
City of Stoughton Housing Authority Minutes
July 18 2018 2:30p.m. - City Hall, 381 E. Main Street, Stoughton, WI

Present: Sid Boersma; Michael Engelberger; Director of Finance Jamin Friedl; Mayor Tim Swadley; Sue
Broihahn; Kristina Dux. Dan Matson and Senior Center Director Cindy McGlynn were absent and
excused.

Others Present: Wendy Skoien of Greenspire; Linda Muller of HATS

The meeting was called to order at 2:30 p.m. by Engelberger.

Communications – An update was provided on the newly created Director of Finance/Comptroller
position. Members discussed the possibility of requesting WPPI representative Cory Neely to perform a
more in-depth energy audit of the Greenspire properties. Boersma introduced Linda Muller who gave a
summary of HATS and how it relates to the work the Stoughton Housing Authority is conducting.

Approval of the May 2, 2018 Housing Authority Minutes – Motion by Boersma and second by
Engelberger to approve the May 2, 2018 minutes. Motion carried unanimously.

Management Report and Financials, Update on MPR Program, Non-Smoking Policy Review – Dux
distributed a copy of the 2nd quarter 2018 Owner’s Report and Financials. Some discussion was held
related to the 91.5% vacancy rate; however, Dux noted there are no issues or concerns and we should
see that percentage increase in the coming months. Dux provided a brief summary of the MPR Program
and no concerns were noted. The non-smoking policy has now been in effect for one full year and no
major concerns or issues have been noted. Some instances of chronic offenders have occurred and
Greenspire management will keep the Stoughton Housing Authority updated on the actions (if any) taken
against the offenders. Dux also noted there are approximately 13-14 Ash Trees on the property that need
to be removed. Members of the Stoughton Housing Authority will speak with Public Works Director
Hebert to identify the contractor they are currently using and if any special contract pricing would be
available to Greenspire under the City’s current agreement. Motion by Boersma and second by
Engelberger to approve the 2nd Quarter Management Report and Financials. Motion carried
unanimously.

Discussion and Possible Action regarding Purpose of the Housing Authority
Discussion and Possible Action regarding Outlining Clear Rules and Vision
Discussion and Possible Action regarding research on Housing Authorities
Discussion and Possible Action regarding Creation of Community Development Authority (CDA)
These items were tabled until the October 17, 2018 meeting as the original Stoughton Housing Authority
By-Laws have not yet been located. Engelberger will send out information on the Wisconsin State
Statutes governing Housing Authorities for review prior to the October 17, 2018 meeting. Director of
Finance Friedl will also conduct research related to the record keeping requirements that apply to the
Stoughton Housing Authority. Other items to consider prior to the next meeting include a possible legal
opinion related to the creation of a CDA and a presentation by Gary Becker discussing the impacts a
CDA may have on HUD and RDA.

Discussion and possible action regarding scheduling joint meeting with RDA and Common Council –
This item was also tabled pending resolution of the items noted above.

Next Meeting – The next meeting will be held on Wednesday, October 17, 2018 at 2:30pm at
Greenspire.

Moved by Engelberger second by Friedl to adjourn at 2:59 p.m. The motion passed unanimously.

Respectfully Submitted,
Jamin Friedl, CPA





NOTICE 
 


The City of Stoughton will hold a Meeting of the Housing Authority on Wednesday, 
October 17, 2018 at 2:30 p.m., Greenspire Apartments, 924 Jackson Street, 
Stoughton, WI 53589  
 
AGENDA: 


1. Call to Order 
2. Communications 
3. Approval of the July 18, 2018 Housing Authority Minutes – Included in packet 
4. Discussion regarding budget submitted to Rural Development – Will be provided 
5. Management Report and Financials – Will be provided 
6. Update on MPR Program – Will be provided 
7. Tour of renovated common areas and vacant apartments – Time permitting 
8. Discussion on the HATS successful application to CDBG for homeless project on 


Pine Street  
9. Discussion and possible action regarding Purpose of the Housing Authority 
10. Discussion and possible action regarding Outlining Clear Rules and Vision 
11. Discussion and possible action regarding research on Housing Authorities 
12. Discussion and possible action regarding Creation of Community Development 


Authority 
13. Discussion and possible action regarding scheduling Joint meeting with RDA and 


Common Council 
14. Discussion regarding possible replacement for Dan Matson’s position on the 


Housing Authority 
15. Next meeting – TBD 
16. Adjourn 


 
 
SENT TO: 
Finance Director 
Michael Engelberger 
Dan Matson 
Cindy McGlynn 
Sid Boersma  
 
cc: Mayor (e-mail) 
Leadership Team (via e-mail) 
Council Members (via e-mail) 
Sue Broihahn (BMC) (via e-mail) 
Kathy Olson (BMC) (via e-mail) 
Kristina Dux (BMC) (via e-mail) 
City Attorney (via e-mail) 
Judi Krebs (via e-mail) 
Greenspire Apts. c/o Jim & Wendy Skoien, 924 Jackson St. (via e-mail) 
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HOUSING
AUTHORITIES


. StatutoryAuthority
. "It is declared that there exist in the state insanitary or


unsafe dwelling accommodations ...."
. wis. Stat. S 66.1201Q)


. "When a council declares by resolution that thero is a
need for an authority to fi.rnction in the city, a public
body corporate and politic then oxists in the city and
shall be known as the 'housing authority'ofthe city. "
. Wis.Star. 5 66.1201(4Xa)


lë¡


HOUSING
AUTHORITIES


. Nature of a Housing Authority (HA)
. "An authority is a public body and a body corporate


and politic, exercising public powers, and has all the
powers necessary or convenient to carry out and
effech¡ate the purposes and provisions ofss. 66.1201
ro66.1211 ...."
. Wis.Stat. 5 66.1201(9)
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Ë


HOUSING
AUTHORITIES


. Nature of a Housing Authority (HA)
. Each HA shall:


. Manage and operate its housing projects in an
eficient manner


. Fix the rentals at the lowest possible rates
consistent with providing decent, safe, and
saaitary dwelling accommodations


. No HA shall construct or operate any project for profit
or as a source ofrevenue to the city.
. lvis.Stst. S 66.1203(l)
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HOUSING
AUTHORITIES


. Establishment of an HA
. The council shall adopi a resolution declaring:


. There is need for a housing authority in the city if
the council finds that insanitary or unsafo
inhabited dwelling accommodations exist in the


city, or
. There is a shortage of safe or sanitary dwolling


accommodations in the city available to persons of
low income at ¡entals they can afford.
. wis.Stat S 66.1201(4Xb)


/rlìi3


HOUSING
AUTHORITIES


. Membership/Commissioners
. The mayor shall, with the confi¡mation of the council,


. Appoint five persons as commissioners of the
authority
. Except that the mayor ofa lst class city that has created


a housing authority before May 5, 1994, shall appoint
seven comissioners, at l€ast two of whom shall be
residents ofa housing projÊctacquired o¡ constructedby
the authority


. lvis.Stat. S 66.1201(5Xa)


Ã
Ë


Membership/Commissioners
. No commissioner may be connected in any ofticial


capacity wiih any political party nor may more than
íwo be offrcers of the city in which the authority is
created
. Ms.Stat. 5 66.1201(5Xa)


. Five-year staggered terms
. W¡s.Stat. S 66.1201(5Xb)


HOUSING
AUTHORITIES


g
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HOUSING
AUTHORITIES


. Purpose
. The "cloarance, replanning and reconstruction of the


areas in which insanitary or unsafe housing conditions
exist and the providing ofsafe and sanitary dwelling
accommodations for porsons oflow income.. .."
. wis. Stat. S 66.1201(2)


ffi


HOUSING
AUTHORITIES


. Po\ryers of an HA
. IIA Powers a¡o vested in the Commissioners


. Wis. Stat. S 66.1201(5)
. Operate Housins Proiects


. Prepare, carry out, acquire, lease and operate
housing projects approved by the council


. Provide for the construction, reconstruction,
improvement, alteration or repair ofany housing
project or any part ofa housing project.
. Wis. Stat.5 66.1201(9)(a)


tÉl


HOUSING
AUTHORITIES


. Powers of an HA
. Definition


. HousingProjects-Wis. Stat. I 66.1201(3)o
. "¿ll real and personal property, building and


improvements, and community facilities
acquired or constructed pursuant to a single plan
either to demolish, clear, remove, alter or repair
insanitary or unsafe housing or to provide safe
and sanitary dwelling accommodations for
persons oflow income, or both,"


t|
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HOUSING
AUTHORITIES


. Powers of an HA
. Definition


. HousingProjects-Wis. St¿t. $ 66.i201(3xt)
. "includes tho planning ofbuildings and


improvements, tho acquisition of property, the
demolition of existing strurtures, the
construction, reconstruction, alteration and
repair ofthe improvements and all other
related work."


# 52


HOUSING
AUTHORITIES


. Powers of an HA
. Take Over Existing Housing Projects - Wis. Stat. E


66.1201(9Xb)
. Act as Agent for Housing Projects - Wis. Stai, I


66.1201(9)(c)
. Furnish Services for Housing Projects - Wis. Stat. S


66.1201(9)(e)
. Lease or Rent Premises in Housing Projects - Wis.


Stat. S 66.1201(9XÐ


ãl


. Powers of an HA
. Investigate Housing Conditions - Wis. Stat. 5


66.1201(eXÐ
. Acquire Reai Property by Eminent Domain * Wis.


st¿t. 5 66.1201(9Xh)
. Improve and Insure Real Properfy - Wis. Stat. I


66.1201(9Xi)
. Sell Real Property - Wis. Stat. 5 66.1201(9Xi)
. Agree to Loan Limitations - Wis. Stat, S


66.1201(9(k) and (L)


HOUSING
AUTHORITIES
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HOUSING
AUTHORITIES


' Powers of an HA
. Invest Certain Funds - Wis. Stat. ç 66. I 201 (9Xm)
. SueandBe Sued-Wis. Stat. g 66.1201(9)(n)
. Make Bylaws, Rules, and Regulations - Wis. Stat. g


66.1201(9Xo)
. Exercise Granted Powers - Wis. Stat. 5 66. 120 1 (9)(p)
. Execute Evidence of Indebtedness - Wis. Stat. S


66.1201(9XÐ


Ê


IE


HOUSING
AUTHORITIES


. Powers of an HA
. Veterans Housing Projects - Wis. Stat. S 66. 1201 (9Xm)
. Acquire Sites - Wis. Stat. I 66.1201(9)(s)
. Temporary Dwellings for Displaced Families - Urban


Redevelopment - Wis. Stat. 5 66.1201(9)(s)
. Slum Clearance/Urban rodevelopment/Blight


Elimination - Wis. Stat. 5 66. 1201(9)(s)
. Temporary Dwellings for Displaced Families * Public


Works Projects - Wis. Stat. S 66.1201(9)(s)


56


. Powers of an HA
. Cooperate With Other FIAs - Wis. Star. S 66.1201(9Xu)
. Act in concerr wirh RDAS - wis. stat. 5 66.1201(9)(w)
. Work with Dept. of Veterans Affairs regarding Veterans


Housing Needs - Wis. Stat. I 66.1201(9)(x)
. Acquire Land by Eminent Domain - Wis. Stat. S


66.1201 (10)
. Subjectto Wis. Stat. ch. 32


û


HOUSING
AUTHORITIES
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HOUSING
AUTHORITIES


. Powers of an HA
. Acquire Land for Federal or Stato Government Housing


Project-Wis. Stat. S 66.1201(11)
. Conhact with Federal Govemment regarding Housing


Projects-Wis. Stat. ç 66.1201(2i)


/å\5


HOUSING
AUTHORITIES


. Powers of an HA
. NOTE: Housing Authorities for Elderly Persons have


different powers
. Wis. Stat. S 66.1213


/*-\n 5S


. Relationship V/ith The Municipality
. HA Property Tax Exempt; Payment in Lieu of Taxes


Permitted
. Wis.Stat. 5 S 66.1201(21),66.12110)


. City mayAdvance Money to HA forAdministrative
Expenses
. Wis. Stat. Só6.l2ll(2)


. Housing Projects Shall be Submilted to Planning
Commission
. Wis. Stat S 66.121l(3)


HOUSING
AUTHORITIES


g
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HOUSING AUTHORITY (HA)


Assistance to HAs by State Public Body - Wis. Stat. $ 66.1209


"(l) For the purpose ofaiding and cooperating in the planning, undertaking, construction or operation of
housing projects located within the area in which it may act, any state public body may do any of the
following:


(a) Dedicate, sell, convey or lease any ofits propsrty to a housing authority or the federal
goverfiment.


(b) Cause parks, playgrounds, recreational, community, educational, water, sewer or drainage
facilities, or any other works which it may undertake, to be fumished adjacent to or in connection
with housing projects.


(c) Cause services to be fumished to the authoriry of the character which it otherwise may furnish.


(d) Subject to the approval ofthe council, furnish, dedicate, close, pave, install, grade, regrade,
plan or replan streets, roads, roadways, alleys, sidewalks or other places which it may undertake.


(e) Enter into agreements with a housing authority or the federal government respecting action to
betakenbythestatepublicbodypursuanttoanyofthepowersgrantedbyss.66.l20l to66.1271.
The agreements may extend over any period, notwithstanding any provision or rule of law to the
contrary.


(Ð AnV and all things, necessary or convenient to aid and cooperate in the planning, undertaking,
construction or operation of housing projects.


(g) Purchase or legally invest in any ofthe bonds ofa housing authority and exercise all ofthe
rights ofany holder ofthe bonds.


(2) V/ith respect to any housing project which a housing authority has acquired or taken over from the
federal government and which the housing authority by resolution has found and declared to have been
constructed in a manner that will promote the public interest and afford necessary safety, sanitation and
other protection, no state public body may require any changes to be made in the housing project or the
manner of its conskuction or take any other action relating to the construction.


(3) In connection with any public improvements made by a state public body in exercising the powers
granted in ss. 66.1201 to 66.1211, the state public body may incur the entire expense of the public
improvements. Any law or statute to the conhary notwithstanding, any sale, conveyance, lease or
agreement provided for in ss. 66.1201to 66.12ll may be made by a state public body without appraisal,
public notice, advertisement or public bidding."


NOTE: Per, Wis. Stat. $ 66.1201(3Xp) "'State public body' means any city, town, village, county,
municipal corporation, commission, district, authority, other subdivision orpublic body of the
state."


,Conflict of Interest/Interest in HA Property


Wis. Stat, ç 66.1201(7)


"No commissioner or employee of an authority may acquire any direct or indirect interest in any
housing project or in any property included in any project or have any direct or indirect interest in
any contract for insurance, materials or services to be furnished or used in connection with any
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housing project. If a commissioner or employee of an authority owns or controls a direct or
indirect interest in any property included in any housing project, that person shall immediately
disclose the interest in writing to the authority and the disclosure shall be entered upon the minutes
of the authority. Failure to so disclose the interest constitutes misconduct in offïce."


NOTE: The office of county planning and zoning commission member is incompatible
with the position of executive director of the county housing authority. S1 Atty. Gen. 90.


Definitions


Wis. Stat. $ 66.1201(3)


(a) "Area of operation" includes the city for which a housing authority is created, the area within 5
miles of the territorial boundaries of the cþ but not beyond the county limits of the county in
which the city is located and the area within the limits of the city unless the city annexes the area
of operation. "Area of operation" does not include any arcawhich lies within the territorial
boundaries ofany city for which another housing authority is created by this section.


(b) "Authority" or "housing authority" means any of the public corporations established pursuant
to sub. (4).


(c) "Bonds" means any bonds, interim certificates, notes, debentures or other obligations of the
authority issued pursuant to ss. 66.1201 to 66.121I.


(cm) "City clerk" and'omayor" mean the clerk and mayor, respectively, of the city or the officers
of the city charged with the duties customarily imposed on the clerk and mayor, respectively.


(d) "Commissioner" means one of the members of an authority appointed in accordance with ss.
66.1201to 66.1211.


(e) "Community facilities" includes real and personal property, and buildings and equipment for
recreational or social assemblies, for educational, health or welfare pu{poses and necessary
utilities, when designed primarily for the benefit and use of the housing authority or the occupants
of the dwelling acconìmodations, or for both.


(f) "Coniract" means any agreement of an authority with or for the benefit of an obligee whether
contained in a resolution, trust indenture, mortgage, lease, bond or other instrument.


(g) "council" means the common council or other body charged with governing a city.


(h) "Federal governmenf includes the united States of America and any agency or
instrumentality, corporate or otherwise, of the United States of America.


(i) "Government" includes the state and federal governments and any subdivision, agency or
instrumentality, corporate or otherwise, of either of them.


O 'Housing projects" includes all real and personal property, building and improvements, and
community facilities acquired or constructed pursuant to a single plan either to demolish, cleaE
remove, alter or repair insanitary or unsafe housing or to provide safe and sanitary dwelling
accommodations for persons of low income, or both. "Housing projects" includes the planning of
buildings and improvements, the acquisition of properfy, the demolition of existing structures, the
construction, reconstruction, alteration and repair of the improvements and all other related work.
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(k) "Mortgage" includes deeds of trust, mortgages, building and loan contracts, land conhacts or
other instruments conveying real or personal property as security for bonds and conferring a right
to foreclose and cause a sale ofthe real property orpersonal properfy.


(L) "Obligee of the authority" or "obligee" includes any bondholder, trustee or trustees for any
bondholders, any lessor demising property to the authority used in connection with a housing
project or any assignee ofthe lessor's interest or any part ofthe lessor's interest, and the federal
govemment, when it is a party to any contract with the authority.


(m) "Persons of low income" means persons or families who lack the amount of income
necessary, as determined by the authority undertaking the housing project, to enable them, without
financial assistance, to live in decent, safe and sanitary dwellings, without overcrowding.


(n) "Real property" includes lands, lands under water, structures, and any easements, franchises
and incorporeal hereditaments and every estate and right in an estate, legal and equitable,
including terms for years and liens by way ofjudgment, mortgage or otherwise.


(o) "Slum" means any aÍea where dwellings predominate which, by reason of dilapidation,
overcrowding, fauþ arrangement or design, lack of ventilation, light or sanitary facilities, or any
combination of these factors, are detrimental to safety, health and morals.


þ) "State public body" means any city, town, village, county, municipal corporation, commission,
district, authority, other subdivision or public body ofthe state.


(q) "Trust indenture" includes instruments pledging the revenues of real or personal properties.


Dissolution of HA


Disposal of Housing Projects - Wis. Stat. $ 66.1201(25)


"(a) In any city or village the council or village board by resolution or ordinance, or the electors by
referendum under s. 9.20, may require the authority to liquidate and dispose of a project held and
operated nnder ss. 66.1201 to 66.1271 or 66. 1 33 1.


(b) If liquidation and disposal of a proj ect is provided for under par. (a) the housing authority or
other designated agency shall sell the project to the highest bidder after public advertisement, or
transfer it to any state public body authorized,by law to acquire the project. No project may be
sold for less than its fau market value as determined by a board of 3 licensed appraisers appointed
by the council or village board.


(c) The anangements for the liquidation and disposal of a project shall provide for the payment
and retirement of all outstanding obligations in connection with the project, together with interest
on the obligations and any premiums prescribed for the redemption of any bonds, notes or other
obligations before maturity.


(d) AnV proceeds remaining after payment of the obligations under par. (c) shall be distributed in
accordance with the federal law applicable at the time of the liquidation and disposal of the
project. Ifno federal law is applicable to the liquidation and disposal ofthe project all remaining
proceeds shall be paid to the cit¡r or village.


(e) Ifthe highest bid received is insufftcient for the payment ofall obligations set forth in par. (c)
the project shall not be sold unless the city or village provides sufficient additional funds to
discharge the obligations.


23







(f) In order to carry out this subsection an authority or other designated agency shall exercise any
option available to it for the payment and redemption of outstanding obligations set forth in par.
(c) before maturity, if the city or village provides funds for payment and redemption.


(g) No actions taken under this subsection shall affect or diminish the rights of any bondholders or
other obligees ofthe authority.


(h) In this subsection, "outstanding obligations" or "obligations" includes bonds, notes or
evidences ofindebtedness, as well as aids, grants, contributions or loans made by or received from
any federal, state or local political government or agency."


Dissolution of HA - Wis. Stat. ç 66.1201(26)


"Any housing authority may be dissolved upon adoption of an ordinance or resolution by the
council or village board concerned declaring that the need for the authority no longer exists, that
all projects under the authority's jurisdiction have been disposed of, that there are no outstanding
obligations or conhacts and that no further business remains to be transacted by the authority."


Elderly Persons - Wis. Stat. $ 66.1213


Housing Authorities for Elderly Persons - V/is. Stat. g 66.1213(l)


"This section may be referred to as the 'housing authority for elderly persons law."'


Declaration of Necessity - lyis. Stat. $ 66. 1 2 1 3(2)


"It is declared that the lack ofhousing facilities for elderly persons provided by private enterprise
in certain areas creates a public necessity to establish safe and sanitary facilities for which public
moneys may be spent and private property acquired. The legislature declares that to provide public
housing for elderly persons is the performance of a governmental function of state concem."


Non Discrimination - Wis. Stat. g 66.1213(3)


'oPersons otherwise entitled to any right, benefit, facility, or privilege under this section may not be
denied the right, benefit, facility, or privilege in any manner for any purpose nor be discriminated
against because ofsex, race, coloq creed, sexual orientation, status as a victim ofdomestic abuse,
sexual assault, or stalking, as defined in s. 106.50 (lm) (u), or national origin."


Definitions - V/is. Stat. g 66. 1213(4)


"As used in this section unless the text clearly indicates otherwise:


(a) "Authority" or "housing authority" means any of the public corporations established
pursuant to sub. (5).


(b) "Bonds" mean any bonds, inteiim certificates, notes, debentures or other obligations
ofthe authority issued pursuant to this section.


(e) "Commissioner" means one of the members of an authority appointed in accordance
with this section.


(f) "Community facilities" include real and personal property, and buildings and
equipment for recreational or social assemblies, for educational, health or welfare
purposes and necessary utilities, when designed primarily for the benefit and use of the
housing authority or the occupants of the dwelling accommodations, or for both.


(h) "Council" means the common council of a city.
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(i) "Elderþ person" means a person who is 62 years of age or older on the date on which
the person intends to occupy the premises, or a family, the head of which, or that person's
spouse, is a person who is 62 yearc of age or older on the date of the intent to occupy the
premises.


O "Federal government" includes the United States of America and any agency or
instrumentalþ, corporate or otherwise, of the United States of America.


(k) "Government" furcludes the state and federal governments and any subdivision,
agency or instrumentality, corporate or otherwise, of either of them.


(L)


1. "Housing projects" includes all real property and personal property, building
and improvements, and community facilities acquired or constructed pursuant to
a single plan or undertaking to do any of the following:


a. Demolish, clear, remove, alter or repair insanitary or unsafe housing
for elderly persons.


b. Provide safe and sanitary dwelling accommodations for elderly
persons. c. Fulfill a combination ofthe purposes under subd. 1. a. and
b.


2. "Housing projecf includes the planning of buildings and improvements, the
acquisition of property, the demolition of existing structures and the
construction, reconstruction, alteration and repair of the improvements for the
purpose ofproviding safe and sanitary housing for elderly persons and all other
work in corìrìection with housing for elderly persons. A project shall not be
considered housing for the elderly unless it contains at least 8 new or
rehabilitated living units which are specifically designed for the use and
occupancy of persons 62 yearc of age or over.


(m) "Mortgage" includes deeds of trust, mortgages, building and loan contracts, land
contracts or other instruments conveying real or personal property as security for bonds
and conferring a right to foreclose and cause a sale ofthe real property or personal
property.


(n) "Obligee of the authority" or "obligee" includes any bondholder, trustee or trustees
for any bondholders, any lessor demising property to the authority used in connection
with a housing project or any assignee ofthe lessor's interest or any part ofthe lessor's
interest, and the United States of America, when it is a party to any contract with the
authority.


(o) "Real property" includes lands, lands under water, structures, and any easements,


franchises and incorporeal hereditaments and every estate and right in an estate, legal and
equitable, including terms for years and liens by way ofjudgment, mortgage or
otherwise,


þ) "Slum" means any aÍea where dwellings predominate which, by reason of
dilapidation, overcrowding, faulty arrangement or design, lack of ventilation, light or
sanitary facilities, or any combination of these factors, are detrimental to safety, health
and morals.


(q) "State public body" means any city, town, village, county, municipal corporation,
commission, district, authority, other subdivision or public body of the state.
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(r) "Trust indenture" includes instruments pledging the revenues of real or personal
properties."


Housing Authorities to Exercise Powers for Elderly Persons - Wis. Stat. g 66.1213(5)


"(a) When the council declares by resolution that there is need for an authority to
function in the city, a public body corporate and politic shall then exist in the city and be
known as the o'housing authority" of the cify, The authority may transact business and
exercise any powers granted to it under this section.


(b) The council shall adopt a resolution declaring that there is need for a housing
authority in the city if it finds that there is a shortage of dwelling accommodations in the
city available to elderly persons.


(c) In any suit, action or proceeding involving the validity or enforcement of or relating to
any contract of the authority, the authority shall be conclusively deemed to have become
established and authorized to transact business and exercise its powers under this section
upon proof of the adoption of a resolution by the council declaring the need for the
authority. The resolution is sufficient if it declares the need for an authority and finds that
the condition described in par. (b) exists in the city. A copy ofthe resolution duly
certified by the city clerk is admissible evidence in any suit, action or proceeding.


Applicability of Certain Provisions of Wis. Stat. $ 66.1201 to Services for Elderly Persons - Wis.
Stat. $ 66.1213(6)


The provisions of s. 66.1201 (5) to QÐ @g), (25) and (26) apply to housing authorities
and providing housing for elderly persons under this section without reference to the
income of those persons.


Applicability of of Wis. Stat. $$ 66.1203 to 66.12ll to Services for Elderly Persons - Wis. Stat. g


66.t213(7)


"The provisions of ss. 66.1203 to 66.12II apply to housing authorities and providing
housing for elderly persons under this section without reference to the income of those
pcrsons, except as follows:


(a) As set down by the federal housing authority in the case ofhousing projects
to the financing or subsidizing of which it is a party.


(b) As set down by the Wisconsin Housing and Economic Development
Authority in accordance with ch. 234 in the case of housing proj ects to the
financing of which it is a party.


Non-applicability to Low-Rental Housing Projects - Wis. Star. g 66.1213(8)


"This section does not apply to projects required to provide low-rental housing only'?


Duties of HAs


Strict Statutory Compliance - Wis. Stat. g 66.1201(6)


"The authority and its commissioners shall comply or cause compliance strictþ with all provisions
of ss. 66.1201Io 66.1211, with the laws of the state and with any contract of the authority."


Annual Reports to Mayor - Wis. Stat. g 66.1201(23)
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"The authority shall at least once a year file with the mayor of the city a report of its activities for
the preceding year."


Bid Procedures for Projects - Wis. Stat. $ 66.1201(24)


"(a) When a housing authority has the approval of the cor¡ncil for any project authorized under
sub. (9) (a) or (b), the authority shall complete and approve plans, specifications and conditions for
carrying out the project, and shall advertise by publishing a class 2 notice, under ch. 985, for bids
for all work which the authority must do by contract. The authority is not required to submit for
bidding any contract in an amount of $25,000 or less, but if the estimated cost of the contract is
between $10,000 and $25,000, the authority shall give a class 2 notice, under ch. 985, ofthe
proposed work before the contract is entered into. A contract subject to bidding shall be awarded
to the lowest qualified and competent bidder. Section 66.0901 applies to the bidding.


(ag) As an alternative to the advertising and bidding procedure under par. (a), an authority may
contract under any purchase procedure authorized for the authority by the federal govemment.


(am) The authority may reject any bid required under par. (a).


(b) An authority may contract for the acquisition of a housing project without submitting the
contract for bids as required by par. (a) if all of the following apply:


l. The contract provides for undertaking ofthe housing project on land not owned at the
time of the contract by the authority except the contract may provide for undertaking of
the housing project on land acquired and owned by a community development authority
for the purpose of ss. 66.1 105, 66.1301 to 66.7329, 66.1331or 66.1333 if the community
development authority is proceeding underthis paragraph as provided by s. 66.1335 (4).


2. The contract provides for conveyance or lease ofthe project to the authority after
completion of the project.


3. The authority invites developers to submit proposals to provide a completed project
and evaluates proposals according to site, cost, design, the developer's experience and
other criteria specified by the authority."


Employees of HAs


HA Employees May Participate in City Employee Retirement Plans - Wis. Stat. $ 66.1201(9XÐ


"To participate in an employee rçtirement or pension system of the city which has declared the
need for the authority and to expend frmds of the authority for this purpose."


Establishment of HAs


V/is. Stat. $ 66.1201(4Xb)


"The council shall adopt a resolution declaring that there is need for a housing authority in the city
if the council finds that insanitary or uqgafe 


-inhabited 


dwglling accommodations exist in the city
or that there is a shortage of safe or sanitary dwelling accommodations in the city available to
persons of low income at rentals they can afford. In determining whether dwelling
accommodations are unsafe or insanitarv the council mav take into consideration the desree of
overcrowding, the percentage ofland coverage, the light, air, space and access available to the
inhabitants of the dwelling accommodations, the size and arrangement of the rooms, the sanitary
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Finance


facilities, and the extent to which conditions exist in the buildings which endanger life or property
by fire or other causes."


Issuance of Bonds - Wis. Stat. g 66.1201(13)


"(a)


1. An authority may issue any bonds for its corporate puq)oses, including bonds
on which the principal and interest are payable by any of the following methods:


a. Exclusively from the income and revenues of the housing project
financed with the proceeds of the bonds, or with those proceeds
together with a grant from the federal government in aid of the project.


b. Exclusively from the income and revenues of certain designated
housing projects whether or not they were financed in whole or in part
with the proceeds of the bonds.


c. From its revenues generally.


2. My of the bonds under subd. l. may be additionally secured by a pledge of
any revenues or, subject to the limitations imposed under pars. (b) and (c), a
mortgage ofany housing project, projects or other property ofthe authority.


(b) Neither the commissioners of the authority nor any person executing the bonds is
liable personally on the bonds by reason oftheir issuance.


(c) The bonds and other obligations of the authority are not a debt of any municipality
located within its boundaries or ofthe state and this fact shall be stated on their face.
Neither the state nor any municipality is liable for the bonds or other obligations, nor are
they payable out of any fi.rnds or properties other than those of the authority.


Form and Sale of Bonds - Wis. Stat. g 66.1201(14)


(a) Bonds of an authority shall be authorized by its resolution and may be issued in one or
more series and shall bear any date, mature at any time, bear interest at any rate,be in any
denomination, be in the form of coupon bonds or of bonds registered under s. 67.09,
carry any conversion or registration privileges, have any rank or priority, be executed in
any manner, be payable in any medium of payment, at any place, and be subject to any
terms of redemption, with or without premium, that the resolution, its trust indenture or
mortgage may provide. Any bond reciting in substance that it has been issued by an
authority to aid in financing a housing project to provide dwelling accommodations for
persons of low income shall be conclusively deemed, in any suit, action or proceeding
involving the validity or enforceabilþ ofthe bond or the security for the bond, to have
been issued for such a housing project. Bonds ofan authority are issued for an essential
public and governmental purpose and are public instrumentalities and, together with
interest and income, are exempt from taxes.


(b) The bonds may be sold at public or private sale as the authority provides. The bonds
may be sold at any price determined by the authority.


Bonding
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(c) The bonds shall be executed as provided in s. 67.08 (1).


(d) The authority may purchase, out of available funds, any bonds issued by it at a price
not more than the principal amount of the bonds and the accrued interest. Bonds payable
exclusively from the revenues ofa designated project or projects shall be purchased only
out ofany revenues available for that purpose. All bonds so purchased shall be canceled.
This paragraph does not apply to the redemption ofbonds.


(e) Any provision of any law to the contrary notwithstanding, any bonds, interim
certificates, or other obligations issued pursuant to ss. 66.1201to 66.1211 are frfly
negotiable.


Bond, Trust Indenture, and Mortgage Provisions - V/is. Stat. $ 66.1201(15)


In connection with the issuance of bonds or the incurring of any obligation under a lease


and in order to secure the payment of bonds or obligations, the authority may:


(a) Pledge by resolution, trust indenture, mortgage, subject to the limitations in this
subsection, or other contract any of its rents, fees, or revenues.


(b) Covenant against mortgaging any of its property or against permitting any lien on its
property.


(c) Covenant with respect to limitations on its right to sell, lease or otherwise dispose of
any housing project or any part of a housing project, or with respect to limitations on its
right to undertake additional housing projects.


(d) Covenant against pledging any of its rents, fees and revenues or against permitting
any lien on its rents, fees and revenues.


(e) Provide forthe release ofproperty, rents, fees and revenues from any pledge or
mortgage, and reserve rights and powers in, or the right to dispose of, property which is
subject to a pledge or mortgage.


(f) Covenant as to the bonds to be issued pursuant to any resolution, trust indenture,
mortgage or other instrument and as to the issuance of bonds in escrow or otherwise, and
as to the use and disposition ofthe proceeds ofthe bonds.


(g) Provide for the terms, form, registration, exchange, execution and authentication of
bonds.


(h) Provide for the replacement of lost, destroyed or mutilated bonds.


(i) Covenant that the authority warrants the title to the premises.


fi) Covenant as to the rents and fees to be charged, the amount to be raised each year or
other period of time by rents, fees and other revenues and as to the use and disposition to
be made of the revenues.


(k) Covenant as to the use ofany ofits property.


(L) Create special funds which segregate all of the following:


l. The proceeds of any loan or grant or both.
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3. Any moneys held for the payment of the costs of operations and maintenance
of any housing projects or as a reserve for the meeting of contingencies in the
operation and maintenance of housing proj ects.


4. Any moneys held for the payment of the principal and interest on its bonds or
the sums due under its leases or as a reserve for the payments.


5. Any moneys held for any other reserves or contingencies.


(Lm) Covenant as to the use and disposal of the moneys held in funds created under par.
(L).


(m) Redeem the bonds, covenant for their redemption and provide the terms and
conditions of the bonds.


(n) Covenant against extending the time for the payment of its bonds or interest on the
bonds by any means.


(o) Prescribe the procedure, if any, by which the terms of any contract with bondholders
may be amended or abrogated, the amount of bonds the holders of which must consent to
a contract amendment or abrogation and the manner in which consent may be given.


(p) covenant as to property maintenance, replacement and insurance and the use and
disposition of insurance moneys.


(q) Vest in an obligee of the authority, if the authority fails to observe or perform any
covenant on its part to be kept or performed, the right to cure any default and to advance
any moneys necessary for that purpose. The moneys advanced may be made an additional
obligation of the authority with such interest, security and priority as may be provided in
any trust indenture, mortgage, lease or contract ofthe authority.


(r) Covenant and prescribe as to the events ofdefault and terms and conditions upon
which any of its bonds shall become or may be declared due before maturity and as to the
terms and conditions upon which the declaration and its consequences may be waived.


(s) Covenant as to the rights, liabilities, powers and duties arising upon the breach by it of
any covenant, condition or obligation.


(t) covenant to surrender possession of all or any part of any housing project upon the
happening ofa default, as defined in the contract, and to vest in an obligee the right to
take possession and to use, operate, manage and control housing projects, and to collect
and receive all rents, fees and rsvenues arising from the housing projects in the same
manner as the authority itself might do and to dispose of the moneys collected in
accordance with the agreement of the authority with the obligee.


(u) Vest in a trust the right ts enforce any covenant made to secure, to pay, or in relation
to the bonds, to provide for the pow€rs and duties of a trustee, to limit liabilities of a
trustee and to provide the terms and conditions upon which the trustee or the bondholders
or any proportion of them may enforce any covenant.


(v) Make covenants other than the covenants that are authorized in this subsection.


(w) Execute all instruments that are necessary or convenient in the exercise of its powers
or in the performance of its covenants or duties.


(x) Make covenants and do any act necessary or convenient in order to secure its bonds,
or, in the absolute discretion of the authority, that tend to make the bonds more
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marketable. An authority may not mortgage any of its property except as provided in sub
(16).


Mortgage of HA Properfy Financed by Federal or State Government - Wis. Stat. $ 66.1201(16)


"(a) In this subsection, "government" includes the Wisconsin Housing and Economic
Development Authority.


(b) In connection with any project financed in whole or in part, or otherwise aided by a
government, whether through a donation of money or property, a loan, the insurance or
guarantee of a loan, or otherwise, the authority may do any of the following:


1. Mortgage its property.


2. Grunt security interests in its properfy.


3. Issue its note or other obligation as may be required by the government."


Subordination of Mortgage to Federal or State Govemment Agreement - Wis. Stat. $ 66.1201(20)


"The authorif may agree in any mortgage made by it that the mortgage is subordinate to
a contract for the supervision by a government of the operation and maintenance of the
mortgaged property and the construction of improvements on the mortgaged property. A
purchaser at a sale of the property of an authority pursuant to a foreclosure of a mortgage
or any other remedy in connection with the foreclosure shall obtain title subject to the
contract."


Monetary Advances to HA by City - Wis. Stat. g 66. 121 l(2)


"When any housing authority created for any city is authorized to transact business and
exercise its powers, the governing body of the city may immediately make an estimatc of
the amount of money necessary for the administrative expenses and overhead of the
housing authority during the first year after the creation of the housing authority, and may
appropriate the amount to the authority out of any moneys in the city treasury not
appropriated to some other purposes. The moneys appropriated may be paid to the
authority as a donation. Any city, town, or village located in whole or in part within the
area of operation of a housing authority may lend or donate money to the authority. The
housing authority, when it has money available to repay loans made under this
subsection, shall make reimbursements for all loans made to it."


Legal Action Involving HA


Conclusive Existence of HA - rüis. Stat. g 66.120I@)(c)


"In any suit, action or proceeding involving the validity or enforcement of or relating to any
contract of the authority, the authority shall be conclusively deemed to have bscome established
and authorized to transact business and exercise its powers under this section upon proofofthe
adoption ofa resolution by the council declaring the need for the authority. The resolution is
sufhcient ifit declares that there is a need foi an authority and finds that either or both ofthe
conditions described in par. (b) exist in the city. A copy ofthe resolution duly certifîed by the city
clerk is admissible evidence in any suit, action or proceeding."
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"To sue and be sued, to have a seal and to alter the same at pleasure, to have perpetual succession,
to make and execute contracts and other instruments necessary or convenient to the exercise of the
powers of the authority."


Remedies of an HA's Obligee - Wis. Stat. g 66.1201(17)


"An obligee of the authority, subject to its contract, may do any of the following:


(a) By mandamus, suit, action or proceeding, all of which may be joined in one action, compel the
authority and its commissioners, officers, agents or employees to perform every term, provision
and covenant contained in any contract ofthe authority, and require the carrying out ofany
covenants and agreements of the authority and the fulfillment of all duties imposed upon the
authority by ss. 66.1201to 66.1211.


(b) By suit, action or proceeding enjoin any unlawfirl acts or things, or the violation of any of the
rights of the obligee of the authority.


(c) By suit, action or proceeding cause possession ofany housing project or any part ofa housing
project to be surrendered to any obligee having the right to possession pursuant to any contract of
the authority."


Additional Contractual Remedies of an HA's Obligee - Wis. Stat. g 66.1201(18)


"Any authori$ may by its trust indenture, mortgage, lease or other contract confer upon any
obligee holding or representing a specified amount in bonds, lease or other obligations, the right
upon the happening of an "event of default" as defined in the instrument:


(a) By suit, action or proceeding obtain the appointment of a receiver of any housing project of the
authority or any part of a housing project. Upon appointment, a receiver may enter and take
possession ofthe housing project or any part ofthe housing project and operate and maintain it,
and collect and receive all fees, rents, revenues or other charges arising in the same manner as the
authority itself might do. The receiver shall keep the moneys in a separate account or accounts and
apply the moneys in accordance with the obligations of the authority as a court directs.


(b) BV suit, action or proceeding require the authority and its commissioners to account as if it and
they were the trustees of an express trust."


Remedies of an HA's Obligee are Cumulative - Wis. Stat. g 66.1201(19)


"The rights and remedies in this section are in addition to all other rights and remedies that may be
conferred upon an obligee of the authority by law or by any contract with the authority."


Grant of Rights by HAs in Obligees - V/is. Stat. g 66.1205(2)


"Sections 66.1201 to 66.12Il do not limit the power of an authority to do any of the following:


(a) Invest in an obligee the right, ifthe authofity defaults, to take possession ofahousing
project or cause the appointment ofa receiver ofthe housing project, free from all the
restrictions imposed under ss. 66.1201 to 66.1211, with respect to rentals, tenant
selection, manner of operation, or otherwise.


(b) Pursuant to s. 66.1201(16) vest in obligees the right, ifthe authority defaglts, to
acquire title to a housing project or the property mortgaged by the housing authority, free
from all of the restrictions imposed by s. 66.1203 and this section."


Membership/Commissioners
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Wis. Stat. $ 66.1201(5)


"(a) When the council adopts a resolution under sub. (4), it shall promptþ notiSr the mayor. Upon
receiving the notice, the mayor shall, with the confirmation of the council, appoint 5 persons as


comnissioners of the authority, except that the mayor of a lst class city that has created a housing
authority before May 5, 1994, shall appoint 7 commissioners, at least 2 of whom shall be residents
of a housing project acquired or constructed by the authority. No commissioner may be connected
in any official capacity with any political party nor may more than 2 be officers of the city in
which the authority is created. The powers of each authority shall be vested in the commissioners
ofthe authority.


(b) The first 5 commissioners who are first appointed shall be designated by the mayor to serve for
terms of I,2,3,4 and 5 years respectively from the date of their appointment and the 2 additional
commissioners appointed by the mayor of a ist class city under par. (a) shall be first appointed to
terms of 3 and 5 years respectively. Thereafter, the term of offïce shall be 5 years. A commissioner
shall hold office until his or her successor has been appointed and has qualified. Vacancies shall
be fïlled for the unexpired term in the same manner as other appointments. Three commissioners
constitute a quorum, except that in an authority with 7 commissioners, 4 commissioners constitute
a quorum. The mayor shall file with the city clerk a certificate of the appointment or
reappointment of any commissioner and the certifïcate is conclusive evidence of the proper
appointment of that commissioner if that commissioner has been confirmed under this paragraph


and has taken and filed the official oath before entering office. The council of a city may pay
commissioners a per diem and mileage and other necessary expenses incurred in the discharge of
their duties at rates established by the council.


(c) When the office of the first chairperson of the authority becomes vacant, the authority shall
select a chairperson from among its members. An authority shall select from among its members a


vice chairperson, and it may employ a secretary, who shall be executive director, technical experts
and other officers, agents and employees, permanent and temporary and shall determine their
qualifications, duties and compensation. An authority may call upon the city attorney or chief law
officer of the city for legal services. An authority may delegate to one or more of its agents or
employees powers or duties of the authority."


Municipal Relations - Wis. Stat. $ 66.121 1


Payment in Lieu pf Taxes - Wis. Stat. $ 66. 12 I 1(l)


o'In connection with any housing project located wholly or partly within the area in which it is
authorized lo acl, any city may agree with an authority or govemment that a certain sum, subject
to the limitations imposed by s. 66.1201 (22), or no sum shall be paid by the authority in lieu of
taxes for any yeff or period of years."


Monetary Advances to HA - V/is. Stat. $ 66. 121 1(2)


"When any housing authority created for any city is authorized to transact business and exercise
its powers, the governing body of the city may immediately make an estimate of the amount of
money necessary for the administrative expenses and overhead of the housing authority during the
first year after the creation ofthe housing authority, and may appropriate the amount to the
authority out of ány moneys in the city trea-sury not appropriated to sôme other purposes. The
moneys appropriated may be paid to the authority as a donation. Any city, town, or village located


to the authority. The housing authority, when it has money available to repay loans made under
this subsection, shall make reimbursements for all loans made to it."
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Projects Submitted to Planning Commission -'Wis. Stat. g 66. 12 1 I (3)


"Before any housing project ofthe character designated in s. 66.1201 (9) (a) is determined by the
authority, or any real estate acquired or agreed to be acquired for the project or the construction of
any ofthe buildings begins or any application made for federal loan or grant for the project, the
extent ofthe project and the general features ofthe proposed layout indicating in a general way the
proposed location of buildings and open spaces shall be submitted to the planning commission, if
any, of the city or political subdivision in which the proposed project is located, for the advice of
the planning commission on the proposed location, extent, and general features of the layout."


IIAs to Cooperate with Cities, Villages, and Counties - Wis. Stat. g 66.1211(4)


'oFor the purpose of cooperating with and assisting cities, villages and counties, a housing
authority may exercise its powers in that territory within the boundaries of any city, village or
county not included in the area in which that housing authority is then authorized to function, or in
any designated portion of that territory, after the governing body of the city, village or county
adopts a resolution declaring that there is a need for the authority to function in the additional
tenitory. If a housing authority has previously been authorized to exercise its powers in the
additional territory or designated portion, a resolution shall not be adopted unless the housing
authority finds that ultimate economy would be promoted, and the housing authority shall not
initiate any housing project in the additional territory or desigrrated portion before the adoption of
the resolution."


Housing Projects Subject to Zontnglaws and Procedures - V/is. Stat. g 66.1201(12)


"All housing projects of an authority shall be subject to the planning, zoning, sanitary and building
laws, ordinances and regulations applicable to the locality in which the housing project is
situated."


Nature of an HA


Body Corporate and Politic - Wis. Stat. g 66.1201(9)


'.An authority is a public body and a body corporate and politic, exercising public powers, and has
all the powers necessary or convenient to carry out and effectuate the purposes and provisions of
ss. 66.1201 to 66.1211, including the following powers in addition to others granted in this section


Not for Profit Operation - 66.1203(1)


"It is declared to be the policy of this state that each housing authority shall manage and operate its
housing projects in an efficient manner to enable it to fix the rentals for dwelling accommodations
at the lowest possible rates consistent with its providing decent, safe and sanitary dwelling
accommodations, and that no housing authotity shall construct or operate any project for profit, or
as a source of revenue to the city."


Payment to Commissioners


Wis. Stat. $ 66.1201(sxb)


"The council of a city may pay commissioners a per diem and mileage and other necessary
expenses incurred in the discharge oftheir duties at rates established by the council."
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Penalties and Evidence - V/is. Stat. g 66. 1207


False Representations - V/is. Stat. g 66.1207(1)


"(a) Any person who secures or assists in securing dwelling accommodations under s. 66.1205 by
intentionally making false representations in order to receive more than $1,000 but less than
$2,500 in financial assistance for whichthe person would not otherwise be entitled shall be fîned
not more than $10,000 or imprisoned for not more than 9 months or both.


(b) Any person who secures or assists in securing dwelling accommodations under s. 66.1205 by
intentionally making false representations in order to receive at least $2,500 but not more than
$25,000 in financial assistance for which the person would not otherwise be entitled is guiþ of a


Class I felony.


(c) Any person who secures or assists in securing dwelling accommodations under s. 66.1205 by
intentionally making false representations in order to receive more than $25,000 in financial
assistance for which the person would not otherwise be entitled is guilty of a Class H felony."


Administrator or Employee Receiving or Soliciting Commission - Wis. Stat. $ 66.1207(2)


"Any administrator or employee of an authority under s. 66.1205 who receives or solicits any
commission or derives or seeks to obtain any personal financial gain through any contract for the
rental or lease of dwelling accommodations under s. 66.1205 shall be punished under s. 946.13."


Failwe to Notify HA of Increase in Income or Assets - Wis. Stat. g 66. 1207(3)


"Any person who receives assistance for dwelling accommodations under s.66.1205, who has
been notified by the authority of the obligation to report an" increase in income or assets that
would reduce the amount of that assistancc and who intentionally fails to notify the authority of
the receipt of income or assets is subject to one of the following: (a) The penalty under sub. (1) (a)
if the failure to report results in the receþ of more than $1,000 and less than $2,500 in financial
assistance for which the person would not otherwise be entitled. (b) The penalty under sub. (1) (b)
if the failure to report results in the receipt of at least $2,500 but not more than $25,000 in
financial assistance for which the person would not otherwise be entitled. (c) The penaþ under
sub. (1) (c) if the failure to report results in the receipt of more than $25,000 in financial assistance
for which the person would not otherwise be entitled.


Powers ofHAs


General Powers - Wis. Stat. g 66.1201(9)


Operate Housing Projects - Wis. Stat. g 66.1201(9Xa)


"Within its area of operation to prepare, carry out, acquire, lease and operate housing
projects approved by the council; to provide for the construction, reconstruction,
improvement, alteration or repair of any housing project or any part of a housing project."


Take Over Eústing Housing Projects - Wis. Stat. g 66.1201(9Xb)


"To take over by purchase, lease or otherwise any housing project undertaken by any
government and located within the area of ooeration of the authoritv when approved bv
the council; to purchase, lease, obtain options upon, acquire by gift, grant, bequest,
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devise, or otherwise, any real or personal propefiy or any interest in the real orpersonal
propert¡r."


Act as Agent for Housing Projects - V/is. Star. g 66.1201(9)(c)


"To act as agent for any govemment in connection with the acquisition, construction,
operation or management of a housing project or any part of a housing project.,,


Furnish Services for Housing Projects - Wis. Stat. g 66.1201(9)(e)


o'To arrange or contact for the furnishing of services, privileges, works, or facilities for,
or in connection with, a housing project or the occupants of a housing project.,,


Lease or Rent Premises in Housing Projects - Wis. Stat. $ 66.1201(9XÐ


"To lease or rent any dwellings, houses, accommodations, lands, buildings, structures or
facilities embraced in any housing project and, subject to the limitations contained in this
section, to establish and revise the rents or charges for the housing project.,,


Investigate Housing Conditions - V/is. Star. g 66.1201(9XÐ


"Within its area of operation to investigate into living, dwelling and housing conditions
and into the means and methods of improving those conditions; and to engage in research
and studies on the subject ofhousing."


Acquire Real Property by Eminent Domain - Wis. Stat. $ 66.1201(9Xh)


o'To acquire by eminent domain any real property, including improvements and fixtures
on the real property."


NOTE: Authority found in V/is. Stat. $ 32.02(11)


Improve and Inswe Real Property - Wis. Stat. g 66.1201(9)(i)


"To own, hold, clear and improve property, to insure or provide for the insurance of the
property or operations ofthe authority against any risks, to procure insurance or
guarantees from the federal government ofthe payrnent ofany debts or parts ofdebts
secured by mortgages made or held by the authority on any property included in any
housing project."


Sell Real Property - Wis. Stat. g 66.1201(9Xi)


"To contract for the sale of, and to sell, any part or all of the interest in real estate
acquired and to execute contracts ofsale and conveyances as the authority considers
desirable."


Loan Limitations - Wis. Stat. g 66. 1201(9Xk)


"In connection with any loan, to agree to limitations upon its right to dispose of any
housing project or part ofa housing project."


Loan Limitations, Federal and State Government - Wis. Stat. $ 66.1201(9XL)


"In corurection with any loan by a government, to agree to limitations upon the exercise
of any powers conferred upon the authority by ss. 66. 120 I to 66.l2lL,,


Invest Certain Funds - Wis. Stat. g 66.1201(9)(m)
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o'To invest any funds held in reserve or sinking funds, or any funds not required for
immediate disbursement, in property or securities in which savings banks may legally
invest funds subject to their control."


Sue, Be Sued and Contract - Wis. Stat. $ 66.1201(9)(n)


' 
"To sue and be sued, to have a seal and to alter the same at pleasure, to have perpetual
succession, to make and execute contracts and other instruments necessary or convenient
to the exercise of the powers of the authority."


Make Bylaws, Rules, and Regulations - Wis. Stat. g 66.1201(9Xo)


"To make and amend and repeal bylaws, rules and regulations not inconsistent with ss.


66.1201 to 66.1211, to carry into effect the powers and purposes of the authority."


Exercise Granted Powers - V/is. Stat. $ 66.1201(9Xp)


"To exercise all or any part or combination of powers granted in this section. No
provisions of law with respect to the acquisition or disposition of property by other public
bodies are applicable to an authority unless otherwise provided."


Execute Evidence of Indebtedness - Wis. Stat. $ 66. 1201(9Xq)


"To execute bonds, notes, debentures or other evidences ofindebtedness which, when
executed by a housing authority, are not a debt or charge against any city, county, state or
any other governmental authority, other than against the authority itself and its available
property, income or other assets in accordance with the.terms of an evidence of
indebtedness and ofthis section, and no individual liability exists for any official act done


by any member of the authority. No authority may levy any tax or assessment."


Veterans Housing Projects - tù/is. Stat. $ 66.1201(9)(r)


"To provide by all means available under ss. 66.1201 to 66.l2ll housing projects for
veterans and their families regardless of their income. The projects are not subject to the
limitations of s. 66.1205."


NOTE: Wis. Stat. $ 66.1205 provides income limitations for those eligible for
HA housing projects.


Acquire Sites - V/is. Stat. $ 66.1201(9)(s)


o'Notwithstanding the provisions of any law, to acquire sites;"


Temporary Dwellings for Displaced Families - Urban Redevelopment - Wis. Stat. $ 66.1201(9)(s)


o'to prepare, carr¡i out, acquire, lease, construct and operate housing projects to provide
temporary dwelling accommodations for families regardless of income who are displaced
under ss. 66.1201to 66.1331;


Urban Redevelopment - V/is. Stat. $ 66.1201(9)G)


"to further slum clearance, urban redevelopment and blight elimination;"


Temporary Dwellings for Displaced Families - Public Works Projects - V/is. Stat. $ 66.1201(9)(s)


"and to orovide temnorarv accommodations for families disnlaced bv reason of
any street widening, expressway or other public works project causing the demolition of
dwellings."
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Cooperate with other HAs - Wis. Stat. g 66. 120 1(9)(u)


"To join or cooperate with one or more authorities in the exercise, either jointþ or
otherwise, of any of their powers for the purpose of financing, including the issuance of
bonds, notes or other obligations and giving security forthese obligations, planning,
undertaking, owning, constructing, operating or contracting with respect to a housing
project located within the area of operation of any one or more of the authorities. For this
purpose an authority may by resolution prescribe and authorize any other housing
authority, joining or cooperating with it, to act on its behalf with respect to any powers,
as its agent or otherwise, in the name of the authority joining or cooperating or in its own
name."


Act in Concert with Redevelopment Authorities - Wis. Stat. g 66.1201(9Xw)


"To exercise any powers of a redevelopment authority operating under s. 66.1333 if done
in concert with a redevelopment authority under a contract under s. 66.0301."


V/ork with Departrnent of Veterans Affairs regarding Veterans Housing Needs - Wis. Stat. $
66.1201(e)(x)


"To, within its area of operation, either by itself or with the department of veterans
affairs, undertake and carry out studies and analyses ofveterans housing needs and
meeting those needs and make the shrdy results available to the public, including the
building, housing and supply industries."


Acquire Land by Eminent Domain - Wis. Stat. g 66.1201(10)


' 
"(a) The authority may acquire by eminent domain any real property, including fixtures and
improvements, which it deems necessary to carry out the purposes of ss. 66.1201 to 66.121I after
the adoption by it ofa resolution declaring that the acquisition ofthe property described in the
resolution is in the public interest and necessary for public use. The authority may exercise the
polwer of eminent domain pursuant to ch.32 or pursuant to any other applicable statutory
provisions.


(b) At any time at or after the filing for condemnation, and before the entry of final judgment, the
authority may file with the clerk of the court in whichthe petition is filed a declaràtion of taking
signed by the duly authorized officer or agent ofthe authority declaring that all or any part ofthe
property described in the petition is to be taken for the use ofthe authority. The declaration of
taking is sufficient if it sets forth all of the following:


l. A description ofthe property.


2. A statement of the estate or interest in the properfy being taken.


3. A statement of the sum of money estimated by the authority to be just compensation
for the pÍope-rty taken;wh-chr-rmslr¿Il1-bê nõfles-s thân thê last assessed valuation for tax
purposes ofthe estate or interest in the property to be taken.


(c) From the filing of the declaration of taking under par. (b) and the deposit in court of the
amount of the estimated compensation stated in the declaration, title to the property specifred in
the declaration vests in the authority and the property is condemned and taken for the use of the
authority and the right tojust compensation for the property vests in the persons entitled to the
compensation. Upon the filing of the declaration of taking the court shall designate a day not
exceeding 30 days after the filing, except upon good cause shown, on which the person in
possession shall surrender possession to the authority.
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(d) The ultimate amount of compensation vests in the manner provided by law. If the amount
vested exceeds the amount deposited in court by the authority, the court shall enterjudgment
against the authority in the amount of the deficiency together with interest at the rate of 6 percent
per year on tle defïciency from the date of the vesting of title to the date of the entry of the fînal
judgment subject to abatement for use, income, rents or profits derived from the property by the
owner subsequent to the vesting of title in the authority. The court shall order the authority to
deposit the amount of the deficiency in court.


(e) At any time before the vesting of title of property in the authority the authority may withdraw
or dismiss its petition with respect to any of the property described in the petition.


(f) Upon vesting of title to any property in the authority, all the right, title and interest of all
persons having an interest in, or lien upon, the property are divested immediately and these
persons are entitled only to receive compensation for the property.


(g) Except as provided in this subsection with reference to the declaration of taking, the
proceedings shall be as provided by law for condemnation, and the deposit in court of the amount
estimated by the authority upon a declaration oftaking shall be disbursed as provided by law for
an award in condemnation proceedings.


(h) Properry already devoted to a public use may be acquired, provided that no property belonging
to any municipality or to any govemment may be acquired without its consent and that no
properly belonging to a public utility corporation may be acquired without the approval of the
public service commission or other officer or tribunal, if any, having regulatory power over the
public utilþ corporation."


Acquire Land for Federal or State Government Housing Project - Wis. Stat. g 66.1201(11)


"The authority may acquire, by purchase or by the exercise of its power of eminent domain under
sub. (10), any property, real or personal, for any housing project being constructed or operated by
a government. The authority upon such terms and conditions, with or without consideration, as it
shall determine, may convey title or deliver possession of property so acquired or purchased to the
government for use in connection with a housing project."


Contract with Federal Government - V/is. Stat. $ 66.1201(21)


"In addition to the powers conferred upon the authority by other provisions of ss. 66. 1 20 I to
66.1211 , the authority may borrow money or accept grants from the federal government for any
housing project that the authority may undertake, take over any land acquired by the federal
government for the construction or operation of a housing project, take over or lease or manage
any housing project constructed or owned by the federal govemment, and to these ends, enter into
any contracts, mortgages, trust indentwes, leases or other agreements that the federal govemment
may require including agreements that the federal goveÍìrnent may supervise and approve the
construction, maintenance and operation of the housing project. A council may take any action
necessary to secure the financial aid and the cooperation of the federal govemment in the
undertaking, construction, maintenance and operation ofany housing project which the authority
mqv ¡¡rTarlqÞc "


Powers Limitation on HAs


Discrimination - Wis. Stat. $ 66.1201(2m)


'?ersons otherwise çntitled to any right, benefit, facility, or privilege under ss. 66.120I to 66.I2ll
may not be denied the right, benefit, facility, or privilege in any manner for any purpose nor be
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discriminated against because ofsex, race, color, creed, sexual orientation, status as a victim of
domestic abuse, sexual assault, or stalking, as defined in s. 106.50 (1m) (u), or national origin."


No Levy of Tax or Assessment - Wis. Stat. g 66.1201(9Xq)


"No authority may levy any tax or assessment."


Rental Rates - Wis. Stat. $ 66.1203(2)


An authority shall fix the rentals for dwellings in its projects at no higher rates than it finds
necessary in order to produce revenues which, together with all other available moneys, revenues,
income and receips of the authority from whatever sources derived, will be sufficient to
accomplish all of the following:


(a) Pay, as the rentals become due, the principal and interest on the bonds of the
authority.


(b) Meet the cost of, and provide for, maintaining and operating the projects, including
the cost of any insurance, and the administrative expenses of the authority.


(c) Create, during not less than the 6 years immediately succeeding its issuance of any
bonds, a reserve sufficient to meet the largest principal and interest payments which will
be due on the bonds in any one year after the creation ofthe reserve and maintain the
r9serve.


Low Income Rentals and Tenants - V/is. Stat. g 66.1205


(1) In the operation or management of housing projects an authority shall at all times observe the
following duties with respect to rentals and tenant selection:


(a) It may rent or lease the dwelling accommodations in a housing project only to persons
of low income and at rentals within the financial reach of persons of low income.


(b) It may rent or lease to a tenant dwelling accommodations consisting of the number of
rooms, but no greater number, that it considers necessary to provide safe and sanitary
accommodations to the proposed occupants, without overcrowding.


(c) It shall not accept any person as a tenant in any housing project ifthe person or
persons who would occupy the dwelling accommodations have an aggregate annual
income in excess of 5 times the annual rental of the quarters to be furnished the person or
persons, except that in the case of families with minor dependents the aggregate arurual
income of the person or persons who would occupy the dwelling accommodations may
exceed 5 times the annual rental of the quarters to be furnished by $100 for each minor
dependent or by an amount equal to the annual income of the minor dependents. In
computing the rental for the purpose of selecting tenants, the authority shall determine
andjncludejn-tle rental the average annual-cosltothe,occupants,of heat, water, .


electricity, gas, cooking range and other necessary services or facilities, whether or not
the charge for such services and facilities is in fact included in the rental.


(3) Subsection (1) (a) and (c) does not apply in the case ofhousing projects to the financing of
which the Wisconsin Housing and Economic Development Authority is a party, as to which ch.
234 shall be controlling.


Procedural Responsibilities of HAs
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Preserve Records of HAs - Wis. Stat. g 66.1201(9)(v)


"To establish a procedure for preserving records of the authority by the use of microfilm, another
reproductive device, optical imaging, or electronic formatting if authorized under s. 19.21 () (c).
The procedure shall assure that copies ofrecords that are open to public inspection continue to be
available to members of the public requesting them. A photographic reproduction of a record or
copy of a record generated from optical disc or electronic storage is deemed the same as an
original record for all purposes ifit meets the applicable standards established in ss. 16.61 and
16.612."


Purpose of HAs


Wis. Stat. $ 66.1201(2)


"It is declared that there exist in the state insanitary or unsafe dwelling accommodations and that
persons of low income are forced to reside in insanitary or unsafe accommodations; that within the
state there is a shortage of safe or sanitary dwelling accommodations available at rents which
persons oflow income can afford and that these persons are forced to occupy overcrowded and
congested dwelling accommodations; that the conditions described in this subsection cause an
increase in and spread of disease and crime and constitute a m€nace to the health, safety, morals
and welfare of the residents of the state and impair economic values; that these conditions
necessitate excessive and disproportionate expenditures of public funds for crime prevention and
punishment, public health and safety, fire and accident protection, and other public services and
facilities; that these slum areas cannot be cleared, nor can the shortage ofsafe and sanitary
dwellings for persons of low income be relieved, through the operation of private enterprise, and
that the construction of housing projects for persons of low income would, therefore, not be
competitive with private enterprise; that the clearance, replanning and reconstruction ofthe areas
in which insanitary or unsafe housing conditions exist and the providing of safe and sanitary
dwelling accommodations for persons of low income are public uses and purposes for which
public money may be spent and private property acquired and are govemmental functions of state
concern; that it is in the public interest that work on these projects be commenced as soon as
possible in order to relieve unemployment which now constitutes an emergency; and the necessity
in the public interest for the provisions of this section, is declared as a matter of legislative
determination."


Removal of Commissioners


Wis. Stat. $ 66.1201(8)


"For inefficiency or neglect of duty or misconduct in office, a commissioner of an authority may
be removed by the mayor, but a commissioner may be removed only after having been given a
copy ofthe charges at least l0 days before the hearing on the charges and an opporhrnity to be
heard in person or by counsel. If a commissioner is removed, a record of the proceedings, together
with the charges and findings, shall be filed in the offîce of the city clerk. To the extent applicable,
the provisions of s. 17.16 relating to removal for cause apply to any removal."


Statutory Authority of HAs


V/is. Stat. $ 66.1201(a)(a)
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"When a council declares by resolution that there is need for an authority to fi.rnction in the city, a
public body corporate and politic then exists in the city and shall be known as the 'housing
authority' of the city. The authority may then transact business and exercise any powers granted to
it under this section."


Wis. Stat. $ 66.1211(6)


"Insofar as ss. 66.120I to 66.1211 are inconsistent with any other law, the provisions of ss.


66.1201 to 66.12ll control."


Wis. Stat. $ 66.1211(7)


"The powers conferred by ss. 66.1201 to 66.12Il are in addition to the powers conferred by any
other law."


Tax ExemptionÆayment in Lieu of Taxes


Wis. Stat. $ 66.1201(21)


"The properly of an authority is public property used for essential public and governmental
pu{poses and the property and an authority are exempt from all taxes ofthe state or any state
public body, except that the city in which a project or projects are located may fix a sum to be paid
annually in lieu of taxes by the authority for the services, improvements or facilities furnished to
the property of the authority by the city. The amount paid in lieu of taxes may not exceed the
amount that would be levied as the annual tax of the city upon the project."
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Introduction: 
 


Records are a basic tool of transacting business on behalf of all local government units. They are the foundation for government 
accountability. Records management is regulated by Wisconsin state law, and accordingly, the Wisconsin Municipal Records 
Schedule (WMRS), upon adoption, provides legal authorization to dispose of records on a regularly scheduled basis. The 
schedule serves as a mechanism for consistent retention and disposition of similar types of records across all municipal 
governments and provides assurance of accountability to the public. 
 
The schedule was developed following guidelines for complying with legal, fiscal, and archival requirements for records retention 
and facilitates cost-effective management of records commonly found in municipal governments.  
 
Wisconsin Statute § 19.21(1) defines public records as “all property and things received from the officer’s predecessor or other 
persons and required by law to be filed, deposited, or kept in the officer’s office, or which are in the lawful possession or control of 
the officer or the officer’s deputies.” Records are defined by Wisconsin Statute § 19.32(2) as “any material on which written, 
drawn, printed, spoken, visual, or electromagnetic information or electronically generated or stored data is recorded or preserved, 
regardless of physical form or characteristics, that has been created or is being kept by an authority.” Public records are also 
defined as being “all books, papers, maps, photographs, films, recordings, optical discs, electronically formatted documents, or 
other documentary materials, regardless of physical form or characteristics, made or received by any state agency or its officers 
or employees in connection with the transaction of public business” (Wis. Stat. § 16.61(2)(b)).  
  


I. Applicability:  
 
This record schedule is available for adoption by all Wisconsin municipal governments. Most municipalities do not create or 
receive all of the records listed within the WMRS. The inclusion of a schedule in the WMRS does not mean that a local 
government is responsible for creating those records. Rather, it provides guidance for records that are actually created or 
received by your particular unit.  


 
Records retention guidelines apply regardless of record format. Records covered by the WMRS may be retained in electronic, 
paper, or other formats. The schedule applies to all records: born digital (including those created or transmitted via e-mail), data 
contained in database systems, tapes/cartridges and other types of electronic records and information systems maintained by 
agencies. Municipalities must also meet the standards and requirements for the management of electronic records outlined in 
Chapter Adm. 12. 
 
 
 



http://publicrecordsboard.wi.gov/docview.asp?docid=15970&locid=165
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II. Purpose: 
 


Record schedules are intended to be used by records creators as a tool to SIMPLIFY their records management responsibilities, 
not to make them more complex. It is the intention of the WMRS to streamline municipal records management by: 


• Providing clear and uniform guidance for the retention and disposition of records common to most municipal governments; 


• Eliminating the need for individual municipalities to develop and obtain Wisconsin Public Records Board approval of 
records retention/disposition schedules;  


• Facilitating uniformity in the retention and disposition of records across all municipalities; and 


• Promoting the cost-effective management of municipal records. 
 
III. Implementation: 


 
The WMRS is a schedule that municipalities MAY adopt to manage their records. Municipalities ARE NOT required to adopt the 
schedule for use. The WMRS does not replace the ability of municipalities to create and adopt records schedules through the 
creation of ordinances. See Additional Options below for more information.  
 
To adopt the Schedule: 


• Submit the Notification of General Schedules Adoption (PRB-002) form to:  


State Archivist 
Wisconsin Historical Society 
816 State St. 
Madison, WI 53706 


• The Wisconsin Public Records Board (PRB) will acknowledge your Notification of Adoption by returning a signed copy of 
the adoption to the municipality.  


• After confirmation of PRB approval, municipalities should enact an ordinance adopting the WMRS as their official 
schedule.  


 
Municipalities are expected to supersede any previously approved, unique, ordinances which cover records included in the 
adopted Municipal Schedule. Retain any approved schedules in existing ordinances for records that ARE NOT covered by the 
Municipal Schedule.  
 
Additional Options:  
Wis. Stat. § 19.21(4) provides municipalities with the authority to schedule the retention of public records by creating ordinances. 
Municipalities that choose not to adopt the WMRS are encouraged to use the retention periods provided in the WMRS when 
creating their own schedules. Any municipality that decides to draft their own schedule must submit that schedule for approval to 



http://publicrecordsboard.wi.gov/docview.asp?docid=15860&locid=165
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the PRB before adopting it as an ordinance. Upon PRB approval, the schedule can be adopted for use by enacting an ordinance. 
Municipalities may also adopt other General Records Schedules provided by the PRB.  
 
Municipalities also have the option of adopting separate Records Disposition Authorizations (RDAs) for records that are created 
specifically by that unit of government. Consult the PRB for more information about the RDA creation process. 
 


IV. Using the Schedule:  
 
The WMRS is arranged in five different sections covering the record series created by municipal governments. Some sections 
are broken down into subsections to provide easier reference. The following is an example of the format used in each section and 
an explanation of the information found in each column. 
 


Record Series Title Series Description Retention Confidential WHS Notification 


Subsection 


     


     


 


• Record Series Title – Descriptive title of the record series. This is a basic title, not necessarily universally used by all 
municipalities. 


• Series Description – Brief overview of the records that are included in the record series. 
o If a specific statute or legal source defines a retention period for the records it is identified in this field.  


• Retention – Indicates the minimum time period a record series must be maintained and a description of what initiates the start 
of the retention clock. 


o Creation: Is used when the creation of the record initiates the retention time period. (Example: If a RDA existed for 
ABC Annual Reports, the event might be written as Creation+ 3 years meaning an ABC Annual Report must be 
retained for three years after it is created.)  


o Fiscal: Is used if the retention time period is initiated by the end of a fiscal year.  (Example: RDAs that exist for annual 
budgets might be written as Fiscal+ 6 years meaning a budget would have to be retained for six years after the end of 
that fiscal year.) 


o Event:  Is used if a specific event other than Creation or Fiscal initiates the retention time period. (Example: A RDA 
that exists for a housing relocation program has the event written as “Event+ 5 years; Event=Approval Letter for 
Relocation Plan”. In this scenario, it means all records associated with this RDA have to be retained for five years 
after the official letter was sent by the state to approve the relocation plan.) 



http://publicrecordsboard.wi.gov/Docs_by_cat_type.asp?doccatid=678&locid=165
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o Permanent: Is used if the records need to be maintained permanently by the creating municipality. See the 
Guidelines for the Permanent Retention of Records.   


o General references on retention periods for municipal records are found in Wis. Stat. § 19.21(4)(b), Wis. Stat. § 
19.21(6), or Wis. Stat. § 19.21(8). 


• Confidential – Indicates whether or not records contain information that is required by statute to be kept confidential. See 
Section V of this guide for more information on confidential records. 


• WHS Notification – Wis. Stat. § 19.21(4)(a) requires that all municipal public records must be offered for transfer to the 
Wisconsin Historical Society 60 days prior to their destruction. This field indicates if notification to the Wisconsin Historical 
Society is required before records can be destroyed. Column will either state NOTIFY or WAIVED.  


o Waived: The Wisconsin Historical Society has determined the record series has low historical value and waived the 
notification period as indicated Wis. Stat. § 19.21(4)(a). Municipalities are free to destroy any waived records without 
notification once they reach their required retention period. 


o Notify: You are required to send written notification to the Wisconsin Historical Society before destruction. Please 
contact the Wisconsin Historical Society with questions on how to properly notify on the destruction of public records. 


o N/A: indicates that the retention is permanent.  
 


Final Disposition: 
 
Municipal records, which have met the retention time outlined in the WMRS, have only two dispositions: Destroy or transfer to the 
Wisconsin Historical Society. Records that are held beyond their retention period but are not destroyed are still subject to all 
public records laws. 


• Destruction: Records identified as “waived” in this schedule may be destroyed without notifying the Wisconsin Historical 
Society. Local units should dispose of all public records in a manner that ensures they are completely destroyed.  


o If records contain confidential information, or “information that can be associated with a particular individual 
through one or more identifiers or other information or circumstances” (Wis. Stat. § 19.62(5) including, but not 
limited to names, addresses, social security numbers, and banking information it must be destroyed confidentially. 
This means that these records must be disposed of in a way that renders them unreadable and unable to be 
reconstructed. Typically, this can be achieved by cross cut shredding or pulping. Many organizations disposing of 
confidential information choose to hire a vendor to handle the process. 


o Note on records older than 75 years: the waived designation does not apply. Notification should be given on any 
records 75 years or older regardless if they have been indicated in the schedule as having been waived. 


• Transfer: Records identified as “notify” must be offered, in writing, to the Wisconsin Historical Society. Per Wis. Stat. § 
19.23(2), the Wisconsin Historical Society assumes title control and public records responsibility of all transferred records. 
Obsolete municipal records may not be transferred to local historical societies or other repositories because the statutes 
do not specify other institutions can hold title to public records. Only the records creators and the Wisconsin Historical 
Society are identified in statutes as being official holders of title.  



http://publicrecordsboard.wi.gov/docview.asp?docid=19194&locid=165
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• Permanent: Records identified as “permanent” have been identified as containing significant historical information and 
long term business value. Therefore municipalities are responsible for ensuring the long-term preservation of these 
records. The Wisconsin Historical Society will, in certain circumstances, accept “permanent” records for transfer if the 
municipality is unable to maintain these records.   


 
Records that have passed their retention period should not be destroyed if any of the following conditions apply:  


• Records are required for financial or performance audits either currently underway or known to be planned. 


• Records are subject to a “legal hold” because they may be relevant to an existing, pending, or anticipated legal 
proceeding.  


• A related open records request has been received and not completed, or statutorily required time periods have expired. 
 


V. Confidential Records and Personally Identifiable Information (PII) 
 
Confidential Records: 
Some records series may contain confidential or restricted access records. The WMRS identifies any record series containing 
information required by Wisconsin Statute, administrative rule, or other legal authority to be kept confidential or protected from 
public access. The confidential column is marked “yes” if ANY records in the series may contain confidential information. 
 
Even when specific confidentiality statutes do not apply, application of substantive common law principles through the balancing 
test considerations under Wis. Stat. § 19.35(1)(a), may affect disclosure of the record under the public records law. 
 
When an individual or an individual’s representative makes an open records request for records containing personally identifiable 
information about that individual, there is no balancing test, but the disclosure exceptions under Wis. Stat. §19.35(1)(am), must 
be considered. Wis. Stat. §19.35(1)(am) exceptions include: 


• endangering an individual’s life or safety;  


• endangering the security of a prison, including the security of the population or staff; 


• identifying a confidential informant; and 


• records collected or maintained in connection with complaints, investigations, or other circumstances that may lead to 
various administrative or court proceedings.  


It is strongly recommended that local governments consult with legal counsel when responding to an open records request. 
Additional resources on open records requests can be found by visiting the Wisconsin Department of Justice, Office of Open 
Government’s website.  
 
 
 
 



https://www.doj.state.wi.us/office-open-government/office-open-government

https://www.doj.state.wi.us/office-open-government/office-open-government
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Personally Identifiable Information (PII): 
Wisconsin law defines Personally Identifiable Information (PII) as “information that can be associated with a particular individual 
through one or more identifiers or other information or circumstances” (Wis. Stat. § 19.62(5)). The municipal unit is responsible 
for evaluating their record series to determine if PII is included. The inclusion of PII does not automatically restrict records, nor 
does it make them confidential. The confidential column is only marked “yes” in cases where specific statutes restrict access. 


 
VI. Additional Schedules: 


 
Municipal governments should be aware that there are additional schedules that apply to public records. All Wisconsin 
municipalities have the option of adopting any of the General Records Schedules that have been approved by the PRB. These 
schedules may cover additional record series not found in the WMRS. In some cases, the WMRS points to the General 
Schedules for covering some specific records series (such as personnel records). The complete list of approved general records 
schedules can be found on the Public Records Board website. 
 
Municipalities should also be aware that there are two separate General Records Schedules for the following: 


• Wisconsin School Districts  


• Wisconsin Public Libraries and Library Systems  
 
In addition, municipalities should check the schedule set by the Public Service Commission of Wisconsin (PSC) for Municipal 
Utilities. A complete list of records and schedules is located in “Investigation to Consider Proposed Changes to Records 
Retention Requirements for Electric, Gas and Water Utilities.” 
 
Municipal Court Records are scheduled by Supreme Court Rule 72, which specifies the retention periods for court records and 
requires municipal courts to give 60 day notice to the Wisconsin Historical Society prior to destroying obsolete records. 
Furthermore, SCR 72 states that notice is not required for records in which “the historical society has indicated, by blanket 
waiver, that it has no interest for historical purposes.” The Wisconsin Historical Society has waived the sixty-day notification 
period for all municipal court records dated 1941 or later. This waiver applies to all municipal courts throughout the state and 
allows for the disposal of municipal court records without further notification. Municipal Courts are still obligated to maintain the 
records for the minimum time specified in SCR 72. Please contact the Wisconsin Historical Society if you have any questions 
regarding Municipal Court Records.  


 
Table of Contents  



http://publicrecordsboard.wi.gov/docs_all.asp?locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=15892&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=15891&locid=165

https://psc.wi.gov/Documents/recordsRetentionGuidelines.pdf

https://psc.wi.gov/Documents/recordsRetentionGuidelines.pdf

http://docs.legis.wisconsin.gov/misc/scr/72
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Administrative Records 
 


Requirements Specific to Administrative Records 
The Administrative Records section is organized by the following subsections: 


• Administration (general) 


• Common Council/Village Board/Town Board 


• Emergency Planning 


• Human Resources/Personnel 


• Legal  


• Licenses and Permits 


• Municipal Land Ownership 


• Municipal Vehicles 


• Payroll  


• Real Property Titles 


 
This section is intended to provide municipalities with schedules for the most common record series generally grouped under this 
topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review and consult the 
appropriate General Records Schedules listed below: 


• Administrative Records General Schedule  


• Fleet and Aircraft Management Records  


• Human Resources and Related General Schedule 


• Payroll & Related General Schedule 


 
Municipal Court Records are scheduled by Supreme Court Rule 72, which specifies the retention periods for court records and 
requires municipal courts to give 60 day notice to the Wisconsin Historical Society prior to destroying obsolete records. 
Furthermore, SCR 72 states that notice is not required for records in which “the historical society has indicated, by blanket waiver, 
that it has no interest for historical purposes.” The Wisconsin Historical Society has waived the sixty-day notification period for all 
municipal court records dated 1941 or later. This waiver applies to all municipal courts throughout the state and allows for the 
disposal of municipal court records without further notification. Municipal Courts are still obligated to maintain the records for the 
minimum time specified in Supreme Court Rule 72. Please contact the Wisconsin Historical Society if you have any questions 
regarding Municipal Court Records.  


 
Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 



http://publicrecordsboard.wi.gov/docview.asp?docid=15863&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=15883&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=20705&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=20705&locid=165

http://docs.legis.wisconsin.gov/misc/scr/72





 Page 9 
 


Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Administration Records (general) 


Appointment 
Files 


Materials documenting appointments and 
nominations to boards, task forces, councils, or 
other bodies. May include applications; cover 


sheets, letters of recommendation, resumes, and 
correspondence. 


Event+2 years;  
Event=End of term 


No Notify 


Appointment 
Files (not 
selected) 


Unsuccessful appointments and nominations to 
boards, task forces, councils, or other bodies. 


Event+1 year; 
Event=Position filled 


No Waive 


Committee 
Records and 


Minutes 
(Excluding 


Common Council 
and Zoning 


Board) 


Records of committees, boards, councils, and 
commissions, other than Common Council. 
Includes meeting minutes, agenda packets, 


reports, and resolutions. See Common Council 
section for retention of Common Council Minutes. 
See schedule for Zoning Board Records in Public 


Works Section. 


Creation+7 years No Notify 


Complaints 
(External) 


File related to complaints regarding issues not 
related to a specific program. Complaints are not 


otherwise regulated by state or federal 
requirements. 


Event+2 years; 
Event=Complaint 


resolution, dismissal or 
end of litigation 


No Waived 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Contracts and 
Agreements 


Any contracts or agreements to which the 
municipality is a party. 


Event+6; 
Event=End date or 


cancellation of contract 
 


No Waive 


Correspondence 
(Senior Level or 
Elected Official)  


Business-related correspondence (paper and 
electronic) of senior level staff and elected 


officials. 


 
Event+6 months; 


Event=Separation from 
position/end of term  


 
Note: Correspondence 
that relates specifically 
to a program or project 


may need to be 
retained per that 


particular schedule 


No Notify 


Correspondence 
(General Staff) 


Business-related correspondence (paper and 
electronic) of non-appointed general staff. 


 


 
Event+1 year; 


Event=Creation or 
receipt                                                  


 
Note: Correspondence 
that relates specifically 
to a program or project 


may need to be 
retained per that 


particular schedule 


No Waive 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Grants 


Records relating to grant-funded projects where 
the agency is the grant recipient or issuer, 


including the application process, the receipt and 
expenditure of grant funds, or denial. 


Event+4 years;  
Event=Date of final 


report or notification of 
denial 


No Waive 


House Number 
and Address 
Change File 


Provides official control and reference source for 
city addresses. 


Permanent No N/A 


Internal Policies 
and Procedures 


Established departmental policies and 
procedures.  


Note: May also be called administrative practices 
or directives or executive directives. 


Event+7 years;  
Event=Date the policy/ 


procedure is 
superseded or made 


obsolete 


No Waive 


Memorandums 
of Understanding 
(MOU) & Service 


Level 
Agreements 


(SLA) 


Agreements between government units. 
Sometimes define agreements between a large 
government unit’s separate divisions or bureaus. 


Event+4 years; 
Event=Ending date of 


the MOU or SLA. 
No Waive 


Notice of 
Removal of 


Human Corpse 


Form for the removal of a human corpse if death 
occurs in a hospital, nursing home, or under 


hospice care at any location. 


Event+2 months; 
Event=Date of death 


No Waive 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Oath of Office 


Elected or appointed municipal officers may be 
required to take, and file in writing, an official 
oath within ten days after receiving notice of 


election or appointment.  


Event+5 years;  
Event=End of term 


 
No Waive 


Open Records 
Requests and 


Responses 


Records relating to regular and reformulated, 
repetitious, systematic or continuing requests by 
individuals, groups or organizations for access to 
general information under the provisions of the 


Wis. Stats. §§ 19.35-19.37.  


Event+3 years;  
Event=Response 


provided 
No Waive 


Organizational 
Chart 


Repository of the official organizational structure 
of offices. 


Event; 
Event=Superseded 


No Waive 


Organizational 
Planning 


Includes division and unit strategic business and 
operational planning files such as, but not limited 


to, final plan and significant work papers. 


Event+7 years;  
Event=Completion of 


plan 
No Notify 


Petitions 
Petitions submitted to municipalities for 


improvements or changes to existing municipal 
services/structures. 


Event+7 years; 
Event=Petition 


approved or denied 
No Waived 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Press/News 
Releases 


Information about municipality programs and 
events. 


Creation+3 years No Notify 


Proclamations 
Proclamations issued by the mayor, 


commissioner, or elected executive on behalf of 
the municipality. 


Event+1 year;  
Event=End of elected 
representative’s final 


term 


No Notify 


Reports (Annual) 
Annual reports produced by all departments and 


programs.  
Event+7 years; 


Event=Date of issue 
No 


 
Notify 


Reports 
(Monthly) 


Monthly reports of divisions/committees. Creation+3 years No Waive 


Subject Files 
(Senior Level or 
Elected Official)  


Subject files (paper and electronic) of senior level 
staff such as department heads and elected 


officials. 


Event+6 months; 
Event=Separation from 


position/end of term 
No Notify 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Common Council/Village Board/Town Board 


Affidavits of 
Publication 


Records providing proof of publication for legal 
notices as required by law. (Note: See Wis. Stat. 


§ 985.12 for more information on proof of 
publication). 


Event+7 years; 
Event=Date of 


publication 
No Waive 


Audio Tapes 
Recordings of meetings used to produce 


minutes. 
Authority provided by Wis. Stat. § 19.21(7). 


Event+90 days; 
 Event=Date the 


minutes have been 
approved and 


published 


No Waive 


Minutes  
(Common 
Council) 


Official minutes of the Common Council/Village 
Board/Town Board. 


Permanent No N/A 


Ordinances 
Official ordinances and any ordinance books kept 


by municipalities. 
Permanent No N/A 


Resolutions 
Official records pertaining to resolutions passed 


by municipalities. 
Permanent No N/A 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Emergency Planning1 


Continuity of 
Government 


Operational Plan 
and 


Documentation 


Agency official plan and documentation of the 
Continuity of Operations Plan/Continuity of 


government plan. 


Event;  
Event=superseded by 


revised plan 
No  Waive 


Critical Incident 
Management 


Plans  


Critical incident management plans, local site 
security plans, local emergency action plans, life 


safety, and other similar documents. 


Event+3 years; 
Event=superseded by 


revised plan 
No Waive 


Disaster 
Recovery 
Records 


Records created during the disaster recovery 
process.  


Event+3 years;  
Event=Date recovery 


effort is complete 2 
No Waive 


Human Resources/Personnel 


Grievance Case 
File 


Records of grievances filed by employees. 
Event+7 years; 


Event=Date grievance 
is closed 


Yes 3 Waive 


                                                           
1 No specific statutes restrict the records in this series. However, the balancing test per Wis. Stat. § 19.35(1)(a) should be applied prior to release.  
2 Note: When Federal Grant money is involved, the retention is 3 years from the date of the final Financial Services Report. 
3 No specific statutes restrict this type of record. However, the balancing test per Wis. Stat. § 19.35(1)(a) should be applied prior to releasing this 
type of record. Personnel files may contain patient health records which may be protected by Wis. Stat. § 146.82 and/or the Health Insurance 
Portability and Accountability Act (HIPAA). 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Personnel Files 
Documents employee personnel actions during 


the employment of the employee.  
Applies to ALL employees. 


Event+7 years;  
Event=End of 


employment/service 
No 4 Waive 


Legal 


Attorney 
Opinions 


Municipal attorney opinions given to answer 
specific questions regarding the interpretation 
and application of statutes and ordinances, or 


other legal matters. 


Permanent No 5 N/A 


Case Files 
Files include, but are not limited to, pleadings 


and legal arguments, evidence, research, orders, 
legal summons and subpoenas issued. 6 


Event+7 years; 
Event=Close of case 


No 7 


Notify on 
historically 
significant 


cases only 8 


                                                           
4 No specific statutes restrict this type of record. However, the balancing test per Wis. Stat. § 19.35(1)(a) should be applied prior to releasing this 
type of record. Personnel files may contain patient health records which may be protected by Wis. Stat. § 146.82 and/or the Health Insurance 
Portability and Accountability Act (HIPAA). 
5 Records may contain material protected by Attorney-Client Privilege Wis. Stat. § 905.03. 
6 Records may contain the client file with information pertaining to expenses, attorney notes, medical records, government agency filings, 
discovery such as requests for production of documents, deposition transcripts, and evidence. 
7 Records may contain material protected by Attorney-Client Privilege Wis. Stat. § 905.03. 
8 Historically significant case files include those that have established legal precedents; cases that received widespread attention from the public 


and news media; and cases recognized for their uniqueness. Examples of such cases include, but are not limited to, major civil rights cases, major 
labor relations cases, major environmental cases, cases dealing tribal governments and treaty rights, major cases with constitutional implications, 
and cases related to major prosecutions of public officials. 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Licenses and Permits 


License 
Applications 


Includes license applications (approved and 
unapproved) and license stubs. Includes all non-
alcohol related licenses including, but not limited 


to, non-intoxicating beverages, soda water 
beverages, food handling and sales, mobile 
home park licenses, restaurant, retail dairy 


products, pet, and animals. Also includes permits 
for the excavation of streets by private utility 


companies. 


Creation+3 years No Waived 


Liquor and Beer 
Licenses 


Includes license applications (approved and 
unapproved) and license stubs. 


Authority provided by Wis. Stat. § 125.04(3)(i). 
Creation+4 years No Waived 


Permits 


Permits for public space usage. Includes, but not 
limited to, burning, street usage, and parking 


permits. 
NOTE: See Public Works Section for retention of 


building permits. 


Creation+5 years No Waived 


Permits (septic 
tanks) 


Permit for a septic tank. The permit records the 
location and ownership of the tank. 


Permanent No N/A 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Municipal Land Ownership 


Land Titles, 
Conveyances 


and Easements 


Documentation for municipal owned land. Also 
includes any legal rights granted to others that 


relate to municipal owned land. 
Permanent No N/A 


Sales of 
Facilities and/or 


Land (Case 
Files)  


Includes appraisals and related valuations. 
Projects where a municipality plans or actually 


sells either facilities and/or land assets.  


Event+6 years; 
Event=date of the 
completion of the 


transaction 


No Waived 


Municipal Vehicles 


Motor Vehicle 
Control and 
Assignment 


Records 


Documentation of agency motor vehicle 
assignments to employees. Includes completed 


documentation on reservations for pool cars, 
individual trips, driver profiles, check-in and 


checkout logs.  


Event+1 year; 
Event=date the vehicle 


is disposed 
No Waived 


Motor Vehicle 
and Heavy 
Equipment 


Maintenance 
Records 


Records documenting service and repair orders 
to motor vehicles. These records normally 
include maintenance orders, logs, fiscal 


documents, such as requisitions or purchase 
orders for parts or services, vehicle warranties, 
operation and repair manuals and parts lists.  


Event+1 year; 
Event=date the vehicle 


is disposed 
No Waived 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Vehicle Use 
Agreements 


Agreements between individuals and 
municipalities required before driving a municipal 


owned vehicle.  


Event+1 year; 
Event=termination of 


agreement or 
employment  


No Waived 


Vehicle 
Inspection 
Reports 


Inspections of municipal vehicles. 
Event+1 years;  


Event=date the vehicle 
is disposed 


No Waive 


Payroll9 


Employee 
Payroll & Benefit 


File 


Includes various documents that are maintained 
throughout the employee's term of employment. 


Event+7 years; 
Event=Employee 


retirement, transfer or 
termination 


No Waived 


Monthly and 
Quarterly Payroll 


Reports 


Includes, but is not limited to, quarterly report of 
federal income tax withheld; quarterly report, 
payroll summary; state's quarterly report of 


wages paid, and monthly memorandum report. 


Event+5 years; 
Event=Report Issued 
(provided record has 


been audited) 


No Waived 


                                                           
9 No specific statutes restrict this record series. However, the balancing test per Wis. Stat. § 19.35(1)(a) should be applied prior to releasing this 
type of information. 
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Record Series 
Title 


Series Description Retention  Confidential 
WHS 


Notification 


Payrolls and 
Payroll Registers 


Payroll listings showing gross and net pay, as 
well as deductions for state employees. Referred 
to on questions of back pay and income taxes. 


Creation+4 years No Waived 


Real Property Titles 


Title 
Documentation 


Records documenting the title of land owned by 
the municipality including the abstract and 
certificate of title, opinions of title, and title 


insurance policies. 


Permanent No N/A 
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Cemetery Records 
 
Requirements Specific to Cemetery Records 


Municipalities and towns are required to assume ownership of abandoned private cemeteries. Cemeteries are considered 
abandoned if the cemetery association or other organization that once cared for the cemetery no longer exists and no legal owner 
can be found (Wis. Stat. § 157.115(1)). 


• The municipality or town must care for the cemetery to the same standards as other municipal or town cemeteries. 


• Six or more residents of your town or municipality may petition the circuit court to require that the town or municipality 
assume ownership or move any graves to another location. 
 


Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 
 


Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Annual Report 
and 


Documentation 


Includes the annual report to the cemetery board 
and the records needed to prepare the report. 
Authority provided by Wis. Stat. § 157.62(4). 


Permanent No N/A 


Care Funds 


An accounting of amounts deposited in, amounts 
withdrawn from, other income accruing to, and 


the balance at the end of the reporting period of 
care funds of the cemetery, including the funds 


in Wis. Stat. § 157.11(9g)(a), Wis. Stat. § 
157.12(3), and Wis. Stat. § 157.125. Including 


records that show, for each deposit, the name of 
the purchaser or beneficiary of the contract 


relating to the deposit and the item purchased. 
Authority provided by Wis. Stat. § 157.62(4). 


Permanent 


Yes 
 


Confidential per 
Wis. Stat. § 
157.62(2)(c) 


 


N/A 



https://www.wisconsinhistory.org/pdfs/hp/HPR-Wisconsin-Statutes-Concern-Abandond-Cemeteries-157.115.pdf
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Contract for Sale 


Copy of each contract for the sale of a cemetery 
lot, mausoleum space, or cemetery 


merchandise. 
Authority provided by Wis. Stat. § 157.62(4). 


Event=3 years; 
Event=After all of the 


obligations of the 
contract have been 


fulfilled 


No Waive 


Grave 
Registration 


Records 


Records that describe who is buried, the date of 
death, interment and location of the remains. 


Permanent No N/A 


Preneed Trust 
Funds 


An accounting of amounts deposited in, amounts 
withdrawn from, income accruing to, and the 
balance at the close of the reporting period of 


any preneed trust funds of the cemetery. 
Including records that show, for each deposit, 


the name of the purchaser or beneficiary of the 
contract relating to the deposit and the item 


purchased. 
Authority provided by Wis. Stat. § 157.62(4). 


Event+15 years; 
Event=Date of the 


deposit or withdrawal 


Yes 
 


Confidential per 
Wis. Stat. § 
157.62(2)(c) 


 


Waive 


Reburial of 
Human Remains 


Includes records confirming an attempt to notify 
individuals specified in Wis. Stat. 


157.112(3)(b)1.-4. when none of the individuals 
specified are available. 


Authority provided by Wis. Stat. § 157.112(3m). 


Permanent No N/A 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Report for Final 
Disposition 


Report for final disposition completed by the 
funeral director or other person preparing the 
body for burial or other final disposition. The 


reports are filed with the local register, but may 
also be filed with the cemetery to serve as a 


record of interment. 
Authority provided by Wis. Stat. § 


135.06(1)(a)(1). 


Permanent No N/A 
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Community Development/Public Services 
 


Requirements Specific to Community Development/Public Services 
The Community Development/Public Services section is organized by the following subsections: 


• Housing Program 


• Outreach 


• Parks 


• Public Transportation 


• Sanitation 
 


This section is intended to provide municipalities with schedules for the most common record series generally grouped under this 
topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review the County 
General Schedule for reference on scheduling similar records. The County General Schedule cannot be adopted by municipalities 
for use, but the schedules can be used for creating record schedules through municipal ordinances. 


 
Municipalities that have records pertaining to Public Health should use the County General Schedule to create ordinances to 
schedule those records.  
 
The retention of public transportation surveillance recordings is covered by the schedule for surveillance recordings listed under 
the subsection Maintenance and Operations in the Public Works section.  


 
Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 


 


 


 


 



http://publicrecordsboard.wi.gov/docview.asp?docid=19641&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=19641&locid=165
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 
Waive/Notify 


Housing Program 


Program Files 
Correspondence, breakdown of projects, HUD 


regulations, and supporting files. 
Event+7 years;  


Event=Audit 
No Notify 


Outreach 


Public Program 
Files 


Outreach programs for municipality sponsored 
programs. 


Event+7 years; 
Event=Superseded or 


end of program, 
whichever is first 


No Notify 


Parks 


Park Master Plan 
Master plans for parks and park systems. May 


include maps, drawings, photographs, and 
reports.  


Superseded No Notify 


Program Files 
Records relating to programs, events, and 


activities. 
Creation+3 years No Waived 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 
Waive/Notify 


Reservation 
Requests, Rental 


Agreements, 
Use Permits, and 


Contracts 


Permits, agreements, and contracts for the use 
of parks, shelters, and facilities.  


Event+3 years;  
Event=Date of 


reservation 
No Waived 


Supervisors 
Daily Report of 


Work Completed 


Summarizes progress made on a particular job, 
noting the time required, employees assigned 


and vehicles used. 
Creation+2 years No Waived 


Public Transportation 


Accessible 
Boarding 
Reports 


Reports documenting the accessibility of 
vehicles. 


Creation+5 years No Waive 


Americans with 
Disabilities Act 


(ADA) Customer 
Eligibility Files 


Files determining the eligibility of customers for 
ADA transit programs. 


Event+6 years; 
Event=Termination of 
service or participation 


by customer 


Yes 
Patient health 


information may 
be protected by 


Wis. Stat. § 
146.82 


Waive 


Bus Route 
Schedules and 


Timetables 


Documentation of transit schedules, timetables, 
routes, and route history. 


Event+3 years; 
Event=Superseded 


No Waive 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 
Waive/Notify 


Dispatch Files 
Boarding and alighting, extra board weekly 


projections and assignments, daily work 
schedules, and bid mark-ups. 


Creation+7 years No Waive 


Fare Information 
Files 


Research, background, studies, and other 
materials used to determine fares. 


Creation+7 years No Waive 


Operation 
Reports 


Daily, weekly, or other periodic reports 
summarizing transit system operations and 


ridership and lost and found reports. 
Creation+3 years No Waive 


Operator 
Assignment 


Records 


Documentation of assignment of individual 
operators to routes and shifts. 


Creation+3 years No Waive 


Sanitation 


Composting 
Regulations 


Documents pertaining to the disposal of yard 
waste. 


Event+7 years; 
Event=superseded 


No Waive 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 
Waive/Notify 


Curbside 
Recycling 
Program 


Documentation of the curbside recycling 
program including policies, procedures, and 


administration of the program. 


Event+7 years; 
Event=superseded 


No Waive 


Drop Off 
Site/Recycling 


Yard Waste 
Site operation files and records. Creation+7 years No Waive 


Household 
Hazardous 


Waste Collection 
Center 


Records related to the collection and disposal of 
paints, corrosives, flammables, toxics, used 


motor oil, and car/truck batteries. 
Creation+30 years No Waive 


Landfill/Garbage 
Dump Sites 


Location of any fill, records of materials 
deposited, cover materials used, reports of 


leachate and methane leakage and treatment, 
source of fill materials, (household, commercial) 


source of cover materials, and inspection 
reports. 


Permanent No N/A 
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Election Records 
 


Requirements Specific to Election Records 
Additional information regarding election records is available through the Wisconsin Election Commission. Municipalities are 
encouraged to review the Election Administration Manual  available on the Wisconsin Elections Commission Website for more in-
depth information about managing election related records. Retention times in this section that are not specifically stated in 
Wisconsin Statutes are taken from the Election Administration Manual. 


• Federal Election records must be maintained for 22 months as specified in Wis. Stat. § 7.23(1)(f). 


• Recounts or Pending Litigation are subject to a longer retention pending litigation or recounts as specified in Wis. Stat. § 
7.23(2). 


• All other material not described below are identified by Wis. Stat. § 7.23(1)(k) as having a retention period of 90 days after 
the election. 


 


Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 
 


Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Ballots and Equipment 


Applications for 
Absentee Ballots 


(Federal 
Elections) 


Includes copies of proof of identification when 
submitted with application. 


Authority provided by Wis. Stat. § 7.23(1)(f). 


Event+22 months; 
Event=Election 10 


No Waived 


                                                           
10 All materials and documentation associated with a federal election must be retained at least 22 months after the election. Federal elections 
include those for the office of President of the U.S., U.S. Senator, and U.S. House of Representatives (Wis. Stat. § 7.23(1)(f)). 



http://elections.wi.gov/clerks/education-training/election-administration-manual
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Applications for 
Absentee Ballots 
(State, County, 
Local Elections) 


Includes copies of proof of identification when 
submitted with application. 


Authority provided by Wis. Stat. § 7.23(1)(k). 


Event+90 days; 
Event=Election 


No Waived 


Ballots (Federal 
Elections) 


Federal election ballots.  
Authority provided by Wis. Stat. § 7.23(1)(f). 


Event+22 months; 
Event=Election 


No Waived 


Ballots (State, 
County, Local 


Elections) 


State, county, local offices. 
Authority provided by Wis. Stat. § 7.23(1)(h). 


Event+30 days; 
Event=Election 


No Waived 


Ballots (Unused 
and related 
Materials) 


Only applies to unused ballots and materials. 
Authority provided by Wis. Stat. § 7.23(1)(a). 


Event+3 business days; 
Event=Completion of all 


election canvasses 11 
No Waived 


                                                           
11 Materials must be retained in event a petition for recount has been filed. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Detachable 
Recording Units 


Data storage devices used in electronic voting 
equipment. 


Authority provided by Wis. Stat. § 7.23(1)(g). 


Event+21 days; 
Event=Election 12 


No Waived 


Detachable 
Recording Units 


(Primary 
Elections) 


Data storage devices used in electronic voting 
equipment. 


Authority provided by Wis. Stat. § 7.23(1)(g). 


Event+14 days; 
Event=Election 13 


No Waived 


Campaign 


Campaign 
Finance Reports 


Financial disclosure reports filed by candidates 
during election campaigns.  


Authority provided by Wis. Stat. § 7.23(1)(d). 


Event+6 years; 
Event=date of receipt 


No Waived 


                                                           
12 Before clearing or erasing the units or compartments, a municipal clerk shall transfer the data contained in the units or compartments to a disk 
or other recording medium which may be erased or destroyed 22 months after the election to which the data relates. The requirement to transfer 
data does not apply to units or compartments for use with tabulating equipment for an electronic voting system that was approved for use prior to 
January 1, 2009, and that is not used in a federal election. 
13 Before clearing or erasing the units or compartments, a municipal clerk shall transfer the data contained in the units or compartments to a disk 
or other recording medium which may be erased or destroyed 22 months after the election to which the data relates. The requirement to transfer 
data does not apply to units or compartments for use with tabulating equipment for an electronic voting system that was approved for use prior to 
January 1, 2009, and that is not used in a federal election. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Campaign 
Registration 
Statements 


Statements filed by candidates for public office. 
Includes Notification of Non-candidacy for 


reelection forms.  
Authority provided by Wis. Stat. § 7.23(1)(d). 


Event+6 years; 
Event=termination 


issued by the registrant 
No Waived 


Reports and Lists 


Official 
Canvassers 
Statements 


Prepared statement showing the results of each 
election. 


Authority provided by Wis. Stat. § 7.23(1)(i). 


Event+10 years; 
Event=election 


No Waived 


Election Notices  


Includes proofs of publication and 
correspondence filed in connection with such 


notices. 
Authority provided by Wis. Stat. § 7.23(1)(j). 


Event+1 year;  
Event=Election  


No Waived 


Election Notices 
(Federal 


Elections) 


Includes proofs of publication and 
correspondence filed in connection with such 


notices. 
Authority provided by Wis. Stat. § 7.23(1)(j). 


Event=22 months;  
Event=Election  


No Waived 


Election Voting 
and Registration 


Statistics 
Reports 


Reports filed by municipal clerks on registration, 
voting, and absentee voting.  


Authority provided by Wis. Stat.  
§§ 6.275-6.276.  


Event+22 months; 
Event=Election 


No Waived 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Ineligible Elector 
Registrations 


Elector registrations deemed ineligible for 
voting. Status and reasons for ineligibility should 


be noted. 
Authority provided by Wis. Stat. § 7.23(1)(c). 


Event+4 years;  
Event=When deemed 


ineligible  
No Waived 


Poll (Voter) Lists 


List compiled by election officials on election day 
showing the names and addresses of electors 


who actually cast votes in an election defined in 
Wis. Stat. § 5.02(14). 


Authority provided by Wis. Stat. § 7.23(1)(e). 


Event+22 months; 
Event=Election 


No Waived 


 
Table of Contents  
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Finance Records 
 
Requirements Specific to Finance Records 


The Finance section is organized by the following subsections: 


• Budget 


• Fiscal 


• Purchasing 
 
Municipalities are encouraged to adopt the following general schedules in instances where this schedule does not adequately 
provide coverage for all types of records that could be created: 


• Budget and Related General Record Schedule  


• Fiscal & Accounting Related Records General Schedule 


• Purchasing & Procurement General Schedule 
 


Note: Records in this series may contain confidential or restricted information. Even when specific confidentiality statutes do not 


apply, application of substantive common law principles through the balancing test considerations under Wis. Stat. § 19.35(1)(a), 


may affect disclosure of the record under the public records law. Please consult Section V: Confidential Records and Personally 


Identifiable Information (PII) of the Introduction for more information on this topic.  


 


Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 
 


Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Budget 


Approved 
Annual 


Operating 
Budget 


Records related to establishing the base level 
agency annual operating budget each fiscal year. 


Fiscal+6 years No Waived 



http://publicrecordsboard.wi.gov/docview.asp?docid=15864&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=15866&locid=165

http://publicrecordsboard.wi.gov/docview.asp?docid=15888&locid=165
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Audit Reports 
Reports that evaluate the financial holdings of the 


municipality. 


Event+3 years; 
Event=Final report 


issued 
No Waived 


Budget 
Documents/ 
Development 


Records include final budget requests (forms or 
their equivalents), justifications/analysis, policy 


papers, related correspondence, and requests for 
information. 


Fiscal+6 years No Waived 


Final Budget 
Submittal 


The final budget document for the municipality. Fiscal+6 years No Waived 


Municipal Borrowing 


Bond Records 


All records associated with municipal bonds. Also 
includes the bond register, bond payment 


register, and any certificates of destruction when 
the bond agent has been authorized to destroy 


cancelled bonds, coupons, and promissory 
notes. 


Event+7 years; 
Event=Bond issue 
expires or following 


payment of all 
outstanding matured 


bonds/notes/coupons, 
whichever is later 


No Waived 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Payments and Receipts 


Bank 
Statements/ 


Reconciliations 


Statements received from institutions holding the 
municipality’s funds. 


Creation+7 years No Waived 


Cashbook 
Overall record accounting for receipts and 


disbursements, usually for fiscal or calendar 
year. 


Event+7 years; 
Event=Audit 


No Waived 


Collection & 
Disbursement 


Reports 


Reports showing the amounts collected, amounts 
retained by county/local government, and portion 


sent to state. 


Event+3 years; 
Event=Transaction date 


No Waived 


Credit Card 
Receipts or 
Information 


Received from 
Sales 


Credit card receipts and related documentation 
associated with credit card transactions. 


Event+3 years; 
Event=Transaction date 


No Waived 


Financial 
support records 


Records used in reconciling bank statements and 
verifying expenditures. Includes, but not limited 
to, credit/debit notices, cash reconciliations, and 


deposit stubs. 


Event+1 year; 
Event=Audit 


No Waived 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Issued Checks 


 
Checks issued by the municipality that are 


outstanding or have been cleared by the bank.  
 


Creation+7 years No Waived 


Purchasing 


Contract and 
Request for Bid 
/Proposal File 


Records pertaining to the procurement of all 
commodities and services which may require a 


contract. This includes both successful and 
unsuccessful bids. 


Event+6 years; 
Event=End date of 
resulting contract or 
cancellation date of 


contract or bid/proposal 


Yes 14 
Some information 


may qualify for 
Trade Secret 
protection per 
Wis. Stat. § 
19.36(5). 


Waived 


Vendor 
Performance 


Files 


Documentation of vendors and contractors who 
fail to meet the terms and specifications of 


purchasing contracts. 


Event+6 years; 
Event=End of contract 


 
No Waived 


 
Table of Contents  


                                                           
14 Some information may qualify for other legal protection such as copyright, patent, trademark or licensing. It is possible some vendors may 


identify information as confidential that is not actually protected by law. 
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Public Works 
 


Requirements Specific to Public Works 
Records in the Public Works section are arranged under the following subsections: 


• Building Inspection 


• Engineering 


• Maintenance and Operations 


• Planning and Zoning 


• Utilities 


The Public Works section is intended to provide municipalities with schedules for the most common record series generally 
grouped under this topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to 
review and consult the appropriate General Records Schedules listed below: 


• Facilities Management and Related Records 
 
Wis. Stat. § 19.21(4)(b) defines the minimum retention cities, villages, and towns may set for water stubs, receipts of current 
billing, and customer’s ledgers of any municipal utility as 2 years. In addition, municipalities should check the schedule set by the 
Public Service Commission of Wisconsin (PSC) for Municipal Utilities. A complete list of records and schedules is located in 
“Investigation to Consider Proposed Changes to Records Retention Requirements for Electric, Gas and Water Utilities.” 
 
Schedules specific to Police/First Responder records are not included in the WMRS. Consult the County General Schedule for 
records schedules for similar records which can be used as a basis for the creation of schedules and/or ordinances. 


 
Surveillance recording schedule applies to municipally operated security footage for public buildings, street cameras, and public 
transportation. The schedule does not apply to footage recorded by police body cameras, patrol dashboard cameras, or any 
similar police recording device.  


 
Municipalities should have adequate and clear procedures in place that explain the proper handling and destruction of surveillance 
recordings. Clear communication with appropriate municipal personnel will help to ensure that the record is not destroyed 
prematurely and public requests and/or any legal or program needs are met in a timely manner.   
 
Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 


 


 


 



http://publicrecordsboard.wi.gov/docview.asp?docid=17293&locid=165

https://psc.wi.gov/Documents/recordsRetentionGuidelines.pdf
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Building Inspections 


Building 
Inspection 
Records 


Summary of inspection history of a particular 
property. Records include original building permit, 


site plans, certificate of occupancy, conditional 
use documents, comprehensive design reviews, 


and violations for both residential and 
commercial structures. Also includes inspection 
of plumbing, electrical, ventilation, heating, and 


air conditioning. 


Event+1 year; 
Event=Life of building 


No Waived 


Building Plan 
Review and 
Inspection 


 
Conditionally approved building plans, 


calculations, and correspondence.  
Authority provided by Wis. Admin. Code § SPS 


361.60(5)(f)1.b. 
 


Note: applies to certified municipalities only (see 
Wis. Admin. Code § SPS 361.60(2)).15 


 


Event+4 years; 
Event=Construction 


completed 
No Waived 


                                                           
15 Note: Refer to Wis. Admin. Code § SPS 361.60(5) for detailed information on the specific types of buildings that first class, second class, and 
other municipalities are authorized by the Department of Safety and Professional Services to review. Prior to applying this schedule, the 
Municipality must review and take the steps outlined in Wis. Admin. Code § SPS 361.60. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Building Plans: 
Residential 1 
and 2 Family 


Dwellings 


Includes architectural, design specs, structural 
and utility plans submitted for inspection review.  
Authority provided by Wis. Admin. Code § SPS 


320.10(6)(a)2. 


Event+4 years; 
Event=Construction 


completed 
No Waived 


Building 
Inspection: 


Residential 1 
and 2 Family 


Dwellings 


Applications forms, correction orders, 
correspondence and inspection records. 


Authority provided by Wis. Admin. Code § SPS 
320.10(6)(a)3. 


Event+ 7 years;  
Event=Construction 


completed 
No Waived 


Code 
Compliance 
Inspection 
Reports 


Reports completed during field investigations to 
determine if buildings and system installations 
comply with the specifications of appropriate 


codes.  


Permanent No N/A 


Engineering 


Airport 
Improvement 
Petition File 


Material submitted to the Department of 
Transportation when a municipality wants to 


make an improvement to the airport. Records 
may include public hearing records, briefs, 


reports and recommendations, and 
correspondence.  


Event+7; 
Event=petition 


submitted to DOT 
No Waived 


Airport Master 
Plan 


The Airport Master Plan provides information 
about the condition of the airport and projects 


development for the next 20 years.  


Event+20 years; 
Event=new plan issued 


No Notify 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Construction 
Plans: Final As-


Built Projects 


Final as-built plans and original drawings for 
public for buildings, streets, sewers, sidewalks, 


etc.  


Event;  
Event=life of structure 


No Waived 


Construction 
Plans: Final As-


Built Projects  
(Historically 
Significant) 


Use for historically significant projects.  
Event;  


Event=life of structure  
No Notify 


Environmental 
Assessment & 


Impact 
Statements 


Official copies of environmental assessments, 
impact statements and related documentation 
related to municipal construction projects. 16 


Event+6 years; 
Event=Termination of 


municipal ownership of 
the land 


No Notify 


Maps: 
Construction 


and 
Topographical 


May include maps covering environmental 
impact/changes, development of specific areas, 
and the impact on public infrastructure (utilities, 


roads, sidewalks). 


Permanent  No N/A 


                                                           
16 May include: environmental assessment reports and drafts, environmental impact statements (draft and final), legal notices, comments from the 
public, DNR and others, related correspondence and supporting materials. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Project Records 


All documents pertaining to a project including, 
design and construction contracts, proposed and 
approved amendments to all contracts, bidding 
plans and specifications, details on materials 
used on each project, and all other related 
project materials. Use for buildings, streets, 


sewers, sidewalks, etc.  


Event+10 years; 
Event=Date project is 


completed 
No Waived 


Project Records  
(Historically 
Significant) 


Use for historically significant projects.   
Event; 


 Event=Life of structure  
No Notify 


Maintenance and Operations  


American with 
Disabilities Act 
(ADA) Facility 


Reviews 


Records cover ADA inspections, investigations, 
complaint investigations, facility logs and reports 
regarding ADA compliance relating to facilities 


and structures. 


Event+6 years; 
Event=Close of review 


or audit 
No Waived 


Asbestos and 
Hazardous 


Material and 
Environmental 
Remediation 


Case File 


Project files on asbestos abatement and 
hazardous materials and environmental 


remediation projects at state owned buildings. 17 


Event+30 years; 
Event=Completion of 


the project 
Yes 18 Waived 


                                                           
17 OSHA 29CFR 1926.1101 governs asbestos abatement projects. The records include medical surveillance records for certain people who wear 
protective equipment performing asbestos abatement work. 
18 Patient health care records in this series are confidential per Wis. Stat. § 146.82. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Building 
Maintenance: 


Equipment 
Repair and 


Service Records 


Documents the installation, maintenance, service 
and history of equipment commonly used to 


maintain facilities. 


Event+1 month; 
Event=Removal and 


disposal of equipment 
No Waived 


Building Lease 
Files 


Files on leased facilities. 
Event+7 years; 


Event=End of lease 
No Waived 


Maps 


Series may document road locations or surfaces, 
zoning information, parks, flood plains, soils, or 
parcel boundaries. This record series may also 


include indexes to maps.19 


Permanent  No N/A 


Physical Plant 
Monitoring and 


Inspection 
Reports 


Records documenting the operation of all facets 
of facilities: VAC; plumbing, mechanical, 


electrical, structural as well as special monitoring 
of building components. 


Creation+6 years No Waived 


                                                           
19 Copies of maps that are retained by local government offices after originals have been sent to other government units for retention may be 
destroyed 90 days after they have been transferred. An example of this are copies of certified survey maps created by local units and then sent to 
the county register of deeds office for retention under Wis. Stat. § 236.34(2).  
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Profile and 
Grade Books 


Documentation of landscape and features. Permanent No N/A 


State Highway 
Aids Program 


Records 


Records of state aid pertaining to road 
maintenance. 


Creation+7 years No Waived 


Street and 
Sidewalk 


Operations File 


Documentation of the performance of tasks 
related to street and sidewalk maintenance. This 


may include solid waste management, street 
cleaning, repairs, snow removal, and garbage 


collection.  


Creation+7 years No Waived 


Surveillance 
Recordings  


Monitoring and surveillance recordings for public 
buildings, street cameras, and public 


transportation.20 


Event+120 days 21 
Event=Date of 


recording 
(Note: Recordings may be 


subject to longer 
retention. See footnote for 


more information.) 22 
 


No Waive 


     


                                                           
20 The schedule does not apply to footage recorded by police body cameras, patrol dashboard cameras, or any similar police recording device. 
21 120 days is the time within which a claim may be filed against a governmental body as defined in Wis. Stats. § 893.80.  
22 Surveillance recordings that are required for any legal or programming purpose (such as open records requests, claims, case file, or litigation 
holds) must be retained in accordance with any applicable records schedules and/or have completed their legal or programming requirements.  
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Planning and Zoning 


Aerial 
Photographs 


Aerial photographs used for planning and map 
creation. 


Event; 
Event=Superseded 


No Notify 


Annexation 
Records 


Incorporation records such as petitions, hearing 
testimony and exhibits, court orders, notices, 
resolutions, and related correspondence.23   


Permanent No N/A 


Comprehensive 
Growth and 


Development 
Plan 


Provides general goals, objectives, policies and 
implementation recommendations to guide the 


future growth and development of the city. 


Event+14 years;  
Event=Superseded by 


new plan 
No Notify 


Conditional Use 
Permits 


 


Applications and related documents for a 
conditional use permit. Applications include site 


plan, applicate statement, and evidence 
evidence/documentation. 


 
This series may also include public hearing 


notice, reports, public hearing documentation, 
and decision.  


 


Event+7 years; 
Event=termination of 
conditional use permit 


No Waived  


                                                           
23 Records cover proposed incorporations of town areas into cities and villages pursuant to Wis. Stat. § 66.0201 - § 66.0209, and municipal 
consolidations of towns with cities and villages pursuant to Wis. Stat. § 66.0229. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Easements Grants of easement to the municipality. Permanent No N/A 


Final Plats 


A map showing the divisions of a piece of land, 
this series includes vacation or alterations of 
plats, annexation plats, and final subdivision 


plats. 


Permanent No N/A 


Preliminary Plats Created during the development of subdivisions. 
Event;  


Event=Superseded by 
final plat 


No Waived 


Property Survey 
Records 


Includes field notes, benchmark books, and 
section corner monument logs. 


Permanent No N/A 


Zoning Appeals, 
Approved 


Material submitted to appeal a zoning decision. 
May include maps, rezoning application, written 


local description of the proposed zoning 
boundaries, and drawings of the boundaries. 


Also includes public hearing records. 


Permanent No N/A 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Zoning Appeals, 
Unapproved 


Material submitted to appeal a zoning decision. 
May include maps, rezoning application, written 


local description of the proposed zoning 
boundaries, and drawings of the boundaries. 


Also includes public hearing records. 


Event+7 years; 
Event=Final appeal is 


closed 
No Notify 


Zoning Board 
and Zoning 


Board of 
Appeals 


Meeting Material 


Agendas, minutes, reports, plans, and other 
material submitted to the Zoning Board, and/or 


Zoning Board of Appeals. 
Permanent No N/A 


Zoning 
Ordinance 


The text of the zoning ordinance spells out 
uniform rules that apply to each zoning district 


including: uses of the land (permitted, conditional 
and prohibited uses), dimensional standards (lot 
size, frontage, setbacks, building height, bulk, 
floor area), and the density of development. 


Authority provided by Wis. Stat. § 60.61. 


Permanent No N/A 


Zoning, 
Rezoning Files 


May include, but is not limited to, maps, rezoning 
application, written local description of the 


proposed zoning boundaries, and drawings of the 
boundaries. Also includes public hearing records. 


Permanent No N/A 


Zoning Variance 
Files 


Records related to area and use variances. 
Documentation submitted by landowners to 
secure a variance to the zoning ordinance.  


Permanent No N/A 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Utilities 24 


Abandoned 
Mains and 


Services As-
Built 


Records may include final designs and location 
maps. Includes plans of private sewer and water 


systems.  
Permanent No  N/A 


Excavation 
Plans of Private 


Utilities 


Plans submitted by utilities needing to excavate 
to develop, expand, or repair utility lines. 


Permanent No N/A 


Inspections 
Records documenting the inspection of water 


and sewer lines. 
Permanent No N/A 


Sewer 
Inspection 
Records 


Indicates problems such as cracked or broken 
pipes, improper alignment, or loose lateral 


connections. 


Event; 
Event=Superseded 


No Waived 


                                                           
24 Wis. Stat. § 19.21(4)(b) defines the minimum retention cities, villages, and towns may set for water stubs, receipts of current billing, and 
customer’s ledgers of any municipal utility is 2 years. Local governments should also consult the schedule set by the PSC for Municipal Utilities. A 
complete list of records and schedules is located in “Investigation to Consider Proposed Changes to Records Retention Requirements for Electric, 
Gas and Water Utilities.”  
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Water and 
Sewer Main 


Break Records 


A record documenting the history of breaks in 
water and sewer main lines.  


Permanent No N/A 


Water, Storm, 
and Sanitary 
Sewer Main 


Maps 


Maps providing the location of water, storm, and 
sanitary sewer mains. Also provides information 
about the depth, slope, size and composition of 


these features. 


Permanent No N/A 


 
Table of Contents  
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Revenue Records  
 


Requirements Specific to Revenue Records 
Records in the Revenue section are arranged under the following subsections: 


• Assessment 


• Board of Review 


• Special Assessment 


• Tax Calculation and Collection 
 


The Revenue section is intended to provide municipalities with schedules for the most common record series generally grouped 
under this topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review the 
County General Schedule for reference on scheduling similar records. The County General Schedule cannot be adopted by 
municipalities for use, but the schedules can be used for creating record schedules through municipal ordinances. 
 
Final real property assessment rolls have a retention period of 15 years and may be destroyed after that time has lapsed. 
However, Wis. Stat. § 59.52(4)(c)3 states that no assessment roll containing forest crop acreage may be destroyed without the 
prior approval of the secretary of the Department of Revenue. Municipalities should assume that assessment rolls from rural areas 
include forest crop acreage and that this provision applies to their assessment rolls. Municipalities should contact the Wisconsin 
Department of Revenue, Local Government Services Bureau for more information. This step is in ADDITION TO notifying the 
Wisconsin Historical Society of the upcoming record destruction. 
 
Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 
 
 
 
 
 
 
 
 


 



http://publicrecordsboard.wi.gov/docview.asp?docid=19641&locid=165
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Assessment 


Assessor' Final 
Reports  


Documents yearly changes to master property 
record and personal property returns. Final report 


is filed with DOR. 


Event+5 years; 
Event=Final report filed 


with DOR 
No Waive 


Cadastral Maps 
Includes any plats, assessor's plats, certified 


surveys, or aerial photographs used in 
determining taxable boundaries. 


Permanent No N/A 


Final 
Assessment 


Rolls 


Both real and personal property rolls. 
 


Creation+15 years  
(Provided no Forest 


Crop Acreage is 
recorded) 25 


No Notify 


Master Property 
Records 


Details the appraisal of real property, based on 
the field inspections of the assessor. 


Event+5 years;  
Event=Life of structure 


No Notify 


                                                           
25 Wis. Stat. § 59.52(4)(c)3 states that no assessment roll that contains forest crop acreage may be destroyed without the prior approval of the 
secretary of revenue. Notification to the Wisconsin Historical Society is still required before approved assessment rolls can be destroyed. 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Notice of 
Increased 


Assessment 


Notices sent to property owners informing them 
of increases on assessment.  


Creation+7 years No Waive   


Taxation 
Exemption 


Reports 


Reports filed by individuals who own property 
exempt from personal property tax under Wis. 
Stat. § 70.11. The reports are submitted to the 


clerk of the taxation district. 
Authority provided by Wis. Stat. § 70.339.   


Creation+10 years No Waive 


Personal 
Property 


Statements 


Statements filed with local assessor declaring 
taxable personal property. 


Creation+5 years 


Yes 
Confidential per 


Wis. Stat. § 
70.35(3) 


Waive 


Board of Review 


Form of 
Objection 


Objections submitted by taxpayers. Includes 
written objections and all other material submitted 


to the board of review. 


Event+7 years; 
Event=Final action of 
Board of Review or 


completion of appeal 


No Waive 


Minutes 
Record of all proceedings of the board of review. 


Authority provided by Wis. Stat. § 70.47(5). 
Creation+7 years No Notify 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Notice of 
Determination 


Final decisions sent to property owners.   
Authority provided by Wis. Stat. § 70.47(12). 


Event+7 years; 
Event=Final action of 
Board of Review or 


completion of appeal 


No Waive 


Proceedings 


Includes audio recordings and any transcripts of 
board of review proceedings, along with any 


notes taken by clerk. 
Authority provided by Wis. Stat. § 70.47(8)(f). 


Event+7 years; 
Event=Final action of 
Board of Review or 


completion of appeal 


No Waive 


Special Assessments 


Final Resolution 
Final authorization of special assessments. 


Authority provided by Wis. Stat. § 66.0703(8)(d). 
Permanent No N/A 


Payment 
Register 


Record of the receipt of scheduled payments. 
Event+7 years; 


Event=Final collection 
of payments 


No Waive 


Preliminary 
Resolutions 


Issued by municipal district describing the 
purpose of the project, calculations, limits of 


assessment district, and number of installments 
to be paid. 


Authority provided by Wis. Stat. § 66.0703(4). 


Creation+2 years  
(provided report is on 
file with public works 


project record) 


No Waive 







 Page 54 
 


Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Report of 
Special 


Assessment 


Report of project that includes plans, 
specifications, cost estimates, and property 


affected. See Wis. Stat. § 66.0703(5) for more 
information. 


Authority provided by Wis. Stat. § 66.0703(5). 


Creation+2 years 
(provided report is on 
file with public works 


project record) 


No Waive 


Tax Calculation and Collection 


Escrow Account 
List 


List of real estate taxes paid directly from an 
escrow account. 


Event;  
Event=Superseded 


No Waive 


Final Tax Roll 
Real and personal property rolls. Calculated from 


assessment rolls to include total taxes and 
charges to be collected. 


Creation+15 years No Notify 


Statement of 
Taxes 


Combined record of calculations used to set final 
taxes. 


Permanent No N/A 


Tax Calculation 
Support 
Records 


Any record used to calculate municipal taxes. 
These include any certificates, evaluations, 


levies, estimates, payments, and credits used to 
determine real and personal property tax rolls. 


Event+7 years; 
Event=Audit  


No Waive 
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Record Series 
Title 


Series Description 
Retention and 


Disposition 


 
Confidential 


 


WHS 
Notification 


Tax Receipts 


Receipts issued by treasurer upon payment of 
taxes. Includes any supporting documents 


associated with issuing and recording receipts of 
payments. 


Event+7 years; 
Event=Audit of records 
by outside accounting 


firm 


No Waive 


Tax Settlements 
Used to verify tax collections compared to the 


taxes levied in the municipal records. 
Event+7 years; 


Event=Audit 
No Waive 


Unpaid Tax 
Statements 


List of postponed real property, delinquent real 
property, and delinquent personal property taxes. 


 Creation+15 years 
(Retain with tax roll) 


No Waive 
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