
 

ORDINANCE NO. 2014-14 

 

Records Retention Ordinance 

 

Executive Summary 

 

Section 59.54(4), Wis. Stats., sets forth the process for destruction of obsolete county 

records, specifying how long each type of record must be kept, with a default 7 year period for 

any type of record not listed specifically therein or governed by another statute.  The Wisconsin 

Public Records and Forms Board has approved 79 pages of reduced retention periods for many 

county records, reducing space needed for storage.  Pursuant to County Board Rule 3.04(1) the 

County Administrator may present matters to the Board for its consideration.  This item is 

presented for action by the Administrator. 

__________ 

 

THE COUNTY BOARD OF SUPERVISORS OF JEFFERSON COUNTY DOES 

HEREBY ORDAIN AS FOLLOWS: 

 

 Section 1.  The Records Retention Ordinance is created as follows: 

 

A.  Purpose.  The purpose of this ordinance is to establish a county wide records 

retention schedule and authorize destruction of county records pursuant to that schedule on an 

annual basis.  Record custodians do not have the authority to destroy records prior to the 

established retention period unless such records have been photographically reproduced as 

original records pursuant to § 16.61(7), Wisconsin Statutes.  If there is not a specific law 

requiring a specific retention period, all records must be retained seven (7) years, unless the 

Wisconsin Public Records and Forms Board has approved a shorter period. 

B. Definitions.  As used in this ordinance: 

Legal custodian means the individual responsible for maintaining records pursuant to 

§ 19.33, Wisconsin Statutes. 

Record means record as defined in § 19.32(2), Wisconsin Statutes. 

C. Historical Society Notification.  Prior to the destruction of any public record 

described in this section, at least sixty (60) days’ notice in writing shall be given to the State 

Historical Society of Wisconsin, unless such notice has been waived in advance by the State 

Historical Society as part of the Records and Forms Board approval process. 

D. Destruction After Request for Inspection.  No requested record may be destroyed 

until after the request is granted by the State Historical Society of Wisconsin or sixty (60) days 

after the request is denied.  If any action is commenced under §19.36(6), Wisconsin Statutes. 

E. Destruction Pending Litigation.  No record subject to pending litigation shall be 

destroyed until the litigation has been resolved. 

F. Preservation of County Records.  County records may be kept and preserved by any 

means approved by the County Board and allowed by Wisconsin Statutes.  County records may 

be kept and preserved through the use of microfilming that meets the applicable standards 

established in § 16.61(7), Wis. Stats.  After verification that destruction is allowed, paper records 

may be destroyed if these records are to be preserved in accordance with this section. 



G. Review and Approval by Public Records and Forms Board.  Retention periods 

approved by the Public Records and Forms Board from time to time are incorporated in this 

ordinance as if fully set forth. 

 

 Section 2.  This ordinance shall be effective after passage and publication as provided by 

law. 

 

 Adopted by the Jefferson County Board of Supervisors this 10th day of June 2014. 

 

 

 s/Jim Schroeder  

 Jim Schroeder 

       Chair 

 

ATTEST: 

 

 

s/Barbara A. Frank    

Barbara A. Frank, County Clerk 

 

 

 

 Published this 16th day of June 2014. 
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