
SCHEDULES FOR CIMC REVIEW -  JUNE 13, 2019

# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

1 095
Deferred 

Compensation
97-0020

TPA (Third Party 

Administrator) 

Cash Activity 

Report

Amend

Cash activity reports show all cash activity processed.  Reports are run on an ad hoc basis, and are generated from the 

custodial bank.  Cash activity results when plan participants request the plan administrator perform a variety of transactions 

such as a rollover, distribution, withdrawal, loan, etc.  The custodial bank is then notified of the activity and cash is moved 

from investments accordingly.  Other transactions include interest, vendor and fee payments.  Information on the report 

includes the account number, dates, transaction narrative/security description, local receipt/disbursement, base 

receipt/disbursement and beginning and ending balance. 

Fiscal + 2 

Yrs./Office + 5 

Yrs./Records 

Center

Destroy Under 

Supervision
Yes

2 095
Deferred 

Compensation
97-0022

Deferred 

Compensation 

Meeting Materials

Amend

Meeting material documents relate to the Executive Finance Committee, which meets eight times a year, as well as the 

Deferred Compensation Board, which meets on a quarterly basis.  Meeting materials consist of all documents provided to 

the Committee or Board and may include, but is not limited to, quarterly reports, presentations, statistical data from plan 

administrator, and financial reports.  Pre 2017, meeting materials may contain personally identifiable information, as when 

individual participant hardship applications were included. 

Fiscal + 2 

Yrs./Office + 5 

Yrs./Records 

Center

Transfer to 

Archives at the 

Municipal 

Research 

Library

Yes

3 131

Common 

Council/City 

Clerk

19-0051

Meeting 

Transcripts-

Closed 

Captioning

New

Transcripts of meetings of the Common Council or any Council action-created committees, boards, or commissions, 

generated as closed captioning for those meetings. Captions are created during broadcast of meetings on the City of 

Milwaukee’s City Channel and are compiled into transcripts after the meeting. Due to the nature of these entities as policy-

setting entities for Milwaukee, the transcripts have historical significance and should be transferred to the Municipal 

Research Center’s E-Vault repository no later than 6 months after they have been verified for accuracy and completeness.

Event 

(Transcript 

Finalized) + 6 

mo./Office

Transfer to 

Archives at the 

Municipal 

Research 

Center (E-Vault)

Yes

4 155

ITMD 

(Information 

Technology 

Management 

Division)

09-0042 IT Project Files Amend

Various files and correspondence related to the implementation or upgrade of an IT system/process.  Files can include work 

plans, work documents, test plans, test results, correspondence between project team members both within ITMD and with 

user departments.  The documents are used to effectively manage the project team members as well as to communicate 

progress and status.

Event (End of 

the Project) + 1 

Yr./Office

Destroy Under 

Supervision
Yes
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SCHEDULES FOR CIMC REVIEW -  JUNE 13, 2019

# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

5 155

ITMD 

(Information 

Technology 

Management 

Division)

09-0050
User Access 

Request Forms
Renewal

Forms used to complete changes to user access to various computer systems including the Financials and Human 

Resources Management System (HRMS) system.  Forms include individual names or user ids, access change requested, 

and proper authorizing signature.  These also include Virtual Private Network (VPN) request forms used to request remote 

access to city systems by City of Milwaukee employees and contractors; these forms expire yearly and permission must be 

reapplied for. 

Event 

(Completion of 

System Controls 

Audit) + 2 Yrs. 

Destroy Under 

Supervision
Yes

6 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0052

IT Management 

Reports and 

Metrics

New
Record series include reports, and metrics shared outside of the IT organization, which may include staff and contractor 

reports, external surveys, trend reports, focus groups, and critical performance indicators. 

Event 

(Document 

Distributed) + 4 

Yrs./Office

Destroy Under 

Supervision
Yes

7 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0053
Performance 

Measures
New Records include annual accomplishments for the technical, application and production sections of ITMD operations. 

Event 

(Document 

Distributed) + 6 

Yrs./Office

Destroy Under 

Supervision
Yes

8 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0054

System 

Specifications 

and Quality 

Control Files

New

Documentation of the operation of an ITMD Application system, as well as quality control data created during system 

migration, modification, and configuration.  This series also includes metadata needed for access, retrieval and 

interpretation of data in such a system. 

Event (Major 

Upgrade or Data 

Successfully 

Migrated) + 4 

Yrs./Office

Destroy Under 

Supervision
Yes

9 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0056

Operating 

System/ 

Hardware 

Migration Plans

New Migration plans and documentation for the replacement of equipment or computer operating systems.

Event (System 

No Longer in 

Use and Data 

Migrated) + 3 

Yrs./ Office

Destroy Under 

Supervision
Yes
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SCHEDULES FOR CIMC REVIEW -  JUNE 13, 2019

# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

10 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0057

Operational and 

Other Automated 

Logs

New
Records include logs created to monitor usage of City IT systems and services. The logs may include network or operating 

system logs (that are not security related), as well as logs of system/server performance and monitoring activities.

Event 

(Superseded or 

Reviewed)

Destroy Under 

Supervision
Yes

11 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0058

Computer 

Security, Incident 

and Investigation 

Reports

New

Records of incidents involving unauthorized entry attempts, probes, and/or attacks on data processing systems, information 

technology systems, telecommunication networks, and electronic security systems including associated software and 

hardware.  This would include official reports and other documentation if appropriate. 

Event (Incident 

resolved and 

documented) + 

5 Yrs./Office

Destroy Under 

Supervision
Yes

12 155

ITMD 

(Information 

Technology 

Management 

Division)

19-0059

Request IT 

Support (RITS) 

Tickets and 

Related Records

New

Documentation of troubleshooting and problem-solving assistance provided by ITMD staff for IT issues received via the 

RITS helpdesk ticketing system.  Records include the original complaint, any notes or responses added by IT or other staff, 

attachments to the complaint, and information on issue resolution. 

Event (Incident 

resolved and 

summarized)/ 

Office

Destroy Under 

Supervision
Yes

13 170 Election 08-0008
Absentee Ballot 

Poll List
Amend

This schedule is being amended to account for new retention requirements in the Wisconsin Statutes.  As of 2011, Wis. 

Stat. §7.23(1)(e) allows for destruction of all poll lists, for both partisan and non-partisan elections, 22 months after the 

election for which they were created.  This schedule includes poll lists containing the names of registered voters organized 

by ward and who received an absentee ballot for a specific election.  It serves as a poll book during the centralized 

processing of absentee ballots.  Poll lists are generated prior to each election. 

Event (End of 

the Election) + 

22 mo./ Office

Destroy Under 

Supervision
Yes
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# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

14 170 Election 09-0011

Absentee Ballot 

Application 

(Federal)

Amend

Forms are used by registered voters to request absentee ballots, either for in-person absentee voting or mail-in absentee 

voting.  This application is for a single election and includes, name, address and date of birth.  If an absentee ballot is 

received via the mail, the series may also include certification envelopes with the voter's name, address and aldermanic 

district.  Voters must also submit proof of identification documentation, which is retained under schedule 17-E057.  Per Wis. 

Stat. §7.23(1)(f), materials "requisite to voting at any federal election" must be retained for 22 months following the election. 

Event (End of 

the Election) + 

22 mo./ Office

Destroy Under 

Supervision
Yes

15 170 Election 09-0012

Absentee Ballot 

Application (Non-

Federal)

Amend

Forms are used by registered voters to request absentee ballots, either for in-person absentee voting or mail-in absentee 

voting.  This application is for a single election and includes, name, address and date of birth.  If an absentee ballot is 

received via the mail, the series may also include certification envelopes with the voter's name, address and aldermanic 

district.  Voters must also submit proof of identification documentation, which is retained under schedule 17-E057.  Per Wis. 

Stat. §7.23(1)(k), materials "requisite to voting at any federal election" must be retained for 90 days following the election. 

Event (End of 

the Election) + 

90 days/ Office

Destroy Under 

Supervision
Yes

16 170 Election 09-0017

Automatic 

Absentee Ballot 

Application

Amend

Application for automatic absentee ballot status on the basis of "age, illness, infirmity or disability" that causes an elector to 

be "indefinitely confined", as described in Wis. Stat. §6.86(2)(a).  Application includes the elector's name, address, and date 

of birth, as well as a signed statement of affirmation with supporting documentation.  Per Wis. Stat. §6.86(2)(b), electors 

may be removed from the list of automatic absentee voters if "reliable information" is received that the elector is no longer 

eligible. See related schedule 09-S0017.

Event (Death or 

cancellation of 

automatic 

absentee status) 

+ 30 days/ 

Office

Destroy Under 

Supervision
Yes

17 170 Election 09-0027

Election 

Materials/ 

Supplies (Non-

Federal Election)

Amend

Records include, but are not limited to: voter correction forms, voter complaint forms, machine test results, trouble shooter 

log sheet and all other documents created for use on Election Day not directly related to ballots, registration, or applications 

for absentee voting.  Per Wis. Stat. §7.23(1)(k) these records must be retained for 90 days after the election for which they 

were created.

Event (End of 

the Election) + 

90 days/ Office

Destroy Under 

Supervision
Yes

18 170 Election 09-0028

Election 

Materials/ 

Supplies (Federal 

Election)

Amend

Records include, but are not limited to: voter correction forms, voter complaint forms, machine test results, trouble shooter 

log sheet and all other documents created for use on Election Day not directly related to ballots, registration, or applications 

for absentee voting.  Per Wis. Stat. §7.23(1)(f) these records must be retained for 22 months after the election for which 

they were created.

Event (End of 

the Election) + 

22 mo./ Office

Destroy Under 

Supervision
Yes
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# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

19 170 Election 09-0089

Candidate 

Nomination 

Papers (Non-

Federal)

Amend

Nomination papers contain information on the specific candidate, as well as the signatures and addresses of City residents 

who sign the nomination form.  Per Wis. Stats §§7.23(1)(k) and 7.24, these records must be retained for 90 days following 

the election to which they pertain. 

Event (End of 

the Election) + 

90 days/ Office

Destroy Under 

Supervision
Yes

20 170 Election 09-S017

Automatic 

Absentee Ballot 

Application

New

See schedule 09-0017 for description.  This schedule governs the retention of paper that has been scanned into E-vault.  

To comply with Wis. Stats. §16.61 (7) and 137.20 for authenticity, accuracy, and accessibility, the original input documents 

will be imaged or reformatted and subject to review, to ensure the images are electronically stored and the quality of these 

images is acceptable.  

Event (Scanned 

into E-vault) + 3 

mo./Records 

Center

Destroy Under 

Supervision
No

21 170 Election 19-0060
Detachable 

Recording Units
New

Data storage devices used in electronic voting equipment.  Per Wis. Stat. §7.23(1)(g), data must be maintained on the 

recording unit for 21 days after the election, then should be transferred to reliable electronic storage media retention for 22 

months. Once the transfer has completed, the recording unit may be erased. 

Event (Data 

Transferred from 

the Recording 

Unit) + 21 Days

Destroy Under 

Supervision
Yes

22 170 Election 19-0061 Election Notices New
Proof of publication of election notice in the Daily Reporter or other publication of record, including any correspondence 

related to such notice.  Per Wis. Stat. §7.23(1)(k), these records must be retained for one year after publication. 

Event 

(Publication) + 1 

Yr./Office

Destroy Under 

Supervision
Yes

23 170 Election 19-0062 Ballots (Federal) New
Completed ballots for federal elections.  Per Wis. Stat. §7.23(1)(f), ballots for these election must be maintained for 22 

months after the elections in which they were cast.

Event (End of 

Election) + 22 

mo./Office

Destroy Under 

Supervision
Yes

24 170 Election 19-0063
Ballots (Non-

Federal)
New

Completed ballots for non-federal elections.  Per Wis. Stat. §7.23(1)(h), ballots for state, county or local elections must be 

retained for 30 days after the elections in which they were cast.

Event (End of 

Election) + 30 

days/Office

Destroy Under 

Supervision
Yes
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SCHEDULES FOR CIMC REVIEW -  JUNE 13, 2019

# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

25 170 Election 19-0064 Unused Ballots New
Ballots printed but not used for both federal and non-federal elections.  Per Wis. Stat. §§ 7.23(1)(a) and 7.23(2) and 

9.01(1)(a) these records should be kept until any pending or possible recount is completed. 

Event (End of 

Election or 

Recount 

Process) + 3 

days/Office

Destroy Under 

Supervision
Yes

26 287 ERS 02-0019

Annual Report 

and Financial 

Statement

Amend

The title of this series is being changed from "Annual Report of the Annuity and Pension Board" to "Annual Report and 

Financial Statement."  Previously this series included the one-page Annual Report of the Annuity and Pension Board, which 

provides a summary of assets, liabilities, membership, investment managers, and consultants; and identifies the Board 

members for that year. This schedule is amended to include records previously retained under schedule 02-M022 and 02-

9022 ERS Annual Audited Financial Statement (annual audited financial statement of consolidated accounting entries, 

balances and financial reports including the actuarial reports).  The department's annual statements and reports are 

published on its website at www.cmers.com.

Event (Report & 

Statement 

Finalized) + 1 

Yr./Office

Transfer to 

Archives at the 

Municipal 

Research 

Library

Yes

27 287 ERS 73-0302
Actuary Census 

Report
Amend

The title of this series is being changed from "Annual Actuary Report" to "Actuary Census Report."  This census file is 

prepared by ERS staff and contains the demographic and account information of members of the Employes' Retirement 

System as of the end of each fiscal year.  The file is prepared for actuarial valuation purposes. 

Creation + 7  

Yrs./ Office

Destroy Under 

Supervision
Yes

28 287 ERS 99-0122
Custodian 

Statements
Amend

The title of this series is being changed from "Trustee Statements" to Custodian Statements."  Records include asset detail, 

transaction history, income history and market value reports from custodian (ex. Firstar, Northern Trust, Wells Fargo, etc.).  

The custodians operate by contract and may be subject to change. 

Fiscal + 10 

Yrs./Office

Destroy Under 

Supervision
Yes

29 381
Health 

Dept./Admin.
19-0041

Community 

Health 

Assessment- 

Primary Data

New

Records are original data collected by the Health department in conjunction with the Milwaukee Health Care Partnership, 

and used to complete a Community Health Assessment (CHA) and/or Community Health Improvement Plan (CHIP) as 

required by Wis. Stat. §251.05.  Primary data consists principally of survey instruments from community health surveys, 

transcripts of interviews with key informants, and notes from focus groups, as well as data generated by MHD programs 

and collected by other City departments.  Additionally, this series may include secondary data from non-City of Milwaukee 

sources, which is to be considered for reference only and destroyed when no longer needed. 

Event 

(Publication of 

Report) + 5 

Yrs./Office

Destroy Under 

Supervision
Yes
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SCHEDULES FOR CIMC REVIEW -  JUNE 13, 2019

# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

30 381
Health 

Dept./Admin.
19-0042

Community 

Health 

Assessment- 

Reports and 

Appendices

New

Reports and supporting documentation compiled by the Milwaukee Health Department, in conjunction with the Milwaukee 

Health Care Partnership, in order to complete a Community Health Assessment (CHA) and/or Community Health 

Improvement Plan (CHIP) as required by Wis. Stat. § 251.05. In addition to the final reports, this series includes, but is not 

limited to, report appendices, compiled/anonymized survey data, planning meeting materials, publicity materials, community 

and meeting photographs, and other related materials. These records are the official findings of the assessment(s) and 

should be maintained archivally for historical/programmatic value.

Event 

(Publication of 

Report) + 1 

Yr./Office

Transfer to 

Archives at the 

Municipal 

Research 

Library

Yes

31 383

Health Dept./ 

Environmental 

Health

19-0004
Establishment 

Files
New

Case files for food and drink, and licensed body art establishments subject to licensing or inspection for food safety under 

the Milwaukee Health Department's inspection program, authorized by MCO Ch. 68-5 and 68-9.  Files may include licenses 

issued, inspection reports, food operations plans, submission waivers, correspondence with owners, variances, correction 

orders, notices of violations, weights-and-measures-related records, tattoo and body art related records, orders to suspend 

or cease operations, and inspection placards.  Inspection Reports created since 2007 are managed in electronic format in 

an internal MHD file system; reports and attachments are available to the public via the MHD website.  Records created 

before 2007 will be maintained electronically in E-Vault (See related schedule 19-S004 for retention of scanned paper files).

Creation + 50 

Yrs./Evault or 3 

years after an 

address is no 

longer subject to 

inspection 

(whichever is 

earlier)

Destroy Under 

Supervision
Yes

32 383

Health Dept./ 

Environmental 

Health

19-S004
Establishment 

Files
New

See schedule 19-004 for description.  This schedule governs the retention of paper that has been scanned into E-vault.  To 

comply with Wis. Stats. §16.61 (7) and 137.20 for authenticity, accuracy, and accessibility, the original input documents will 

be imaged or reformatted and subject to review, to ensure the images are electronically stored and the quality of these 

images is acceptable.  

Event (Scanned 

into E-vault) + 3 

mo./Records 

Center

Destroy Under 

Supervision
No

33 900 Citywide Global 12-0027
Voice Recording 

System Records
Amend

This series includes records generated by employees performing call center customer service duties via land line 

telephones.  The voice recording system records audio portions of calls from various call centers as requested by directors 

of those call centers. Call centers include the City's Unified Call Center, Treasurer's Office, DPW Tow Lot, DPW Water 

Works, and other call centers that may be created for short-term hotline purposes, such as disaster assistance programs, 

and other situations requiring limited term call center services. NOTE:  This series does not include records generated by 

the 911 call center or MPD non-emergency phones. 

Creation + 4 

mo./Office

Destroy Under 

Supervision
Yes
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# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

34 900 Citywide Global 19-0001

Business 

Communication 

(Text Messages)

New

Business-related correspondence sent or received by City Employees via mobile phone text messaging services (or 

equivalent). Text messages may be preserved either manually through user-side export, or through city-side capture via a 

text-archiving service. All texts should be kept for at least 6 months after creation to allow time for possible reclassification 

or preservation.

Creation + 6 

mo./Office

Destroy Under 

Supervision
Yes

35 900 Citywide Global 19-0019 Form Masters New Master versions of forms used by various City departments to conduct transactions with the public or other City entities.

Event 

(Superseded or 

Obsolete) + 2 

Yrs./Office

Destroy Under 

Supervision
Yes

36 900 Citywide Global 19-0020

External 

Complaints- Non- 

Police

New

Records in this series are related to complaints filed by members of the public and received by City of Milwaukee 

departments regarding issues not related to a specific program.  Complaints are not otherwise regulated by state or federal 

requirements. NOTE: Excluded from this schedule are all police-related complaints including ones that go before the Fire 

and Police Commission.  Those complaints should be retained in accordance with the Milwaukee Police, Fire and FPC 

Department-specific schedules. 

Event 

(Resolution, 

Dismissal or 

End of 

Litigation) + 2 

Yrs./Office

Destroy Under 

Supervision
Yes

37 900 Citywide Global 19-0022

Memoranda of 

Understanding 

(MOU) and 

Service Level 

Agreements 

(SLA)

New
Agreements between government units, either between the City of Milwaukee and an external government unit or between 

two or more City departments. 

Event (Ending 

Date of the 

MOU/SLA) + 4 

Yrs./Office

Destroy Under 

Supervision
Yes

38 900 Citywide Global 19-0024 Annual Reports New
Annual reports produced by all City departments, divisions, and units to summarize the activities of those units for the 

previous year and discuss goals and initiatives for the upcoming year. 

Event (Report 

Finalized) + 2 

Yrs./Office

Transfer to 

Archives at the 

Municipal 

Research 

Library

Yes
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# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

39 900 Citywide Global 19-0025 Routine Reports New

Status update reports produced by City departments, divisions, and units that are not otherwise associated with an existing 

records schedule.  Routine reports are necessary for monitoring purposes but typically the information they contain is 

summarized in an annual or other less-periodic report. 

Event (Report 

Finalized) + 3 

Yrs./Office

Destroy Under 

Supervision
Yes

40 900 Citywide Global 19-0027
Legal Case Files- 

Non-City Attorney
New

Records maintained by City departments related to litigation to which the department is a party, including pleadings and 

legal arguments, evidence, research, orders, legal summons, and subpoenas issued.  In most cases, the City Attorney's 

Office maintains the official record of such cases, but the affected department should maintain these records for 

administrative/reference purposes. 

Event (Close of 

Case/Exhaustio

n of Appeals) + 

3 Yrs./ Office + 

4 Yrs./Records 

Center

Destroy Under 

Supervision
Yes

41 900 Citywide Global 19-0028

Monumental 

Case Files- Non- 

City Attorney

New

Records maintained by City departments related to historic or precedent-setting litigation to which the department is a party, 

including pleadings and legal arguments, evidence, research, orders, legal summons and subpoenas issued.  The 

department should maintain all records relevant to the case but not provided to the City Attorney.

Event (Close of 

Case/Exhaustio

n of Appeals) + 

7 Yrs./ Office 

Transfer to 

Archives at the 

Municipal 

Research 

Center

Yes

42 900 Citywide Global 19-0048 Internship Files New

Records pertaining to interns working in City departments, paid or unpaid.  Internships are typically, though not always, 

undertaken as part of undergraduate or graduate study.  Files may include, but are not limited to, resumes, application 

cover letters, writing samples, research conducted for the office as part of the internship, evaluation forms, background 

check records, placement records, records related to assignment of college credit, letters of recommendation, and other 

items related to the work done. 

Event (End of 

the Internship) + 

5 Yrs./Office

Destroy Under 

Supervision
Yes

43 900 Citywide Global 19-0065

Surveillance 

Recordings (Non-

Police)

New

Monitoring and surveillance recordings for public buildings, street cameras, and public transportation.  This schedule is 

primarily intended for footage with no obvious incident in which the City has an interest; recordings with incident footage or 

otherwise required for legal purposes must be retained until the final disposition of the incident.  This schedule does not 

apply to footage recorded by police body cameras, dash cameras or related police devices. 

Event (Date of 

Recording) + 

120 Days/Office

Destroy Under 

Supervision
Yes
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# Org Dept.
Schedule 

#
Title

Request 

Type
Record Content & Purpose

Retention/ 

Location

Final 

Disposition

State Board 

Approval 

Required (Y/N)

44 900 Citywide Global 19-0066

Public Notices 

and Affidavits of 

Publication

New

Records are related to public notices required for Open Meetings of the Common Council and other City Committees under 

Wis. Stat. §19.84.  In addition to posted notice, the City also receives Affidavits of Publication from the Daily Reporter, the 

designated newspaper for the City of Milwaukee.  These notices are created under Wis. Stat. §985.12 and include a copy of 

the Notice and a certification of the date it was published. 

Event 

(Publication) + 7 

Yrs./Office

Destroy Under 

Supervision
Yes

45 900 Citywide Global 19-0067

Critical Incident 

Management 

Plans

New
Critical incident management plans, local site security plans, local emergency action plans, life safety, and other similar 

documents created and maintained by City departments. 

Event 

(Superseded) + 

3 Yrs./Office

Destroy Under 

Supervision
Yes

46 900 Citywide Global 19-0068

Disaster 

Recovery 

Records

New

Records created by City departments during the response to a disaster affecting the City of Milwaukee. These records 

should reflect the requirements listed in Chapter 5 of the FEMA (Federal Emergency Management Assistance) Public 

Assistance Guide and may include indexes, inventories, event lots, working papers, invoices, and other correspondence.  

This series also includes backups of critical City information systems.

Event (Recovery 

Process 

Completed) + 3 

Yrs./Office

Destroy Under 

Supervision
Yes

47 900 Citywide Global 19-0069

Internship 

Application 

(Unsuccessful)

New

Application files for internships in all City departments, which are used to evaluate applicants and determine intern 

placements.  Applicants may include, but are not limited to, resumes, cover letters, writing samples, evaluation forms, and 

other materials relating to each applicant.  Application material from successful applicants is transferred to schedule 19-

0048 Internship Files.  

Event (Close of 

Application 

Process) + 2 

Yrs./ Office

Destroy Under 

Supervision
Yes

See Delete/Superseded Schedule Request Form for 179 schedules from MPD units 334, 335, 336, 339, 344, 347, 349, 351, 352, 355, 357, 358, 370

See Delete/Superseded Schedule Request Form for 48 schedules from ITMD 

See Delete/Superseded Schedule Request Form for 18 schedules from ERS 

See Delete/Superseded Schedule Request Form for 38 schedules from Health Dept./Admin.

See Delete/Superseded Schedule Request Form for 7 schedules from Health Dept./Home Environmental Health
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12 00-0029 
Cash Receipts-
Flu/Pneumonia 

 Option 1  Option 2 
Superseded by Global Schedule 18-0010 Cash 

Management; No Inventory 

13 04-0001 
Accounting Stubs Licenses 
& Permits 

 Option 1  Option 2 
Superseded by Global Schedule 18-0010 Cash 

Management; 6 boxes  

14 09-0034 
Personnel Recruitment 
Records 

 Option 1  Option 2 
Superseded by Global Schedule 11-0029 Interview 

Files and Documentation - Not Hired; No inventory 

15 63-0076 
Time Record C-251 
Through 1986 

 Option 1  Option 2 
Superseded by Global Schedule 10-0025 

Timekeeping Records; No inventory 

16 64-0049 
Invoice, Paid Or Cancelled 
(Copy) H D Billing 

 Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

17 65-0186 
Request To Transfer Funds 
(C) 

 Option 1  Option 2 
Superseded by Global Schedule 18-0013 Request to 

Transfer Funds; No inventory 

18 65-0187 Equipment Request (C)  Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

19 65-0188 
Request, Prop. Budget And 
App. 

 Option 1  Option 2 

Superseded by Global Schedule 18-0007  

Departmental Budget and Appropriation Requests;  

No Inventory 

20 69-0142 Subject File  Option 1  Option 2 

Superseded by Global Schedule 18-0042 Subject 

Files- City Departments & Elected Officials; No 

Inventory 

21 69-0143 Correspondence, General  Option 1  Option 2 
Superseded by Global Schedule 18-0043 Transitory 

Records; No Inventory 

22 72-0057 
Request For Disposal Of 
Scrap, Surplus Or OBS 
MAT* 

 Option 1  Option 2 

Superseded by Global Schedule 18-0017  

Request for Disposal of Scrap, Surplus, or Obsolete 

Material; No inventory 

23 72-0060 
Appropriation Control 
Ledger (Copy) 

 Option 1  Option 2 No Longer Created; No inventory 

24 72-0061 
Appropriation Control 
Ledger (Dup) 

 Option 1  Option 2 No Longer Created; No inventory 

25 72-0062 Equipment In-Out Rept  Option 1  Option 2 

Superseded by Global Schedule 18-0016  

Capital and Non-Capital Equipment Inventories; No 

inventory 

26 72-0065 Invoices - Outside Vendors  Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

27 72-0066 Payment Certification  Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

28 72-0070 
Interdepartmental 
Requisition And Invoice 

 Option 1  Option 2 

Superseded by Global Schedule 02-0017 

Interdepartmental Requisitions and Invoices; No 

Inventory 

29 72-0071 Job Order  Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 
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30 72-0072 
Purchase Req - Yellow 
Copy 

 Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

31 72-0073 
Sub Department 
Requisitions 

 Option 1  Option 2 
Superseded by Global Schedule 02-0016 Accounts 

Payable; No Inventory 

32 79-0027 
Subject File - Annual 
Report 

 Option 1  Option 2 

Superseded by Global Schedule 18-0042 Subject 

Files- City Departments & Elected Officials; No 

Inventory 

33 79-0028 
Subject File - 
Miscellaneous 

 Option 1  Option 2 

Superseded by Global Schedule 18-0042 Subject 

Files- City Departments & Elected Officials; No 

Inventory 

34 79-0030 Annual Budget  Option 1  Option 2 
Superseded by Global Schedule 18-0006  

City Budget (Final and Proposed; No Inventory 

35 79-0031 
Annual Budget - 
Worksheets 

 Option 1  Option 2 

Superseded by Global Schedule 18-0007  

Departmental Budget and Appropriation Requests;  

No Inventory 

36 95-0185 
Correspondence Of The 
Commissioner Of Health. 

 Option 1  Option 2 
Superseded by Global Schedule 18-0042 Subject 

Files- City Departments & Elected Officials; 7 Boxes 

37 96-0016 
Speeches & Articles, 
Commissioner Of Health 

 Option 1  Option 2 

Superseded by Global Schedule 18-0042 Subject 

Files- City Departments & Elected Officials; No 

Inventory 

38 63-0078 
Admission And History 
Record 

 Option 1  Option 2 No Longer Created; No Inventory 

 




