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/540/ OFFICE OF THE LIEUTENANT GOVERNOR

00001000. INVITATIONS

THESE RECORDS INCLUDE CORRESPONDENCE INVITING THE LT. GOVERNOR TO ATTEND OR PARTICIPATE IN VARIOUS
TYPES OF EVENTS, AND THE REPLIES TO SUCH REQUESTS. INVITATIONS ADDRESSED TO THE LT. GOVERNOR ARE
LOGGED AND FILED BY DATE IN THE OFFICE INVITATION AND EVENT PORTFOLIO. ELECTRONIC REQUETS RECEIVED ARE
PRINTED AND SIMILARY FILED IN THE PORTFOLIO. 

RETENTION: EVENT(END OF TERM) AND DESTROY CONFIDENTIAL

EVT DEST Y

00003000. PRESS RELEASES

PRESS RELEASES ISSUED BY THE OFFICE OF THE LIEUTENANT GOVERNOR. THESE ARE MAINTAINED ONLY IN
ELECTRONIC VERSIONS, INCLUDING MICROSOFT WORD DOCUMENTS, PDFS, AND AS EMAILS SENT VIA MICROSOFT
OUTLOOK. IN ADDITION TO PRESS RELEASES THEMSELVES, STAFF MAINTAINS MEDIA ADVISORIES AND A MEDIA LIST OF
PRESS CONTACTS. ALL OF THESE RECORDS ARE STORED IN THE G DRIVE. 

RETENTION: EVENT(END OF TERM)  AND TRANSFER TO STATE ARCHIVES(WHS).

EVT SHSW N

00007000. LIEUTENANT GOVERNOR'S DAILY SCHEDULE

SUMMARY AND DETAILED VERSIONS OF THE LT GOVERNOR'S OFFICIAL ACTIVITIES. THESE INCLUDED MEETINGS HELD
OR ATTENDED, PUBLIC APPEARANCES, AND TRAVEL, COMPILED FOR USE ON A DAILY OR LONGER-TERM BASIS. THE
SCHEDULES THEMSELVES ARE MAINTAINED IN AN ELECTRONIC CALENDAR FORMAT. SCHEDULE FILES MAY INCLUDE
PERSONALLY IDENTIFIABLE INFORMATION INCLUDING, BUT NOT LIMITED TO, PHONE NUMBERS, ADDRESSES, AND
PERSONAL INFORMATION. 

RETENTION: EVENT(END OF TERM) + 3 YEARS AND TRANSFER TO STATE ARCHIVES (WHS)

EVT+3 SHSW Y

00009000. REVIEW OF STATE BOARDS, COUNCILS, ETC.

RECORDS INCLUDE ALL MATERIALS AND RESEARCH RELATING TO THE LT. GOVERNOR'S REVIEW OF BOARDS,
COUNCILS, ETC. TO DETERMINE WHICH BOARDS WERE REDUANT IN THEIR DUTIES OR HAD SERVED THEIR PURPOSE
AND COULD BE  ELIMINATED, DOWNSIZED OR CHANGED.

EVENT = END OF TERM + 2 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

EVT+2 SHSW N

00012000. BEST WISHES,CONDOLENCES, CONGRATULATIONS, GET WELL

THESE FILES CONTAIN LETTERS SENT BY THE LT. GOVERNOR FOR VARIOUS REASONS SUCH AS NEW JOBS, NEW
BUSINESSES, DEATH OF INDIVIDUALS, ILLNESS, ETC. 

EVENT = END OF TERM + 1 YEAR AND DESTROY.

EVT+1 DEST N

00013000. GREETING LETTERS AND CERTIFICATES

CEREMONIAL LETTERS AND CERTIFICATES PREPARED AND SIGNED BY THE LT GOVERNOR AT THE REQUEST OF
INDIVIDUALS AND ORGANIZATIONS FREQUENTLY TO COMMEMORATE REUNIONS, CELEBRATIONS, RETIREMENTS,
BIRTHDAYS, GROUNDBREAKIGNS AND SIMILAR EVENTS. 

EVENT = END OF TERM + 1 YEAR AND DESTROY.

EVT+1 DEST N

00015000. POLICY FILES

THESE ARE WORKING SUBJECT MATTER FILES MAINTAINED BY POLICY AREAS, PARTICULAR POLICY INITIATIVES,
DESIGNATED STATE AGENCIES, AND INTERVGOVERNMENTAL AFFAIRS, AMONG OTHERS. THESE FILES TYPICALLY
CONTAIN REPORTS, MEMORANDA, AND OTHER REFERENCE MATERIALS USED IN SUPPORT OF ACTIVITIES ASSOCIATED
WITH POLICY RESEARCH AND FORUMLATION ON BEHALF OF THE LT. GOVERNOR. IN ADDITION TO PAPER RECORDS,
ELECTRONIC DOCUMENTS ARE MAINTAINED IN MICROSOFT WORD, EXCEL, AND OUTLOOK, OR AS PDFS. 

RETENTION: EVENT(END OF TERM) AND TRANSFER TO STATE ARCHIVES (WHS)

EVT SHSW N

00016000. CONSTITUENT CORRESPONDENCE

CORRESPONDENCE FROM MEMBERS OF THE PUBLIC TO THE LT.GOVERNOR ON MATTERS OF PUBLIC INTEREST,
REPLIES, AND INTERNAL RECORDS RELATING TO THE HANDLING OF SUCH CORRESPONDENCE. INCOMING
CORRESPONDENCE INCLUDES INDIVIDUAL LETTERS, POST CARDS, PETITIONS, AND MASS-PRODUCED FORM LETTERS,
AS WELL AS EMAIL CORRESPONDENCE RECEIVED VIA MICROSOFT OUTLOOK. IN ADDITION, THESE RECORDS INCLUDE
COPIES OF INDIVIDUAL REPLIES, FORM RESPONSES SENT TO PETITIONER OR IN RESPONSE TO BULK MAIL CAMPAIGNS,

EVT+1 SHSW Y
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/540/ OFFICE OF THE LIEUTENANT GOVERNOR
TRACKING INFORMATION, INCLUDING REFERRALS WITHIN THE LT. GOVERNOR'S OFFICE OR TO OTHER AGENCIES FOR
DIRECT RESPONSE, INTERNAL COMMUNICATIONS CONCERNING INDIVIDUAL INQUIRIES OR SUBJECTS OF INTEREST,
LISTS OR MICROSOFT EXCEL SPREADSHEETS COMPILING CONTACT AND OTHER INFORMATION CONCERNING
CORRESPONDENCE ON PARTICULAR SUBJECTS. 

RETENTION: EVENT(END OF TERM) + 1 YEAR AND TRANSFER TO STATE ARCHIVES (WHS)

00017000. MISCELLANEOUS CORRESPONDENCE (NO RESPONSE)

CORRESPONDENCE, ARRANGED BY DATE, INCLUDING GENERAL REQUEST FOR INFORMATION REGARDING THE STATE
OF WISCONSIN, LETTERS ON VARIOUS SUBJECTS WHICH CONTAINED NO RETURN ADDRESS, INCOMPREHENSIBLE
CORRESPONDENCE, OR MISCELLANEOUS CORRESPONDENCE AS TO WHICH NO USEFUL RESPONSE WAS DEEMED
POSSIBLE. EXCEPT FOR EMAIL CORRESPONDENCE, THESE RECORDS ARE MAINTAINED ONLY IN PAPER FORM AND ARE
NOT ORDINARILY ENTERED OR TRACKED ELECTRONICALLY. 

RETENTION: EVENT(RECEIPT AND REVIEW) + 2 YEARS AND DESTROY CONFIDENTIAL

EVT+2 DEST Y

00018000. LIEUTENANT GOVERNOR'S GENERAL CORRESPONDENCE

THESE FILES CONTAIN THE LT. GOVERNOR'S CORRESPONDENCE, INCOMING AND OUTGOING, ON OFFICIAL MATTERS,
INCLUDING ROUTINE OFFICIAL MATTERS, CONGRESSIONAL CORRESPONDENCE, AND SIGNIFICANT CORRESPONDENCE
PERSONALLY REVIEWED BY THE LT. GOVERNOR RELATING TO A VARIETY OF SENSITITIVE OR OTHERWISE IMPORTANCE
MATTERS. SOME OF THIS CORRESPONDENCE MAY BE LOGGED AND TRACKED ELECTRONICALLY ON THE G DRIVE.
ELECTRONIC FILES ARE MAINTAINED IN MICROSOFT WORD OR IN PDF FILES. 

NOTE: THIS RDA IS INTENDED TO CAPTURE OFFICIAL CORRESPONDENCE OF THE LT. GOVENROR THAT IS NOT
COVERED BY OTHER RDAS, SUCH AS 00016000(CONSTITUENT CORRESPONDENCE). 

RETENTION: EVENT(END OF TERM) + 2 YEARS AND TRANSFER TO STATE ARCHIVES(WHS).

EVT+2 SHSW Y

00019000. PUBLICATIONS AND REPORTS

REPORTS AND PUBLICATIONS ISSUED AND RELEASED TO THE PUBLIC BY THE OFFICE OF THE LT. GOVERNOR. THESE
FILES ARE MAINTAINED ONLY IN ELECTRONIC VERSIONS, INCLUDING MICROSOFT WORD DOCUMENTS AND PDFS. ALL
RECORDS ARE STORED IN THE G DRIVE. 

RETENTION: EVENT(END OF TERM) AND TRANSFER TO STATE ARCHIVES(WHS)

EVT SHSW N

00020000. STAFF ISSUE FILES

THESE FILES ARE MAINTAINED BY INDIVIDUAL POLICY STAFF AND OTHERS FOR PERSONAL CONVENIENCE AND
REFERENCE PURPOSES. THESE FILES MAY INCLUDE SOME EMAIL CORRESPONDENCE, CLIPPINGS, REPORTS AND
PUBLICATIONS, STAFF NOTES, AND OTHER INFORMATIONAL MATERIALS USED IN THE COURSE OF STAFF SUPPORT
ACTIVITIES ON BEHALF OF THE LT. GOVERNOR. THESE MATERIALS HAVE TEMPORARY, BUT NOT CONTINUING
USEFULNESS. ELECTRONIC DOCUMENTS ARE MAINTAINED IN MICROSOFT OUTLOOK, WORD, OR EXCEL, OR AS PDF'S,
AND ARE STORED ON THE G DRIVE.

RETENTION: EVENT(END OF TERM) AND DESTROY CONFIDENTIAL

EVT DEST Y

00021000. LEGAL CORRESPONDENCE

THESE FILES INCLUDE INCOMING REGULAR AND MICROSOFT OUTLOOK EMAIL CORRESPONDENCE ON LEGAL
SUBJECTS, CORRESPONDENCE, REPORTS, NOTICES, MEMORANDA AND ANALYSIS, AND PLEADINGS, AS WELL AS
INTERNAL CORRESPONDENCE CONCERNING THE MATTER IN QUESTION. 

THESE RECORDS MAY INCLUDE PRIVILEGED ATTORNEY-CLIENT COMMUNICATIONS OR ATTORNEY WORK PRODUCT
THAT ARE CONFIDENTIAL PURSUANT TO WIS. STAT. SS 905.03 AND WIS. NEWSPRESS, INC. V. SCH. DIST. OF SHEBOYGAN
FALLS, 199 WIS. 2D 768, 782-83, 546 N.W.2D 143 (1996).

RETENTION: EVENT(END OF TERM) + 2 YEARS AND TRANSFER TO SATE ARCHIVES(WHS)

EVT+2 SHSW Y

00023000. PHOTO ARCHIVES

PHOTO ARCHIVES INCLUDE PHOTOS AND IMAGES OF EVENTS THE LT. GOVERNOR HAS ATTENDED, AS WELL AS THE
MISCELLANEOUS PHOTOS RELATING TO THE LT. GOVERNOR'S OFFICE AND STAFF. PHOTOS ARE MAINTAINED
PRIMARILY AS JPEG FILES ON THE G DRIVE. 

RETENTION: EVENT(END OF TERM) AND TRANSFER TO STATE ARCHIVES (WHS)

EVT SHSW N
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