access is Limited:

- Check “yes” only if a specific statute, administrative rule, or other
legal authority requires that all, or some, information in the record
series be kept confidential or protected from public access. If “yes”
is checked, identify the relevant statute, code, or other legal
authority in #12.

- Some, but not all, personally identifiable information (PII) is
confidential. At the same time, records that do not contain PIl may
be required by law to be kept confidential or have limited access.

- For purposes of record retention and destruction, Wisconsin’s
Public Records Law and related statutes govern public access to
records including certain confidentiality provisions.

Approval Signatures: The Agency Records Officer, and at least one
other agency official, such as the Agency Program Manager, Risk
Manager, Legal Counsel, and/or the Legal Custodian of Records,
must review, approve, and sign the RDA before submitting it to the
PRB for approval. Prior to implementation, PRB approval and
signature by the State Archivist are both required.

Contact information: for records management training and
assistance, please contact the Wisconsin Department of
Administration, Records Management Section, by telephone at: (608)
266-2995. Many records management resources are available at the
Public Records Board website:

http://publicrecordsboard.wi.gov

Here are three helpful documents:

a. Statewide General Records Schedules
b. Wis. Admin. Code ch. Admin 12

c. Records Management Fact Sheets
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. : State Board
Schedule . Request Retention/ Final .
Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
City —LL.Obb .'St Lobbyist Registrations are filed by persons who are employed by principals, are contracted for, or that !
. Registrations & . . . . . e Creation + 7 Yrs./| Destroy Under
132 | Clerk/License | 17-0050 e New [receive economic consideration other than reimbursement for actual expenses from a principal, and who ) . Yes
. Principal Expense ) L Office Supervision
Division lobbies on behalf of the principal.
Statements
This schedule contains paper records that are being scanned and maintained electronically in various No - The Board only wants
Administrative E-Vault applications. Types of records include, but are not limited to, record retention to review one instance of
Document . schedule reports, State Public Records Board RDA forms, retention schedules (dating back to the Event (Scan & the record. Administratively,
. Document Service . - . : ; Destroy Under i
156 Services 17-0051 Reports- Scanned New  |1950s), department history records, reports, statistics, meeting materials, etc. Per Wis. Stat. §137.20, Index) + 3 Supervision we can implement a
. D - . . 1 . . . . . " .
Section the original paper documents will be imaged and subjected to review to ensure the quality of the images | months/ Office P schedule for our retention
is acceptable. Upon verification of the quality, the paper documents will be kept on site for three months of paper records being
and then destroyed confidentially. scanned.
This record series includes Worker's Compensation Injury and lliness Case Files. The contents of these No - The Board only wants
case files include, but are not limited to, medical records, correspondence and medical bills, as well as to review one instance of
Workers . . , L e ) - T
Worker's Com—ensation other documentation relating to investigations and litigation. Per Wis. Stat. §137.20, the original paper | Event (Scan & Destroy Under the record. Administratively,
166 . 79-M010 ~Ompensalion. Renewal [documents will be imaged and subjected to review to ensure the quality of the images is acceptable. Index) + 3 your we can implement a
Compensation Claims Case Files - . X . ! Supervision i
Oriinal Upon verification of the quality, the paper documents will be kept on site for three months and then months/ Office schedule for our retention
{Originl} destroyed confidentially. Digital records will be retained until the closure of the claim + 12 years. See of paper records being
related Schedule 79-E010. scanned.
Wisconsin Photo ID law requires (unless they are exempt) a voter who submits an application to vote an
absentee ballot by mail must include proof of their valid photo identification. The retention of the photo
identifications are related to the voter's registration status. Per the recommendation of the Wisconsin Event (Change in
. Absentee Ballot . o . ) . T . . N
Election L Election Commission, the City of Milwaukee Election Commission is required to retain the proof of registration Destroy Under
170 o 17-E057 |Proof of Identification New [ .. . ) ) ! } o - Yes
Commission . identification on file for all future elections until the voter's registration status changes (ex. change of status) + 4 Yrs./E-|  Supervision
Documentation o e N
address, inactivation, change of name, etc.) Annotated proof of identification documentation will be vault
transferred to the City Records Center one month after the date of election to be scanned into E-Vault.
(See schedule 17-S057)
No - The Board only wants
to review one instance of
Election Absentee Ballot Event (Scan & Destrov Under |te record: Administratively,
170 Commission 17-S057 |Proof of Identification| New  |See description of record in schedule 17-E057. Index) + 3 Su eilvision we can implement a
Documentation months/ Office P schedule for our retention
of paper records being
scanned.
o . - A Event (Grant
This series includes, but is not limited to, records related to the administration of federal grants such as o
o ) ) ; Termination) + 5 | Destroy Under
211| Comptroller | 74-0178 Federal Grants Amend |applications, agreements, vendor contracts, expenditures, vouchers, cost reports, financial reports and . . Yes
. : ) . . Yrs./ City Records| Supervision
request for reimbursements which may include personal account numbers and social security numbers. Center
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Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
No- schedules being deleted
' : . . . : . are sent as a list to the State
EXempt Froperty. , .
7 1230 Asseﬁfsors 62-0051 RExem t Pro :n' Delete This sch;déjls is tcr: bde nljel1eted ;2(:5 no |nv§nto'£y currerét!y eX|sts|, Records generated in the future will be Permanent Permanent Records Center, but do not
Office ecord Card- Active superseded by schedule 15-0022 Exemption Reports Bi-annual. require Committes or Board
approval.
E P No- schedules being deleted
' xempt Property ; ; : ; ; . : are sent as a list to the State
8 | 230 Asgeﬁfsors 62-0052 Record Card- Delete This sch;déjls is tcr: bde nljelféeg(,) ;2(:5 no |n\/t§nto'£y cu:trerl;t!y eX|sts|,. Records generated in the future will be Creatgfr;l +1Yr/ DSestroy ppder Records Center, but do not
ice " nactive superseded by schedule 15- xemption Reports Bi-annual. ice upervision | . ire Committee or Board
approval.
o ) . ) ) ) ) No- schedules being deleted
Dept. of Application for Permit| This schedule is to be deleted as custodianship of these records was transferred to the City Creation + 1Yr/ | Destroy Under | ¢ sentas alistto the State
9 [ 360 | Neighborhood | 80-0048 | Rooming House Delete  |Clerk/License Division, and they are maintaining these records under schedule 17-0045 License Office ’ su e?;/ision Records Center, but do not
Services Hotel Applications- General. P require Committee or Board
approval.
. Lo . . . . . Fiscal Year + 2
DPW- City Enaineer This record series includes City of Milwaukee Engineer correspondence, Resolutions, reports, public Vrs Office +13 | Destrov Under
10 | 548 | Infrastructure | 69-0201 =l Endineer Amend |safety letters, property owner mailings, etc. This schedule is being amended to further clarify the . y . Yes
S Correspondence : Yrs./ City Records| Supervision
Administration records series content.
Center
This record series includes work orders, contracts, State Municipal Agreements, request for
reimbursements, progress invoice statements, resolutions, communications, and other related Fiscal Year + 1
DPW- Sub-Account Folder- , . : ) ; . )
11| 548 | Infrastructure | 80-0042 | State and Federal Amend documents for State and Federal Aid projects. This record series also consists of Project ID numbers Yr./Office + 10 | Destroy Under Yes
Administration T oAl q that are grant related such as BR320 Bridges, ST320 Streets, and C523 which are contract files that Yrs./City Records| Supervision
- goes along with the ST/BR320 grant related projects. This schedule is being amended to reduce the Center
retention from 15 to 11 years.
This record series includes the Truck Changes for Scale report which identifies a daily listing of truck
numbers (Garbage, Recycling, Front Load, Rear Load or any other equipment) and route assignments,
. . i i igi . . i
12 | 565 |DPW- Sanitation| 17-0055 Truck Changes for New |28 wgll as any deviation from onglnal schedyled route gnd reason (ex. truck break§ down). The form Creatlon.+ 2 | Destroy ppder Yes
Scale Report contains a program code to identify the assigned material (refuse, garbage, recycling, or waste Yrs./Office Supervision
material). The Scale Operator uses the report to record weights at the contracted material collection
agency.
This record series contains digital photographs taken to document various violations such as weed
13 | 565 |DPW- Sanitation| 17-E054 Violation New removal, recycllng or garbage carjt retgrn, contgmlngted rgcyclmg, prohibited eIectromcs discarded .|n Creatlon.+ 5 | Destroy ppder Yes
Photographs garbage or recycling carts, snow/ice sidewalk violations, litter, as well as other actions that are against Yrs./Office Supervision

the City Code of Ordinances.
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Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
This schedule is being amended to change the title and revise the description. This record series
I Collection Frequency contains a monthly report that monitors garbage and recycling collection and equipment use frequency. Creation + 2 Destroy Under
14 - = - , , > ) . Yi
565 |DPW- Sanitation 74-0062 & Equipment Report Amend The report lists the employee, vehicle number, work days, daily tonnage and any break-downs of Yrs./ Office Supervision e
equipment.
This schedule is being amended to change the title and revise the description. This record series '
: ; X ) Creation +2 Yrs./
contains a chronological record of an entire weather event (ice control and emergency snow removal i
- Snow & Ice Control . o ) . . Office + 2 Yrs./ | Destroy Under
15 | 565 [DPW- Sanitation| 74-0136 - Amend |operations) such as weather reports, driver sign-in sheets, memos regarding change in operations, . . Yes
Documentation . . . City Records Supervision
forms, alerts, logs and other related documentation used during general ice control and emergency Center
operations.
This schedule is being amended to change the title and revise the description. This record series
contains Time Sheets for private contractors working within the City of Milwaukee for emergency snow )
) . . o , Creation + 2 Yrs./
Contractor Snow removal operations or general ice control. The time sheets indicate the contractor’'s name, company Office + 3 Yrs/ | Destrov Under
16 | 565 [DPW- Sanitation| 74-0143 | Equipment Time Amend |address, phone number, contract number, the time worked and supervisor’s signature. Payment is . ’ y . Yes
. . ) A City Records Supervision
Sheets issued to contractors per the service agreement. These time sheets are not entered into “City Time Center
(Online Time Entry for City of Milwaukee employees). Payments are generated via FMIS (City’s
Financial Information Management System)
This schedule is being amended to change the title and revise the description. Commercial Rubbish
Estimate of Collection Receipt Booklets are maintained for collection of materials outside the normal residential )
_ : . . . L e . Creation + 3 Yrs./| Destroy Under
17 | 565 [DPW- Sanitation| 74-0144 |Commercial Rubbish| Amend [garbage. Fees for the construction collection must be paid in a district office before collection. The ) . Yes
. : ) Office Supervision
Collection booklets document the type of material collected (wood, dirt, concrete, etc.), name of employee who
provided a cost estimate, address of collection, receipt and payment info such as check number.
This schedule is being amended to change the title and revise the description. This record series
18 | 565 |DPW- Sanitation| 74-0146 Staff \.No.rk Log- Amend conta!ns dglly work logs as;omated W|th.San|ta.t|0.n office employees and field staff. Informatlon Creatlon. +1Yr./ | Destroy ppder Yes
Districts contained in the work logs includes, but is not limited to, assignments, hours, task completion, Office Supervision
incomplete tasks, and other documentation of daily activities.
Apartment Garbage This schedule is being amended to change the title and revise the description. This record series Event (Agreement Destrov Under
. D q : . . : . . :
19 | 565 [DPW- Sanitation| 74-0151 - Amend [includes service agreements between the City of Milwaukee and the property owner to drive on private rescinded) + 7 y . Yes
Service Agreement Supervision

property to service recycling and garbage containers.

Yrs.
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SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
The dump check report is used to monitor the arrival of trucks at the transfer station, as each truck has a
i i i i - iti i i i +
20 | 565 |DPW- Sanitation| 74-0154 | Dump Check Report| Renewal specmgd arrival time so that thgre is not a bagk up of trucks wa|t|qg to getin. Reports are filled out by Creat|onl 1Yr./ | Destroy ppder Yes
2ump heck hepor supervisors at the transfer stations, and notations are made on drivers not following the schedule, as Office Supervision
drivers who repeatedly do not adhere to the schedule can face consequences.
This schedule is being amended to change the title and revise the description. This record series
contains hardship applications for snow removal or cart return. The applications serve as a request for | Event (Hardship
21 | 565 |DPW- Sanitation| 74-0156 |Hardshio Exemotions| Amend special assistance for City pf Milwaukee re3|dlents who are either a semor citizen or physically unablg to reque§t expires or| Destroy ppder Yes
Hardship Exemplions handle garbage and recycling carts or otherwise do not have anyone in the household who can provide | rescinded) + 2 Supervision
this function. Applications are renewed annually, and contain the resident’s name, address, phone Yrs./ Office
number, type of assistance required, and other information as needed.
This record series is being amended to combine general subject files for Sanitation as well as
General Subject department correspondence. Correspondence is in the form of memos, emails, letters to the public from Creation + 7 Yrs/
22 | 565 |DPW- Sanitation| 74-0158 Files and Amend |the Commissioner and Department Head. Subject files may contain, but are not limited to, special event Office “| MPLSCREEN Yes
Correspondence records, maps, annual events, races, parades, purchasing requisitions, vendor correspondence, quotes,
item specifications, etc.
These records consist of Annual Reports of the DPW/Sanitation division. Reports include such
Annual Report- information as newly created programs, obsolete programs, statistics related to tons of solid waste Creation + 3 Yrs./ Transfer to LRB
23 | 565 |DPW- Sanitation| 74-0160 ADNUaLREnort 1 penewal ) y p. 9 o prog ’ o ' ) “| for permanent Yes
Bureau recycling, leaves, street sweeping, inches of snow, Clean and Green program activity, and any Office )
i retention
catastrophe and response that occurred during the year.
Sanitation employees are required to wear specific safety shoes, which may be purchased outside of the
department. The employee would then request reimbursement for the shoe purchase. Employee safety| Creation + 2
Safety Shoe . '
- shoe records are used to track the date and frequency of purchase as well as to ensure the time the Yrs./ Office + 1 | Destroy Under
24 | 565 |DPW- Sanitation| 79-0048 Purchase Renewal ) o . ; : . o . . Yes
Authorization employee is on the job is beyond the point required length of time for reimbursement. Records in this | Yr./ City Records | Supervision
- series includes, but is not limited to, Safety Shoe Vouchers, Authorization to Purchase Safety Shoes, Center
reimbursement request, and receipts which may contain personally identifiable financial information.
This record series contains the Crew Leaders Daily Time Report for Infrastructure's Sewer Field
Investigator, Sewer Exam, Cleaning Crew, Large Repair Crew, Yard Crew and Mason Crew.
. Information contained on the form includes, but is not limited to, Employee's name and ID number, date, | Fiscal Year + 7
DPW- Sewer Crew Leaders Daily ) ) L . . Destroy Under
25| 570 Maintenance 84-0032 Time Reoort Amend  [hours worked, program number, equipment used & number of hours, material description & quantity. Yrs./ City Records Supervision Yes
~1me Report The reverse side contains the Daily Productivity Report and information on the street or alley address, Center P
date, description of work and program number. These records are used for payroll and invoicing
purposes.
I\Records\CIMC AGENDAS\CIMC 2017\December 2017\CIMC_12_14_2017 Page 4




SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
This schedule contains correspondence, policies, and operations manuals for the Milwaukee Emergency
Records to be Emergency Government Administration, which was created to coordinate City government response to a natural City Archives at
26 | 701 | Screened for | 17-0059 Government New |disaster or attack. This office was subsumed under the Office of Emergency Management and MPyL JPermanent Permanent Yes
MPL Archives Coordinator Files Homeland Security in 2007. These records document important policies and procedures around
defense of City government, and should be screened for historical value.
This record series contains various pieces of equipment maintained by the Emergency Government
Administration to be used in the vent of a radiological event, such as a nuclear attack. Equipment
Records to be - . . - o . . .
Radiological Survey includes survey meters, dosimeters, radiation detection kits, log books, and various manuals City Archives at
27 1701| Screened for | 17-0060 . New : ; . . : Permanent Yes
. Materials documenting the use of the tools. All of the equipment is long-since obsolete. The items may have MPL/Permanent
MPL Archives L : ) L ) .
some historical or display interest, but have been unusable for their original function for some time. A
representative sample should be retained for permanent preservation
This is a new City of Milwaukee Global schedule created for use by all departments disposing of
hazardous or environmental waste to ensure compliance and limit liability associated with sending waste
for disposal. Due to the long-term potential harmful effects of mis-handled substances to human health
or the environment, and in keeping with State General Schedule RISK0071 — Waste Disposal Site
Records, this schedule’s disposition will be permanent. N
- Hazardous/ . . - . ) Originating
City-wide Global . Examples of hazardous or environmental substances may include, but are not limited to biomedical
28| 900 17-0052 |Environmental Waste| = New ) . : . ) ) Department/ Permanent Yes
Schedules ) - waste (blood, specimens, tissue, sharps, infectious or pathological waste, etc.), automobile waste
Disposal Manifests : ; . . ) . . Permanent
chemicals (oil, antifreeze, fuel, etc.), paint (thinners, solvents etc.), asbestos, pesticides, herbicides,
batteries etc. Department records may include, but are not limited to, receipts from waste removal
facilities, certificates of destruction, disposal company information, certificates of proper handling,
collection log sheets, the identity, composition, and quantity of material removed.
Schedules being Deleted and Superseded by pre-approve Global Schedules
p IR ; No- schedules being deleted
. ayroll Report o . . . . are sent as a list to the State
29 | 131 . dClti):1 gi:e:t(lg i 76:0009 | Time Off Overtime Delete Eg?;—??;:u(l)ivl: dtc; :2 :ﬁfvt;(:j zg:pac\:t); future records will be superseded by the Global schedule 14 Fls$?llgfef?ge+ 1 D;zgz:{v li.i?c;iner Records Center, but do not
m (CPB-171) * : require Committee or Board
approval.
Dept. of No- schedules being deleted
. . . . . ; . are sent as a list to the State
Jime Off & Payroll -
30 | 151 Admlnlstragon/ 67-0008 T;me Off & Payroll Delete This scheducl)e is to be deleted and any future records will be superseded by the Global schedule 14 FlscaI/\(()ef?r +3 Dgstroy deer Records Center, but do not
Budget Information Record E015 Time Owed and Allowed Reports. Yrs./Office upervision | . ire Committee or Board
Management approval.
Deot. of Time Off Overti No- schedules being deleted
ept. of ime vertime . . . . are sent as a list to the State
31 | 152 | Administration/ | 61-058L | Pavroll Reot. To Cit Delete 'II;B|1S s-crhedu(lje is dto bg itlzzllete(:j e:;d any future records will be superseded by the Global schedule 14 F|s$all(\;?fgr +1 Dgstroy ppder Records Center. but do not
Purchasing Service 5 Time Owed and Allowed Reports. r./orice UPEIVISION | quiire Committee or Board

approval.
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SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
Mill:\)NT_Ukee p I Report of No- schedules being deleted
olice rayroll keport of. . . : . are sent as a list to the State
32|163| Department | 65-0249 | Time Off Overtime Delete Eg|1355$hedu(lje is dto bg f\ﬁletecgj aRnd arr1ty future records will be superseded by the Global schedule 14- F|s:;(al Yferar +1 | Destroy ppder Records Center, but do not
(MPD)- Safety ©) ime Owed and Allowed Reports. r.[Office Supervision | o1 ire Committee or Board
Division approval.
p I Report of No- schedules being deleted
' rayroll keport of. . . : . are sent as a list to the State
33 | 230 Asgeﬁfsors 65.0265 | Time Off Overtime Delete Eg|1355$hedu(lje is dto bg f\ﬁletecgj aRnd arr1ty future records will be superseded by the Global schedule 14- F|s:;(al Yferar +1 | Destroy ppder Records Center, but do not
ice —(Ql ime Owed and Allowed Reports. r./Office Supervision require Committes or Board
approval.
Mi:;/ve:lukee Overtime Report This schedule is to be deleted and any future records will be superseded by the Global schedule 14- iscal Year + 1 | Destrov Und :;'ss;:te:: Eisﬁi:?hielsi;ets
olice iscal Year + estroy Under
| ¥ 92-0027 | YTD Summary b Delete  |E015 Time Owed and Allowed Reports. *This applies to MPD Division #s 329, 330, 332, 333, 334, 335, - v Records Center, but do not
Department ) Yr./Office Supervision | o1 ire Committes or Board
(MPD) Pay Period 113.642 339, 340, 342, 343, 344, 346, 347, 349, 351, 352, 357, & 358. 9
approval.
p I Report of No- schedules being deleted
ayroll Report o . . : B . are sent as a list to the State
35 | 328 | Fire Department| 65-0165 | Time Off Overtime Delete 'IE'g|1353_crheduée is dto bg f\ﬁlete(zj ng arr1ty future records will be superseded by the Global schedule 14 F|s::(al Y?fgr +1 | Destroy ppder Records Center. but do not
—@_ ime Owed and Allowed Reports. r./Office Supervision require Commitiee or Board
approval.
Dent. of p Il Report of No- schedules being deleted
ept. of ayroll Report o . . ’ _ . are sent as a list to the State
36 | 360 | Neighborhood | 64-0157 | Time Off Overtime Delete Egl%s_f_hedu(lje is dto bj :ﬁlete(:j aRnd arr1ty future records will be superseded by the Global schedule 14 F|s$allgfef§r +1 Dgstroy ppder Records Center, but 4o not
Services (DNS) T Coov) ime Owed and Allowed Reports. r./Office Upervision | .. ire Committes or Board
approval.
Health p Il Report of No- schedules being deleted
€a rayroil keport or : . : . are sent as a list to the State
37| 381 | Department/ | 65-0181 | Time Off Overtime Delete Egl%s_f_hedu(lje is dto bj :ﬁlete(:j aRnd arr1ty future records will be superseded by the Global schedule 14- F|s$allgfef§r +1 Dgstroy ppder Records Center, but do not
Admin —@_ ime Owed and Allowed Reports. r./Office Upervision | . ire Committee or Board
approval.
DPW No- schedules being deleted
. Accounting Vouchers| This schedules is to be deleted as records are obsolete. Any future records generated will be Event (Audit) + 1 | Destroy Under | 2 sentas alistio the State
38 | 548 | Infrastructure | 70-0180 Debit and Cred Delete intained under 10-0052 A Pavable Records- D 1 Off S o Records Center, but do not
Administration ebit and Credit maintained under 10- ccounts Payable Records- Departments. Yr./ Office UPEIVISION | o ire Committee or Board
approval.
Department Adoptions of pre-approved Global Schedules
. X ) No- Depts. adopting use of pre
39 (131 Clt_y C Ierk/ 14-E015 Time Owed and New |The City Clerk's Office will adopt use of the City's Global schedule for Time Owed and Allowed Reports. Fiscal Yegr +2 | Destroy W‘der approved Globals do not need
Administration Allowed Reports Yrs./Office Supervision | e oresented to the Board.
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SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
Event (Final Destroy Under No- Depts. adopting use of pre
40 | 132 | Municipal Court| 11-0022 | Classification File New  |The Municipal Court will adopt use of the City's Global schedule for Classification Files. report) + 10 Yrs./ N . approved Globals do not need
Office UPEIVISION 1 15 e presented to the Board.
Event (Final No.D ; ‘
) . " o- Depts. adopting use of pre
41| 132 | Municipal Court| 11-0025 EEO/ERIEI Complaint New  |The Municipal Court will adopt use of the City's Global schedule for EEO/ERD Complaint files. d|:;posmo:1 ?f Destroy deer approved Globals do not need
rlles CYar?g]zf' Supervision to be presented to the Board.
rs./Office
Employment No.D ; .
. L . " - ) o- Depts. adopting use of pre
42 | 132 | Municipal Court| 11-0027 AR lications/ New 'LI'Jhe l\l/.lu.nlcdlpal Court will adopt use of the City's Global schedule for Employment Applications/Resumes: Curren; \;g?fr +6 Dgstroy ppder approved Globals do not need
: esulfnla?s(-j nsolicited. months/Office UPErVsion | e bresented to the Board,
nsolicite
Event (Date of Destroy Under No- Depts. adopting use of pre
43 | 132 | Municipal Court| 11-0031 | Job Advertisements New  |The Municipal Court will adopt use of the City's Global schedule for Job Advertisements. Hire) + 4 S . approved Globals do not need
Yrs./Office UPEIVISION 1 45 e presented to the Board.
Transfer to MPL
Job Descriptions Event (when with the No- Depts. adopting use of pre
. - . . ooy T .
44 1 132 | Municipal Court| 11-0032 Form CS25 New  |The Municipal Court will adopt use of the City's Global schedule for Job Descriptions. superseded) + 10| authority to | approved Globals do not need
rorm Loso Yrs./ Office screen records to be presented to the Board.
for historic value
Event (Plan No. Deots. ad .
o- Depts. adopting use of pre
45 [ 132 | Municipal Court| 11-0033 Layoff Plan Files New  |The Municipal Court will adopt use of the City's Global schedule for Layoff Plan files. becomes D;stroy .Uf‘der approved Globals do not need
Superst:;:ig?f? +1 UPEIVISION 1 46 he presented to the Board.
mon ice
Event (Date of No. Deots. adoni .
. o- Depts. adopting use of pre
46 | 132 | Municipal Court| 11-0034 | Litigation Files New  [The Municipal Court will adopt use of the City's Global schedule for Litigation Files. Closure or Final | Destroy Under | o 00 vels do not need
Di tion)+8 | S
leposllcl)(f)“fr']) UPEIVISION 1 45 e presented to the Board.
rs./Office
Personnel Files- Event (Separation Destroy Under No- Depts. adopting use of pre
47 | 132 | Municipal Court| 11-0036 W New  |The Municipal Court will adopt use of the City's Global schedule for Personnel Files- Medical. from service) + 8 S . approved Globals do not need
hledical Yrs./Office UPEIVISION 5 e presented to the Board.
ot ; . | No- Depts. adopting use of pre
. Organizational - ) Y . ) Creation + 20 | Transfer to City
- ) ) . lobal
48 | 132 | Municipal Court| 12-0033 Histo New  |The Municipal Court will adopt use of the City's Global schedule for Organizational History Yrs /Office | Archives at MPL approved Globals do not need

to be presented to the Board.
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SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

Schedule . Request Retention/ Final S Board.
# |Org Dept. Title Record Content & Purpose . . o Approval Required
# Type Location Disposition
(Y/N)
Injury Reports: ion + No- Depts. adopting use of pre
49 | 132 | Municipal Court| 76-0117 |OSHA 300A, 301-EB{ New  [The Municipal Court will adopt use of the City's Global schedule for Injury Repors. Creat‘g’;f. 7Yt Dgsmy Under | oroved Giobals do not need
49, 300 Ice UPEIVISION 1 46 e presented to the Board.
Dept. of No- D d f
. : . ) o- Depts. adopting use of pre
50 | 151 Adgu:jlstr?gon/ 14-E015 W New  |The Budget Office will adopt use of the City's Global schedule for Time Owed and Allowed Reports. F|s¢al/\(()ef?r +2 DSestroy deer approved Globals do not need
M udge i Alowed Reports rs./Orice upervision 5 pe presented to the Board.
anagemen
Dept. of ] : No- Depts. adopting use of pre
511152 | Administration/ | 14-E015 W New  |Purchasing will adopt use of the City's Global schedule for Time Owed and Allowed Reports. Fls\;:all\éef?r +2 Dgstroy ppder approved Globals do not need
Purchasing Allowed Reports re./Ltiice UPEIVISION | 5 be presented to the Board.
' . . No- Depts. adopting use of pre
521230 Asgifgsors 14-E015 W New  |The Assessor's Office will adopt use of the City's Global schedule for Time Owed and Allowed Reports. F|s\;:aI/YOef?r +2 DSestroy .Uf‘der approved Globals do not need
ice Allowed Reports rs./oce UPEIVISION | 5 pe presented to the Board.
Dept. of ) . No- Depts. adopting use of pre
531360 | Neighborhood | 14-E015 W New  |DNS will adopt use of the City's Global schedule for Time Owed and Allowed Reports. FlecaI/\(()ef?r +2 D;stroy _Uf‘der approved Globals do not need
Services (DNS) Allowed Repors re./Ltice UPErvISIon 5 pe presented to the Board.
Milwaukee No- D d f
) ) . o- Depts. adopting use of pre
54 1300 D Polr|tce ¢ 14-E015 W New  |MPD will adopt use of the City's Global schedule for Time Owed and Allowed Reports. Fls\;tall\(()ef?r +2 Dgstroy ppder approved Globals do not need
e(phjpg)en plowed heporis re./otce UPEVISIOn 15 pe presented to the Board.
. ; No- Depts. adopting use of pre
55 | 328 |Fire Department| 14-E015 W New |The Fire Department will adopt use of the City's Global schedule for Time Owed and Allowed Reports. FlecaI/\gef?r +2 Dgstroy _Uf‘der approved Globals do not need
Allowed Reports re./Ltiice UpervIsion 5 pe presented to the Board.
Health ) . No- Depts. adopting use of pre
+
56 | 381| Department/ | 14-E015 W New  |Health Dept. will adopt use of the City's Global schedule for Time Owed and Allowed Reports. Fls\;tall\(()ef?r 2 Dgstroy ppder approved Globals do not need
Admin Alowed Reports re./oce UpervISIOn | ;e presented to the Board.
DPW- Accounts Payable E\g;:nést;kl)lr:;tsto Destroy Under No- Depts. adopting use of pre
57 | 548 | Infrastructure | 10-0052 Records- New  |The Infrastructure Division will adopt use of the City's Global schedule for Accounts Payable Records. Office) + 6 S . approved Globals do not need
Administration Department ice) UPEIVISION | 4 e presented to the Board.
stratio =epariments months/ Office
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SCHEDULES FOR CIMC REVIEW - DECEMBER 14, 2017

. . State Board
# (Org Dept. SO Title Reaiest Record Content & Purpose REtent.l o . F"“’T'. Approval Required
# Type Location Disposition
(Y/N)
. . . No- Depts. adopting use of pre
58 | 565 | DPW-Sanitation| 10-0025 | _LmeKeeping New [Sanitation will adopt use of the City's Global schedule for Time Keeping Records. Fiscal Year +2 | Destroy Under | " 0. Globals do not need
Records (Paper) Yrs.[Office Supervision | e presented to the Board.

See Separate Delete/Superseded Schedule Request Form for 130 schedules from the Comptroller's Office Divisions 211 & 240

See Separate Delete/Superseded Schedule Request Form for 17 schedules from Sanitation
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Jim Owczarski
City Clerk

' ‘: Jti tl‘.‘ jowcza@milwaukee gov
(. S S
== ( Office of the Common Council - City Clerk Statlay Houston
City R offi
Milwaukee City Records Center B;Ia);leﬁ::::m@::ii:aukee gov

Delete/Superseded Schedule Request Form

This document is used to request schedule deletion or the superseding of multiple schedules at once. By signing
below, you certify that to the best of your knowledge, records in each series to be closed are no longer created, or
have a final disposition date governed by an active schedule.

Department Name Department Number

Comptroller _ 2117240

Department Head Division Head

Martin Matson ™ 2, s 22‘1 E Chris Wanty m % U Cbh/z,’
Records Coordinator City Records Offi der

Trang Dinh ’r PAAN— Brad Houston

City Clerk (on behalf of CIMC) Date

Jim Owczarski

Option 1 — Deleting a Schedule

This option is used when the Department no longer creates or receives records for this series.

In the Details section below, provide the date of final disposition for records in the series. Contact the City Records Center for
inventory information.

Option 2 — Superseding a Schedule

This option is used when a schedule is replaced. The Schedule entered, should be the one that will ultimately close. In the
Details section below, please indicate the Global or other record schedule to which the records are being transferred. The
“Transfer To" schedule must a1ready exlst and cannot have an expired sunset date.

Change :
Series T’tle Request B Details
. Faea Time Owed & Allowed Delete | Supersede |+ nsfer to Global Schedule 14-E025 Time Owed
Additions & Changes C-260 O & Allowed Reports
Delete | Supersede
2 165-0045 Purpose Budget Proof Run 0

Records No Longer Generated/ No Inventory

Route Sheet- Accounts Belet § Superede

3 |93-0044
Payable, Purchase Orders U Records No Longer Generated/ No Inventory
Delete | Supersede
4 [77-0200 Deposits Analysis
P > — Records No Longer Generated/ No Inventory
MATC Vocational School Sale | Delete | Supersede
5 108-0006 O
Proceeds - Records No Longer Generated/ No Inventory
Delete Supersede
6 |01-0013 Tasks in P
a5KS In FTOCess O Final Disposition 12/31/2006
Workstation Standards pokls | Sopemeds
i iy Verification Document O

Records No Longer Generated/ No Inventory

Workstation Standards Delete | Supersede
8 |01-E017 . 0

Verification Document Records No Longer Generated/ No Inventory

Delete | Supersede . . s .
9 l97-0002 Fiscal Impact Model Program o Final Disposition of I;ic::;rsd is MPLSCREEN- 6

Delete | Supersede s R i .
10 l97-0025 Festival Fles - Final Disposition of I?:;cord is MPLSCREEN- 6
Xes




11|

63:000 3 Accounting Stubs- Accts Rec Defete | Supersede
Invoices 1 O Final Disposition 1/1/2012
i _— Accounting Stubs- Health Delets | Sopamede
Dept. Immunizations u Records No Longer Generated/ No Inventory
N Delete | Supersede
e i o linge ﬁ U Records No Longer Generated/ No Inventory
i — Labor Hours by Employee Job Delete | Supersede
Title by Purpose U Records No Longer Generated/ No Inventory
= o Work in Progress- Listing Delets | Supstzere
409.040- 409.055 L Records No Longer Generated/ No Inventory
. S Pension Contribution by Oelsl | "Stpniaede
Employee & City 111.630 ﬁ U Records No Longer Generated/ No Inventory
o Labor Hours by Purpose, Helele | ‘Supsrsada
Recap Copy 118.150 0 Records No Longer Generated/ No Inventory
k750075 Library Trust Funds & Records [ Delete | Supersede
Working Paper j O Final Disposition MPLSCREEN 2017
_ Delete Supersede
L agiald hgal becomds- LAY PRy _ O Final Disposition 1/1/1994
i S Administrafive Survey Delets ] Ruperabde
lMaterla}s & Reports 1949-1956} _ U Final Disposition MPLSCREEN - One Box
o _—_— Employee Hours by Individual | Delete | Supersede
by Purpose (118.595) _ O Records No Longer Generated/ No Inventory
22 |76.:0139 IA}Jditorium Company Subject | Delete | Supersede
File 1910-1974 U Final Disposition 3/1/1996
l . . Delete | Supersede
o Insurance- Subject File O Records No Longer Generated/ No Inventory
. . Delete Supersede
24 |76-0141 Taxes- Subject File 0 Final Disposition 1/1/195
25 |76-0142 Treasurers Voucher- Ge!'l Fund Leolotle | Supetacoe
|Checks- BD of School Directors U Records No Longer Generated/ No Inventory
26 |76-0143 Ten:minal Leave and Other Code 4 PeelE | Supeouc
Adjustment Worksheets ] Records No Longer Generated/ No Inventory
Town of Granville File 1940- | Delete | Supersede
27[76-0144 1967 Lo U Final Disposition MPLSCREEN 3/1/2017
28 -0l I:‘:"ill‘?f-]zter P S et em SUI:rSEde Non-Record/ No Inventory
o o Delete | Supersede
29176-0219 Legislative Publications O Hon<Record! i [yeniony
20 lre0005 Technical Committee on Delsts | Supsciis
Sports Park Central U Records No Longer Generated/ No Inventory
_ . Delete | Supersede
Stic-(ese Spening Eniries toA50.581) . Records No Longer Generated/ No Inventory
Delete | Supersede
32 |76-0241 Close-Out Yearend Worksheet 0 Final Disposition 1/1/2010
s Wisconsin Alliance Committee Delkte ] Supsisede
on Uniform = Records No Longer Generated/ No Inventory




35

37

38

39

40

41

42

43

45

46

47

48

49

50

51

52

53

55

56

' Delete | Supersede
76-0243 Payroll Wage Assessment File
Y g ! 0 Records No Longer Generated/ No Inventory
Special Committee to Evaluate| DSiete | Supersede
76-0246 . 0
Waste Disposal Records No Longer Generated/ No Inventory
Assessments- Deferred- Water| Delete | Supersede
77-0201 0O
and Sewer Records No Longer Generated/ No Inventory
Delete Supersede
77-0202 Special Assessments File
P a Final Disposition 1/1/1994
Delete | Supersede
77-0204 Travel E
SRR O Final Dispostion 1/1/2001
Delete Supersede
77-0205 Subject File- Memberships
UL ¥ O Final Disposition 1/1/1995
Subject File- DDGU (Dept., belets | Supstesds
77-0208 ; . 0 T
|Div, Gowvtl, Unit) v Final Disposition 1/1/1994
Delete | Supersede
77-0209 Subject File- Common Council 0O . L
Final Disposition 1/1/1994
Delete Supersede
77-0210 |Financial Reports- Oth
S s LS U Final Disposition 1/1/2002
Delete Supersede
77-0211 Subject File- School Board
) U Records No Longer Generated/ No Inventory
Subject File- Accts Payable- | Delete | Supersede
77-0212 . 0 TP
Accts Receivable Final Disposition 1/1/1994
Delete Supersede
77-0213 Subject File- Revenue
ik O Final Disposition 1/1/1996
Delete Supersede
77-0215 Subject File- Taxi Cabs
e B Records No Longer Generated/ No Inventory
Delete Supersede
77-0216 Subject File- Payroll
) d _ U Final Disposition 1/1/2000
Accounts Receivable Invoices-| Delete | Supersede
77-9005 ; 0
|Microfilm Copy Records No Longer Generated/ No Inventory
Contract Expenditure Record | Delete | Supersede
78-0085 ] T
C-802 Final Disposition 1/1/2001
6.0062 Departmental Account Delets | Supsende
Balances Job 488.330 Records No Longer Generated/ No Inventory
Management Report of Delete | Supersede
79-0063 O
Departmental Accounts Records No Longer Generated/ No Inventory
Purpose Account Balances, | Delete | Supersede
79-0064 0]
Statement of Job 488.320 L Records No Longer Generated/ No Inventory
Water Department Activity Defeta 1 Supessade
79-0070 0
Report Jobs 402.435 Records No Longer Generated/ No Inventory
— Cash Book- Daily & Bi-Weekly | Detete | Supersede
Jobs 820.340 L Final Disposition 1/1/2001
Cash Book Documents CBP - | Delete | Supersede
79-M069 O
147, C-148, C-260, C-262 Records No Longer Generated/ No Inventory
Productivity and Cost Per Delete | Supersede
80-0052 0O
purpose Report 488.430 Records No Longer Generated/ No Inventory




57

58

59

60

61

62

63

65

66

67

68

69

70

7

-

72

73

74

75

76

Tl

78

79

‘ Equipment Usage Reports Job| Delete | Supersede
640.580 Records No Longer Generated/ No Inventory
Delete Supersede
80-0057 Inventory Reports- Wate .
yhep ] O Final Disposition 1/1/1996
800060 Time Owed & Allowed Listing | Delete | Supersede |1 ofer to Global Schedule 14-E025 Time Owed
101.199, 101.525 a & Allowed Reports
Purpose File Status Listing el | Supemede
80-0064 0
401.016 Records No Longer Generated/ No Inventory
Delete Supersede
80-0065 Control Account File Report ]
Records No Longer Generated/ No Inventory
Departmental Data Entry Job | Delete | Supersede
80-0074 0 e
Cost Report 910.035 Final Disposition 1/1/1996
Grasp Billing Report- Delete | Supersede
80-0075 .
Computer Charges : Records No Longer Generated/ No Inventory
CEDS System & Programming | Delete | Supersede
80-0076 0
Charges by Job No & PP Records No Longer Generated/ No Inventory
Work No. Performance Delele f SUpemcos
81-0015 g 0 e
Measure Error Listing Final Disposition 1/1/1996
OBJ-3 Report 1980- Job 489- | Detete | Supersede
81-0019 0 e
340 Final Disposition 1/1/1998
PRD-1 Report 1981- Job 489- | Delete | Supersede
81-0020 0 T
470 Final Disposition 1/1/1997
Delete Supersede
82-0033 Commuting Mileage Report
orET | @ O Final Disposition 1/1/2011
Sewer User Charge- Industrial | Delete | Supersede
82-M056 o : O
[Billings Adjustments 197981 | Records No Longer Generated/ No Inventory
Appropriation Control Ledger | Delete | Supersede
83-9053 0 o
Through 1969 Final Disposition MPL/ No Inventory
. : Delete | Supersede
la3-M025 Sewer Service Charge File = | o
1970-82 Final Disposition 12/31/1990
Delete Supersede
83-M026 Sewer User Charge File 0O
Records No Longer Generated/ No Inventory
Delete | Supersede
84-M039 Remittance Advice- Form 1099 0
Records No Longer Generated/ No Inventory
Treasurers Report of Funds, | DSiete | Supersede
85-0017 0O
Investments Records No Longer Generated/ No Inventory
Delete Supersede
85-0061 Retro Pay- Project Allocations 0
Records No Longer Generated/ No Inventory
Delete Supersede
85-0156 Codification Catalog 1940 0
Records No Longer Generated/ No Inventory
Delete | Supersede N
86-0039 FICA Refund Claim File 0
Records No Longer Generated/ No Inventory
Treasurer's Bank Balance Delete: | Suparaads
92-0002 O e
1909-1938 Final Disposition MPL
Delete | Supersede
92-0003 U | t Fund 1921-35
fempoymert Fin U Final Disposition MPL




J Delete Supersede
80 |92-0004 Hurless Case Fil
riess Lase s O Final Disposition MPLSCREEN
1 |2.0005 Correspondence- Legislative | Delete | Supersede
Counsel . Records No Longer Generated/ No Inventory
Minutes/Agenda- Bd of Delsly | Supersede
82 |92-0006 ;
Estimates U Records No Longer Generated/ No Inventory
Delete Supersede o
83 163-M167 Budget Official
[Budget Off 0 Final Disposition 1/1/1997
Schedule of Warr Pr & AP Sch | Delete | Supersede
84 164-0021 .
DB Daily u Final Disposition 12/31/2005
Schedule of Warr Pr & AP Sch | Delete | Supersede
85 |64-0022
DB Mo . Final Disposition 12/31/1999
o6 l64-0005 Schedule BDS & Comm- PR & | Detete | Supersede
Voucher U Records No Longer Generated/ No Inventory
7 k70044 Purpose Budget Quarterly DSlsE | Superisds
Detail Report - Records No Longer Generated/ No Inventory
s |57.0046 Special Comm on Policies Rel | Delete | Supersede
|to Recreation Matters- Minutes 0 Final Disposition MPLSCREEN/No Inventory
sol57.0047 [Cap Imp Coord Comm of 5 Deicle | Sipeivade
Taxing Units of Govt- Min U Records No Longer Generated/ No Inventory
Analysis of Distribution Delste | Bupersade
90 |69-0064
|Purposes L Records No Longer Generated/ No Inventory
- Board of Estimates Requestto | Delete | Supersede
Transfer Funds - Records No Longer Generated/ No Inventory
Payroll Election Officials BD of | Delete | Supersede
92 |70-0074 .
Election Comm U Final Disposition 1/1/2008
03 l70-0083 Payroll Wage and Salary Work | Delete | Supersede
Sheets U Records No Longer Generated/ No Inventory
) Ep— Bank Statement- Matured Reids § Stpsesade
Bonds, Notes, Coupons — Records No Longer Generated/ No Inventory
Correspondence- Bond & Note| Delete | Supersede
95 |73-0162
Sales L Final Disposition 1/1/2011
s he.on Compcare- Biweekly Reports, | Delete | Supersede
Worksheets a Records No Longrer Generated/ No Inventory
- — Work in Progress- Year End | Delete | Supersede
Adjustments - Records No Longer Generated/ No Inventory
Delete Supersede
98 |77-0026 Subject File- Project -
ubject Fiie- Frojects N Records No Longer Generated/ No Inventory
Delete Supersede
99 [77-0198 Empl Fund Fil
HiEyRarIE e O Final Disposition 1/1/1996
Delete | Supersede
100{59-0031 Remi Advice by Vend
9 RIiiance-Aaviee by Venaon U Non-Record/ No Inventory
Delete Supersede
101§63-0133 Payroll Departmental (Co
yrol ep (Copy) U Non-Record/ No Inventory
Delete Supersede
102|63-0134 Payroll Check Register (Co
ayre G egesar (Capy) Non-Record/ No Inventory




Delete Supersede
103' 65.0240 |Req Prop Budget and " &
Appn Non-Record/ No Inventory
. Delete Supersede
104}70-0080 Treas Liq Rept Del Inst -
|Co!| Copy Non-Record/ No Inventory
. . Delete Supersede
108173-0161 IPayment Certification -
Copy Non-Record/ No Inventory
. e : Delete Supersede
106073-0294 Pension Posting- Police -
YTD PP1-24 (366.205) Non-Record/ No Inventory
F e . Delete Supersede
1074730295 Pension Posting- Police -
YTD PP25-26 (366.205) Non-Record/ No Inventory
. Delete Supersede
108l76-0129 Insurance Policies, = -
Current Records No Longer Generated/ No Inventory
. fis Delete Supersede
1004760131 ngment Certification o
Div 211- Copy Non-Record/ No Inventory
. Delete Supersede
11ol76-0132 Pgrchase Requisition -
Div 211- Copy Non-Record/ No Inventory
. . Delete Supersede
111k76-0133 Payroll Time Analysis o -
(370-250)- Copy Non-Record/ No Inventory
112077-0022 City Service Cgmmission- D;]Iete Su::;rsede
[Meeting Material Records No Longer Generated/ No Inventory
113177-0023 City Service Commission- lSiets J-iupeteacs
General Correspondence 0 Records No Longer Generated/ No Inventory
114180-0078 JERS Supp;ememal Pension Dzlete Su;r%de
Quarterly Payment Records No Longer Generated/ No Inventory
R L Delete Supersede
11sl81-0021 PRD-2 Report 1981- Job - ‘ o
489.460 Copy Final Disposition 1/1/1997
116189-0050 Payroll Deduction Register- pelete | Supersede
| Judgements, Copy O Final Disposition 1/1/1995
; e . Delete Supersede
1777-M07 Subject File- Capitol o A
Improvements ~ Records No Longer Generated/ No Inventory
Delete Supersede
118l93-0043 Route Sheet- Accts Payable- -
Payment Cert. Voucher Records No Longer Generated/ No Inventory
119l64-0027 IDeIinqueqt Personal Property e'e su';rsede
Taxes Paid (Copy) Non-Record/ No Inventory
1200650233 Payroll Report of Time Detete | Supersede | ransfer to Global Schedule 14-E025 Time
Off Overtime (C) U [4 Owed & Allowed Reports
. Delete Supersede
121l65.0034 Personnel .Deductlon 0
Status Notice (C) Non-Record/ No Inventory
Delete Supersede
1220650235 Payroll, Departmental -
(C) Non-Record/ No Inventory




I Delete Supersede
123]65-0239 Equipment Request (C 7
WP squest (C) 0 Non-Record/ No Inventory
: _| Delete Supersede
12473-M057 Public Debt Amort Fund & . o
Annual Report Final Disposition 11/31/1994
i Delete Supersede
125173-0059 I:ubllcc:’ Debt Amort Fund- o
atkiae Records No Longer Generated/ No Inventory
. . . Delete Supersede
126173-0268 &am};ﬂ AEc:ountlg?J ;ﬁepts- Bi- i
eekly (Except PP26) Records No Longer Generated/ No Inventory
Capital Accounting Repts- Dz | (Cupermerle
127[73-0269 PP27 Job #402.375 0
o : Records No Longer Generated/ No Inventory
Public Debt Amort Fund- Delete | Supersede
128]78-0170 S 0
Receipts, Disbursements Records No Longer Generated/ No Inventory
Public Debt Amort Fund- teldi | tEemas
129]79-0019 i 0
Receipts, Disbursements Records No Longer Generated/ No Inventory
. _| Delete | Supersede
130730058 Plubllc !)ebt Amort Fund
Financial Statements 0

Records No Longer Generated/ No Inventory




Jim Owczarski

City Clerk
joweza@miwaukes.gov
Office of the Common Council - City Clerk gﬁ?g:gd':g‘,'ﬂs;?“
City Records Center Bradiey. Houston@milwaukee.gov

Delete/Superseded Schedule Request Form

This document is used to request schedule deletion or the superseding of multiple schedules at once.
By signing below, you certify that to the best of your knowledge, records in each series to be closed
are no longer created, or have a final disposition date governed by an active schedule.

Department Name: Department Number:
DPW-Sanitation 565

Department Head Division Head (9( @v\/\
h Korb Laura Daniel %
Ghassan Korban l O cew aura Daniels CArrn
Department Records Coordinator i City Records Officer

Ana Benites Brad Houston

City Clerk (on behalf of the CIMC) Date

Jim Owczarski

Option 1 - Deleting a Schedule This option is used when the Department no longer creates or receives records for this series.
In the Details section below, provide the date of final disposition for records in the series. Contact the City Records Center
for inventory information.

Option 2 — Superseding a Schedule This option is used when a schedule is replaced. The Schedule entered, should be the one
that will ultimately close. In the Details section below, please indicate the Global or other record schedule to which the
records are being transferred. The “Transfer To" schedule must already exist and cannot have an expired sunset date.

Schedule # Series Title Change Requested Details
1 | 73-0096 ngg Record €-231 Thigugh [ Option 1 | [J Option 2 | Records No Longer Generated/No Inventory
g : ; Transfer to 74-0062 “Collection Frequency &
2 | 74-0064 Frequency & Equipment Report | [] Option 1 | [X] Option 2 Equipment Report”
- y ; ; Transfer to Forestry 17-0003 “Code Enforcement
3 | 74-0142 Notice for Weed Destruction [J Option 1 | X Option 2 Violation” No Inventory/Final Disposition 2010
4 | 74-0147 f’s"s“_’g‘;”c‘al Collection Service | £ gtion 1 | [] Option 2 | Reconds No Longer Generated/No Invesitory
Tachograph Form Vehicle ; ;
5 | 82-0029 Withioat. Aueldasit of Peabition B Option 1 | [J Option 2 | Records No Longer Generated/No Inventory
Tachograph Form Vehicle With . .
6 | 82-0032 Acsidest o Incident X Option 1 | [J Option 2 | Records No Longer Generated/No Inventory
. . . = . Transfer to Forestry 17-0003 “Code Enforcement
7 | 96-0025 Notice of Snow Clearing ] Option 1 Option 2 | /. o™ No Biveritory
8 | 96-0026 Special Service Request (4 Option 1 | [ Option 2 | Records No Longer Generated/No Inventory
9 | 96-0027 Complaint Service Request [ Option 1 | [X] Option 2 | Transfer to Unified Call Center
. £ 5 Transfer to 74-0158 “General Subject Files &
10 | 74-0159 Correspondence File [J Option 1 | X Option 2 Eriesiondenss’
11 | 65-0356 I‘:"’““e BEAppoRIAES. [] Option 1 | [X] Option 2 | Transfer to Global 11-0035 “Personnel File”
romotions

DPW/Sanitation (565) 1



Jim Owczarski
City Clerk
jowcza@milwaukee.gov
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Delete/Superseded Schedule Request Form

Schedule # Series Title Change Requested Details

12 | 65-0357 ?:{g;i::;?pp"i“'m““" [ Option 1 | [X] Option 2 | Transfer to Global 11-0035 “Personnel File”

13 | 67-0134 Purchase Requisitions [ Option 1 | [ Option 2 é;i?fi;:);‘;:ﬁcgm “Geneeal Subject Filesit

14 | 74-0152 Payroll Report- Snow/Ice Control | [] Option 1 | [X] Option 2 IE‘;‘;’(::S”" 650363 “Payroll = Employee Time

15 | 96-0024 Driver Assignment Sheets (X Option 1 | [J Option 2 | Transfer to Buildings and Fleet/Fleet Dispatch

16 | 74-0063 Zgrsonnel and Payroll Report SS- ] Option 1 | (X Option 2 [];Z:t:ler to Global 10-0025 “Time Keeping Records
17 | 65-0363 Payroll, Departmental (C) [] Option 1 | [ Option 2 Transfer to Global 10-0025 “Time Keeping Records

Paper™

NPW/Sanitation (A5 2



City of Milwaukee
Office of the Common Council- City Clerk
City Records Center

POLICY FOR THE RELEASE OF STRUCTURE PLANS, DESIGNS, SPECIFICATIONS AND
RELATED MATERIALS

In order to protect the public interest, and in accordance with Wisconsin State Statute 101.12 (5)(a)(2) and Milwaukee
City Ordinance 311, The City of Milwaukee is authorized to restrict access to building plans of “secure structures”. These
structure plans are defined as those which are determined by the City to have extraordinary security requirements by
the nature of their use, purpose and existence, including but not limited to:

e Structures for the safekeeping of large sums of money, negotiable instruments, securities or other valuables

e Jails, correctional facilities, or other secure facilities for persons in detention

e  Structures used for the safekeeping or evaluation of evidence in criminal proceedings or investigations

e Structures used for the safekeeping of weapons, ordnance or explosives

e Structures associated with the generation, transmission, or distribution of electric power, fuels, or
communications

e Hospital facilities in active use

e Hazardous waste and materials processing and disposal facilities

e Buildings owned or leased by the City, State of Wisconsin, or federal government for the purposes of
administering government services, including the City Hall Complex and all library buildings

e  Water purification and distribution facilities

e Structures designed for a large number of occupants, including museums, stadiums, and transportation facilities

e Fire, police, military and other law enforcement facilities, including recruitment centers

Structure types typically NOT considered secure may include:

e Standalone (non-hospital) health care facilities, veterinarian’s offices, dentist’s offices, or hospices
e Residential or commercial properties owned by the City in foreclosure status

e Buildings no longer being used for a purpose described in the list of secure structures, above

e Buildings of non-profit or non-governmental organizations

e Facilities attached to, but physically separate from, secure facilities

The City Records Center reserves the right under Wis. Stats. 101.12(5)(c) to deny access to part or all of a set of building
plans, including plans for buildings in the list of typically non-secure structures, if Records Center staff determines that
the possible harm to the public interest outweighs the benefits of access for the requestor. Under some circumstances,
it may be possible to view plans under conditions necessary to protect the public interest, such as under prohibition of
copying. If you are seeking plans for a structure other than a secure structure, please fill out the application available
from the City Records Center staff and your request will be filled as quickly as possible.

Please refer to: “Instructions for the Submittal of Application for Inspection/Copy of Structure Plan” to facilitate the
processing of your request. Instructions and application forms are available at the front counter of the Document
Services, City Records Center facility in Room B-1 of the Frank P. Zeidler Municipal Building, 841 N. Broadway.
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