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Department NameDept. # PIIRetention Disposition

/525/ EXECUTIVE OFFICE - OFFICE OF THE GOVERNOR

00001000. EXECUTIVE CLEMENCY

REPRIEVES, COMMUTATIONS AND PARDONS: GRANTED OR DENIED BY THE GOVERNOR PURSUANT TO ARTICLE V,
SECTION 6 OF THE WISCONSIN CONSTITUTION AND SECTIONS 57.08, 57.09, 57.10 AND 57.11 OF THE WISCONSIN
STATUTES. THESE FILES MAY INCLUDE INDIVIDUAL APPLICATIONS, STATING NAME, DATE OF SENTENCE, REASON FOR
APPLYING, ADMISSION NOTIFICATION OF APPLICATION BY JUDGE AND DISTRICT ATTORNEY WHO PARTICIPATED IN THE
TRIAL, THE GRANT OF CLEMENCY OR LETTER OF DENIAL, AND RELATED CORRESPONDENCE. INDIVIDUAL APPLICANT
FILES MAY ALSO CONTAIN THE APPLICANT'S SOCIAL SECURITY NUMBER, HEALTH CARE RECORDS AND CRIMINAL
HISTORY INFORMATION, AS WELL AT THE VICTIM'S HOME ADDRESS OR OTHER INFORMATION REQUIRED BY LAW TO BE
KEPT CONFIDENTIAL. SEE 42 U.S.C. SS 405(C)(2)(C)(VIII)(I), WIS. STAT. SS SS 146.82 AND 304.10(3).

FILES ARE PRIMARILY PAPER, FILED BY YEAR AND ALPHABETICALLY BY LAST NAME. IN ADDITION, THERE ARE
ELECTRONIC FOLDERS FOR SCHEDULED HEARINGS OF THE PARDON ADIVSORY BOARD, CONTAINING AGENDAS,
HEARING NOTICES AND OTHER MATERIALS GENERATED IN CONNECTION WITH A SCHEDULED HEARING. ELECTRONIC
FILES, FORMATTED AS MICROSOFT WORD OR EXCEL DOCUMENTS OR PDFS SCANNED VIA ADOBE ACROBAT, ARE
STORED ON THE G DRIVE. 

EVENT = END OF TERM

EVT+15 SHSW Y

00001A00. EXECUTIVE CLEMENCY (INCOMPLETE APPLICATIONS)

REPRIEVES, COMMUTATIONS AND PARDONS, AUTHORIZED PURSUANT TO ARTICLE V, SEC. 6, WISCONSIN
CONSTITUTION, AND SECTIONS 57.08 - 57.11 OF THE WISCONSIN CONSTITUTION, BY THE GOVERNOR. THESE FILES ARE
INCOMPLETE, BUT MAY INCLUDE APPLICATION, STATING NAME, DATE OF SENTENCE, REASON FOR APPLYING, AND
ADMISSION NOTIFICATION OF APPLICATION BY JUDGE AND DISTRICT ATTORNEY WHO PARTICIPATED IN THE TRIAL.
THESE FILES MAY ALSO CONTAIN THE APPLICANT'S SOCIAL SECURITY NUMBER, HEALTH CARE RECORDS AND CRIMINAL
HISTORY INFORMATION, AND THE VICTIM'S HOME ADDRESS OR OTHER INFORMATION REQUIRED BY LAW TO BE KEPT
CONFIDENTIAL. SEE 42 U.S.C. SS 405(C)(2)(C)(VIII)(I), WIS. STAT. SS 146.82 AND 304.10(3).

FILES ARE PRIMARILY PAPER, BUT MAY ALSO INCLUDE ELECTRONIC DOCUMENTS IN MICROSOFT WORD OR EXCEL OR
PDFS SCANNED VIA ADOBE ACROBAT, STORED ON THE G DRIVE.

EVENT = END OF TERM.

EVT+4 DEST Y

00002000. EXTRADITIONS

ISSUED BY THE GOVERNOR PURSUANT TO CHAPTER 976, WISCONSIN STATUTES, THIS IS THE FORMAL REQUEST OF
THE GOVERNOR TO THE GOVERNOR OF ANOTHER STATE FOR THE RETURN OF AN INDIVIDUAL WHO IS CHARGED WITH
VIOLATING THE LAWS OF WISCONSIN, AND WARRANTS ISSUED BY THE GOVERNOR AUTHORIZING THE RETURN OF A
PERSON TO A DIFFERENT STATE.

DOCUMENTS IN THESE FILES MAY INCLUDE APPLICATIONS FROM A DISTRICT ATTORNEY OR THE DEPARTMENT OF
CORRECTIONS, ALONG WITH COURT RECORDS AND DOCUMENTATION ESTABLISHING PROBABLE CAUSE TO BELIVE
THAT A CRIME HAS BEEN COMMITTED, AND THAT THE SUBJECT OF THE REQUEST COMMITTED THE CRIME. DOCUMENTS
IN THE WARRANT FILES INCLUDE THE REQUISITION AND SUPPORTING DOCUMENTS FROM THE GOVERNOR OF ANOTHER
STATE, WARRANT AND AGENT'S AUTHORITY ISSUED BY THIS GOVERNOR, AND RELATED CORRESPONDENCE. FILES ARE
PRIMARILY PAPER, FILED BY YEAR AND ALPHABETICALLY BY LAST NAME, BUT ALSO INCLUDE ELECTRONIC RECORDS
SUCH AS EMAIL CORRESPONDENCE IN MICROSOFT OUTLOOK, COPIES OF THE WARRANTS AND EXTRADITION
REQUESTS AND TRACKING RECORDS MAINTAINED IN MICROSOFT WORD OR EXCEL, AS WELL AS PDFS SCANNED
MATERIALS VIA ADOBE ACROBAT. ELECTRONIC RECORDS ARE STORED ON THE G DRIVE.

EVENT = CLOSED

EVT+10 DEST Y

00003000. POLICY FILES

THESE ARE WORKING SUBJECT MATTER FILES MAINTAINED BY POLICY STAFF AND OTHERS RELATING TO SPECIFIED
POLICY AREAS, PARTICULAR POLICY INITIATIVES, DESIGNATED STATE AGENCIES, AND INTERGOVERNMENTAL AFFAIRS,
AMONG OTHERS. THESE FILES TYPICALLY CONTAIN CORRESPONDENCE, INCLUDING EMAIL, BACKGROUND
INFORMATION, E.G., CLIPPINGS, REPORTS, PUBLICATIONS AND MEMORANDA AND OTHER REFERENCE MATERIALS, AND
PRESS-PRODUCED BROCHURES FOR MAJOR POLICY INITIATIVES, ALL USED IN SUPPORT OF ACTIVITIES ASSOCIATED
WITH POLICY FORMULATION ON BEHALF OF THE GOVERNOR. POLICY FORMULATION ACTIVITIES INCLUDE, BUT ARE NOT
LIMITED TO, BRIEFINGS, BUDGET REVIEWS, SPEECHWRITING, AND LIAISON WITH STATE AND FEDERAL OFFICIALS AND
AGENCIES. SOME MATERIALS WITHIN THESE FILES MAY BE CONFIDENTIAL BASED ON ATTORNEY-CLIENT PRIVILEGE OR
WORK PRODUCT PURSUANT TO WIS. STATS. 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). IN ADDITION TO PAPER RECORDS, ELECTRONIC DOCUMENTS ARE
MAINTAINED IN MICROSOFT WORD, EXCEL AND OUTLOOK, OR AS PDFS SCANNED VIA ADOBE ACROBAT. ELECTRONIC
RECORDS ARE STORED ON THE D DRIVE.

NOTE: ADMINISTRATIONS MAY MAINTAIN EITHER A CENTRAL POLICY FILE OR SEPARATE INDIVIDUAL FILES CONCERNING

EVT SHSW Y

9/9/2016 Page 1



RDA # RDA Title

Department NameDept. # PIIRetention Disposition

/525/ EXECUTIVE OFFICE - OFFICE OF THE GOVERNOR
SPECIFIC FUNCTIONAL AREAS. IN EITHER CASE, RETAIN RECORDS UNTIL THE END OF THE TERM OF THE
ADMINISTRATION IN WHICH THE RECORD AS CREATED AND TRANSFER TO THE STATE HISTORICAL SOCIETY FOR
PERMANENT PRESERVATION.

EVENT = END OF TERM.

00004000. BOARD AND COMMISSION APPOINTEE FILES

MATERIALS DOCUMENTING THE GOVERNOR'S APPOINTMENTS AND NOMINATIONS TO STATE BOARDS, COMMISSIONS,
COMMITTEES, COUNCILS, TASK FORCES OR OTHER BODIES ("BOARD"). DOCUMENTS IN THE INDIVIDUAL FILES MAY
INCLUDE APPLICATIONS, COVER SHEETS, LETTERS OF RECOMMENDATION, LETTERS OF APPOINTMENT, RESUMES OF
APPOINTEES, CORRESPONDENCE, INCLUDING EMAIL, INTERNAL COMMUNICATIONS AND LETTERS TO INDIVIDUALS
BEING REPLACED ON THE RESPECTIVE BOARD.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION AS WELL AS SCANNED PDF
COPIES OF CERTAIN APPOINTMENT RECORDS ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT DATABASE ("IQ"), A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME APPOINTMENTS-RELATED
CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE RECORDS IN THE PAPER FILE,
WHICH IS MORE COMPLETE. PDF COPIES OF SIGNED APPOINTMENT LETTERS SCANNED VIA ADOBE ACROBAT,
MICROSOFT WORD DOCUMENTS, AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE STORED ON THE G DRIVE.

EVENT = END OF APPOINTEE'S TERM FROM ALL POSITIONS.

EVT+1 SHSW Y

00005000. BOARD AND COMMISSION APPLICANT FILES

MATERIALS DOCUMENTING UNSUCCESSFUL APPLICATIONS FROM INDIVIDUALS SEEKING GUBERNATORIAL
APPOINTMENTS TO STATE BOARDS, COMMISSIONS, COMMITTEES, COUNCILS, TASK FORCES OR OTHER BODIES
("BOARDS"). INDIVIDUAL APPLICANT FILES CONTAIN APPLICATIONS OR CORRESPONDENCE FROM INDIVIDUALS SEEKING
GUBERNATORIAL APPOINTMENTS, RELATED CORRESPONDENCE, INCLUDING EMAIL, LETTERS OF RECOMMENDATION
AND REPLY LETTERS. FILES MAY ALSO CONTAIN INTERNAL COMMUNICATIONS REGARDING APPLICANTS.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION AS WELL AS SCANNED PDF
COPIES OF SOME APPLICANT RECORDS ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN ("IQ"). IQ IS ALSO USED TO GENERATE SOME
APPOINTMENTS-RELATED CORRESPONDENCE. INFORMATIOIN AND DOCUMENTS MAINTAINED IN IQ DUPLICATE
RECORDS IN THE PAPER FILE WHICH IS MORE COMPLETE. COPIES OF MICROSOFT WORD DOCUMENTS, PDFS SCANNED
VIA ADOBE ACROBAT AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED ON THE G DRIVE OR IN IQ.

EVENT = END OF TERM.

EVT+2 DEST Y

00006000. BOARD FILES

THSE FILES CONTAIN INFORMATION CONCERNING EACH BOARD, COMMISSION, COMMITTEE, COUNCIL OR OTHER BODY
("BOARDS") CREATED BY STATUTE, EXECUTIVE ORDER OR DIRECTIVE OF THE GOVERNOR, TO WHICH GUBERNATORIAL
APPOINTMENTS ARE MADE. INFORMATION MAY INCLUDE DOCUMENTS CREATING THE BOARD, MINUTES OF SOME
MEETINGS, REPORTS, CORRESPONDENCE FROM AGENCIES OR INDIVIDUALS REGARDING THE PARTICULAR BOARD,
CORRESPONDENCE REGARDING BOARD APPOINTEES, CLIPPINGS AND PRESS RELEASES. ELECTRONIC
CORRESPONDENCE IS MAINTAINED IN MICROSOFT OUTLOOK AND ADDITIONAL ELECTRONIC INFORMATION AND
SUMMARIES ARE MAINTAINED IN MICROSOFT WORD OR IN PDFS SCANNED VIA ADOBE ACROBAT. ELECTRONIC
RECORDS ARE STORED ON THE G DRIVE.

ADMINISTRATIVE NOTE: RETAIN IN THE OFFICE FOR THE DURATION OF THE BOARD, IF POSSIBLE; THEN RETAIN AN
ADDITIONAL YEAR AT THE RECORDS CENTER BEFORE TRANSFER TO THE STATE HISTORICAL SOCIETY WITH
AUTHORITY TO WEED. FOR BOARDS WHICH SEEM LIKELY TO BE PERMANENT, RETAIN IN-HOUSE FOR SUCCESSOR
ADMINISTRATION, PRIOR TO TRANSFER TO THE RECORDS CENTER AND THEN TO THE HISTORICAL SOCIETY.

EVENT = END OF ADMINISTRATION.

EVT+1 SHSW Y

00007000. GOVERNOR'S SCHEDULES

SUMMARY AND DETAILED VERSIONS OF THE GOVERNOR'S OFFICIAL ACTIVITIES, INCLUDING MEETINGS HELD OR
ATTENDED, PUBLIC APPEARANCES AND TRAVEL, COMPILED FOR USE ON A DAILY OR LONGER-TERM BASIS. RECORDS
CONCERNING THE FIRST LADY'S AND CHIEF OF STAFF'S SCHEDULES ARE ALSO INCLUDED IN THIS SERIES. FILES
INCLUDE THE OFFICIAL COPY OF BRIEFING MATERIALS OR "BRIEFING BOOKS," INCLUDING BACKGROUND MATERIALS,
STAFF MEMORANDA AND OTHER COMMUNICATIONS RELEVANT TO SCHEDULED EVENTS THAT ARE COLLECTED AND
MAINTAINED FOR THE GOVERNOR'S PREPARATION AND APPEARANCE AT THESE EVENTS, AS WELL AS RECORDS
CONCERNING PHONE CALLS MADE OR RETURNED BY THE GOVERNOR AND MATERIALS FROM CONFERENCES IN WHICH
THE GOVERNOR HAS PARTICIPATED. THE SCHEDULES THEMSELVES ARE MAINTAINED IN PAPER OR MICROSOFT
VERSIONS. ELECTRONIC RECORDS, INCLUDING MICROSOFT OUTLOOK EMAIL, WORD OR EXCEL DOCUMENTS, OR PDFS
SCANNED VIA ADOBE ACROBAT, ARE MAINTAINED ON THE G DRIVE.

EVT SHSW Y
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ADMINISTRATIVE NOTE: RETAIN UNTIL THE END OF THE GOVERNOR'S ADMINISTRATION, THEN TRANSFER TO WHS WITH
AUTHORITY TO WEED. ALSO NOTE THAT PRINTED COPIES OF THE GOVERNOR'S AND CHIEF OF STAFF'S SCHEDULES
ARE ROUTINELY TRANSMITTED TO THE LEGAL DEPARTMENT FOR REDACTION AND RELEASE IN RESPONSE TO PUBLIC
RECORDS REQUESTS. REDACTED COPIES ARE SCANNED AS PDFS VIA ADOBE ACROBAT, AND STORED ON THE G DRIVE.
COPIES OF RECORDS RELEASED UNDER THE PUBLIC RECORDS LAW ARE SCHEDULED UNDER RDA # 00037.

EVENT = END OF ADMINISTRATION.

00008000. INVITATIONS & APPEARANCES

THESE FILES INCLUDE CORRESPONDENCE INVITING THE GOVERNOR OR FIRST LADY TO ATTEND OR PARTICIPATE IN
NUMEROUD TYPES OF EVENTS, AND THE REPLIES TO SUCH REQUESTS. INVITATIONS ADDRESSED TO THE GOVERNOR
ARE LOGGED INTO INTRANET QUORUM ENTERPRISE CONTACT MANAGEMENT AND WORKFLOW FOR GOVERNMENT
("IQ"), A PROPRIETARY SOFTWARE APPLICATION DEVELOPED AND LICENSED BY LOCKHEED MARTIN, THEN
SUMMARIZED AND SCANNED FOR USE AS A TRACKING AND SCHEDULING TOOL. PAPER COPIES ARE FILED FOLLOWING
ENTRY INTO IQ. IQ IS USED TO GENERATE LETTERS OF REGRET, AND COPIES OF REPLIES ARE MAINTAINED IN IQ. SOME
REQUESTS OR INVITATIONS ARE SCANNED AND FORWARDED TO INDIVIDUALS OR TO OTHER STATE AGENCIES, WITH A
REQUEST TO ATTEND OR MAINTAINED IN IQ. SOME REQUESTS OR INVITATIONS ARE SCANNED AND FORWARDED TO
INDIVIDUALS OR TO OTHER STATE AGENCIES, WITH A REQUEST TO ATTEND OR RESPOND ON BEHALF OF THE
GOVERNOR (SOMETIMES CALLED "SURROGATE REQUESTS"). THESE ARE CODED AND TRACKED IN IQ, AND THEN SENT
VIA EMAIL TO THE AGENCY OR INDIVIDUAL FOR HANDLING. ELECTRONIC RECORDS ARE MAINTAINED IN IQ AND
MICROSOFT OUTLOOK EMAIL AND WORD DOCUMENTS ARE ARCHIVED ON THE G DRIVE. 

ADMINISTRATIVE NOTE: RETAIN UNTIL THE END OF THE TERM OF THE ADMINISTRATION IN WHICH THE EVENT WAS
SCHEDULED, THEN DESTROY. 

EVENT = END OF TERM.

EVT DEST Y

00010000. GOVERNOR'S SPEECHES

READING COPIES OF SPEECHES PREPARED FOR THE GOVERNOR'S DELIVERY ARE MAINTAINED ELECTRONICALLY BOTH
IN MICROSFOT WORD COPIES AND AS PDFS SCANNED VIA ADOBE ACROBAT. THESE FILES MAY ALSO INCLUDE
SUCCESSIVE DRAFTS OR MORE SIGNIFICANT SPEECHES, E.G., "STATE OF THE STATE," AND AUDIO, VIDEO OR DIGITAL
RECORDINGS OF SOME SPEECHES. IN ADDITION TO AUDIO- AND VIDEOTAPES, RECORDED SPEECHES MAY ALSO BE IN
DVD OR HD FORMAT. THESE RECORDS ARE MAINTAINED ON THE G DRIVE.

ADMINISTRATIVE NOTE: RETAIN UNTIL THE END OF THE TERM IN WHICH THE SPEECH WAS CREATED; THEN TRANSFER
TO STATE HISTORICAL SOCIETY WITH THE AUTHORITY TO WEED.

EVENT = END OF TERM.

EVT SHSW N

00011000. PRESS RELEASES

PRESS RELEASES ISSUED BY THE GOVERNOR'S PRESS OFFICE. THESE ARE MAINTAINED ONLY IN ELECTRONIC
VERSIONS, INCLUDING MICROSOFT WORD DOCUMENTS, PDFS SCANNED VIA ADOBE ACROBAT AND AS EMAILS SENT VIA
MICROSOFT OUTLOOK. IN ADDITION TO PRESS RELEASES THEMSELVES, STAFF MAINTAIN A "MEDIA LIST" OF PRESS
CONTACTS, LOCATED IN MICROSOFT OUTLOOK OR IN A MICROSOFT EXCEL SPREADSHEET. ALL OF THESE RECORDS
ARE STORED ON THE G DRIVE.

ADMINISTRATIVE NOTE: RETAIN UNTIL THE END OF THE TERM IN WHICH THE RECORD WAS CREATED; THEN TRANSFER
TO STATE HISTORICAL SOCIETY FOR PRESERVATION WITH THE AUTHORITY TO WEED. 

EVENT = END OF TERM.

EVT SHSW N

00012000. CONSTITUENT CORRESPONDENCE

CORRESPODENCE FROM MEMBERS OF THE PUBLIC TO THE 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 PETITIONERS OR IN RESPONSE TO BULK MAIL CAMPAIGNS, TRACKING
INFORMATION, INCLUDING REFERRALS WITHIN THE GOVERNOR'S OFFICE OR TO OTHER AGENCIES FOR DIRECT
RESPONSE, INTERNAL COMMUNICATIONS CONCERNING INDIVIDUAL INQUIRIES OR SUBJECTS OF GENERAL INTEREST,
LISTS OR MICROSOFT EXCEL SPREADSHEETS COMPILING CONTACT AND OTHER INFORMATION CONCERNING
CORRESPONDENCE ON PARTICULAR SUBJECTS. 

SINCE APPROXIMATELY 2004, INCOMING CONSTITUENT CORRESPONDENCE IS ORDINARILY LOGGED AND TRACKED
ELECTRONICALLY, USING INTRANET QUORUM ENTERPRISE CONTACT MANAGEMENT AND WORKFLOW FOR
GOVERNMENT ("IQ"), A PROPRIETARY SOFTWARE APPLICATION DEVELOPED AND LICENSED BY LOCKHEED MARTIN.
INCOMING CONSTITUENT CORRESPONDENCE IS LOGGED BY THE NAME OF THE CORRESPONDENT AND ASSIGNED A
UNIQUE TRACKING NUMBER. PAPER CORRESPONDENCE AND RELATED MATERIALS ARE FILED UNDER THE IQ-ASSIGNED
NUMBER. REPLIES ARE MAINTAINED ONLY IN ELECTRONIC FORMAT, INCLUDING MICROSOFT WORD, PDFS SCANNED VIA
ADOBE ACROBAT, OR A CODE NUMBER IDENTIFYING THE FORM RESPONSE, WITH THE EXCEPTION OF SIGNIFICANT

EVT+1 SHSW Y

9/9/2016 Page 3



RDA # RDA Title

Department NameDept. # PIIRetention Disposition

/525/ EXECUTIVE OFFICE - OFFICE OF THE GOVERNOR
CORRESPONDENCE SIGNED BY THE GOVERNOR, FOR WHICH A PAPER COPY MAY ALSO BE MAINTAINED. THE IQ
APPLICATION MAINTAINS A LIBRARY OF ALL FORM LETTERS USED IN RESPONSE TO CONSTITUENT CORRESPONDENCE.
ELECTRONIC RECORDS ARE STORED IN IQ AND ON THE G DRIVE. 

EVENT = END OF TERM.

00014000. MISCELLANEOUS CORRESPONDENCE (NO RESPONSE)

CORRESPONDENCE, ARRANGED BY DATE, INCLUDING GENERAL REQUESTS 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 WITHIN THE INTRANET QUORUM DATABASE SYSTEM (SEE
RDA # 00012). EMAIL CORRESPONDENCE RECEIVED VIA MICROSOFT OUTLOOK IS ARCHIVED ON THE G DRIVE.

ADMINISTRATIVE NOTE: RETAIN FOR TWO YEARS AFTER RECEIPT AND REVIEW, THEN DESTROY. 

EVENT = CLOSED FOLLOWING RECEIPT AND REVIEW. 
EVENT = CLOSED FOLLOWING RECEIPT AND REVIEW.

EVT+2 DEST Y

00015000. PROCLAMATIONS

COPIES OF PROCLAMATIONS ISSUED BY THE GOVERNOR AND RELATED MATERIALS THAT MAY INCLUDE
CORRESPONDENCE, INCLUDING EMAIL, INITIATING REQUESTS FOR A PROCLAMATION, STAFF MEMORANDA
CONCERNING THE REQUEST AND A LIST OF PROCLAMATIONS ISSUED. WHILE FAXED OR MAILED CORRESPONDENCE IS
MAINTAINED IN A PAPER FILE, EMAIL CORRESPONDENCE IS STORED IN MICROSOFT OUTLOOK AND COPIES OF THE
PROCLAMATIONS THEMSELVES ARE RETAINED AS MICROSOFT WORD DOCUMENTS. ELECTRONIC RECORDS WILL BE
ARCHIVED ON THE G DRIVE.

NOTE: OFFICIAL COPY OF ALL PROCLAMATIONS IS FILED IN THE OFFICE OF THE SECRETARY OF STATE. 

EVENT = END OF TERM.

EVT+1 DEST N

00016000. CERTIFICATES

COPIES OF OFFICIAL CERTIFICATES PREPARED AND SIGNED BY THE GOVERNOR AT THE REQUEST OF INDIVIDUALS AND
ORGANIZATIONS, FREQUENTLY TO COMMEMORATE REUNIONS, CELEBRATIONS, RETIREMENTS, BIRTHDAYS,
GROUNDBREAKINGS, AND OTHER EVENTS OF SIGNIFICANCE TO THE REQUESTER, AS WELL AS RELATED RECORDS
SUCH AS THE WRITTEN REQUEST SENT BY MAIL, FAX OR EMAIL. WHILE FAXED OR MAILED REQUESTS ARE INCLUDED IN
A PAPER FILE, EMAILED REQUESTS ARE STORED IN MICROSOFT OUTLOOK AND THE OFFICIAL COPIES OF THE
CERTIFICATES THEMSELVES ARE RETAINED AS MICROSOFT WORD DOCUMENTS. ELECTRONIC RECORDS ARE
ARCHIVED ON THE G DRIVE. 

EVENT = CREATION.

EVT+1 DEST Y

00017000. PUBLICATIONS AND REPORTS

REPORTS RECEIVED BY THE GOVERNOR'S OFFICE FROM STATE OR FEDERAL AGENCIES, THE LEGISLATURE, PRIVATE
COMPANIES AND FROM OTHER STATES, RETAINED BY THE GOVERNOR'S OFFICE FOR POTENTIAL REFERENCE OR
OFFICIAL USE, BUT NOT USED IN CONNECTION WITH SPECIFIC STAFF PROJECTS.

NOTE: COPIES OF REPORTS USED AS REFERENCE MATERIALS ARE FILED IN SUBJECT FILES THROUGHOUT THE OFFICE.

EVENT = RECEIPT OF MATERIAL.

EVT+1 SHSW N

00019000. CORRESPONDENCE

THESE FILES INCLUDE CORRESPONDENCE, INCLUDING ATTACHMENTS AND ENCLOSURES, BOTH PAPER AND
ELECTRONIC, ADDRESSED OR REFERRED TO THE CHIEF OF STAFF, AND COPIES OF REPLIES. IN ADDITION TO PAPER
FILES, THE RECORDS CONSIST OF EMAIL CORRESPONDENCE SENT OR RECEIVED THROUGH MICROSOFT OFFICE, WITH
ATTACHMENTS IN MICROSOFT WORD OR EXCEL, OR PDFS SCANNED VIA ADOBE ACROBAT. ELECTRONIC RECORDS,
INCLUDING ARCHIVED EMAIL, ARE STORED ON THE G DRIVE.

EVENT = END OF TERM.

EVT+1 SHSW Y

00020000. CHIEF OF STAFF ISSUE FILES

THESE FILES RELEATE TO IMPORTANT POLICY OR OTHER SUBSTANTIVE ISSUES ASSIGNED TO THE CHIEF OF STAFF,
INCLUDING BUDGETARY MATTERS, STATE AGENCY MATTERS, CABINET LEVEL AGENCIES AND APPOINTMENTS, AS WELL
AS INTERNAL ADMINITRATIVE AND PERSONNEL MATTERS, AND MAY TAKE THE FORM OF REPORTS, RELATED PAPER
AND ELECTRONIC CORRESPONDENCE, REFERENCE AND RESEARCH MATERIALS. ELECTRONIC CORRESPONDENCE AND
DOCUMENTS ARE MAINTAINED IN MICROSOFT OUTLOOK AND MICROSOFT WORD OR EXCEL WITH PDFS SCANNED VIA
ADOBE ACROBAT, AND ARE STORED ON THE G DRIVE.

EVT+1 SHSW Y
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EVENT = END OF TERM.

00023000. 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 GOVERNOR. THESE MATERIALS HAVE TEMPORARY, BUT NOT CONTINUING USEFULNESS.
ELECTRONIC DOCUMENTS ARE MAINTAINED IN MICROSOFT OUTLOOK, WORD OR EXCEL, OR AS PDFS SCANNED VIA
ADOBE ACROBAT, AND ARE STORED ON THE G DRIVE. 

EVENT = CLOSED WHEN SUPERSEDED.

EVT+0/6 DEST N

00024000. LEGAL CORRESPONDENCE

THESE FILES INLCUDE INCOMING REGULAR AND MICROSOFT OUTLOOK EMAIL CORRESPONDENCE AND COPIES OF
REPLIES ON MISCELLANEOUS LEGAL SUBJECTS, CORRESPONDENCE, REPORTS, NOTICES AND PLEADINGS RECEIVED
FROM FEDERAL AGENCIES OR REGARDING OTHER CASES IN WHICH THE STATE OF WISCONSIN HAS CHOSEN NOT TO
PARTICIPATE, NOTARY PUBLIC INVESTIGATION FILES, AND MISCELLANEOUS MATERIALS NOT FILED BY SUBJECT
MATTER, 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).

MICROSOFT OUTLOOK EMAIL, ELECTRONIC DOCUMENTS MAINTAINED IN MICROSOFT WORD OR EXCEL, AND PDF
DOCUMENTS SCANNED VIA ADOBE ACROBAT ARE STORED ON THE G DRIVE. 

EVENT = END OF TERM.

EVT+2 SHSW Y

00025000. JUDICIAL APPLICANTS

CONTAINS APPLICATIONS OR CORRESPONDENCE FROM UNSUCCESSFUL APPLICANTS APPLYING FOR JUDICIAL
APPOINTMENTS, AND MAY INCLUDE LETTERS OF RECOMMENDATION FOR THE INDIVIDUAL, REPLIES AND RELATED
CORRESPONDENCE, INCLUDING EMAIL. THESE FILES MAY ALSO CONTAIN OFFICE COMMUNICATIONS CONCERNING THE
APPOINTMENT. 

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION, AS WELL AS SCANNED PDF
COPIES OF SOME APPLICANT RECORDS, ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME APPOINTMENTS-RELATED
CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE RECORDS IN THE PAPER FILE
WHICH IS MORE COMPELTE. COPIES OF MICROSOFT WORD DOCUMENTS, PDFS SCANNED VIA ADOBE ACROBAT, AND
E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED ON THE G DRIVE OR IN IQ.

EVENT = END OF TERM.

EVT+4 DEST Y

00026000. JUDICIAL APPOINTMENTS

CONTAINS APPLICATIONS AND CORRESPONDENCE FROM INDIVIDUALS APPOINTED TO A JUDGESHIP, LETTERS OF
RECOMMENDATION AND REPLIES TO SUCH LETTERS, LETTERS OF APPOINTMENT, RELATED CORRESPONDENCE,
INCLUDING EMAIL, AS WELL AS INTERNAL OFFICE COMMUNICATIONS CONCERNING THE APPOINTMENT.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTORNIC CONTACT INFORMATION AS WELL AS SCANNED PDF
COPIES OF SOME APPOINTMENT RECORDS ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME APPOINTMENTS-RELATED
CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE RECORDS IN THE PAPER FILE,
WHICH IS MORE COMPLETE. COPIES OF MICROSOFT WORD DOCUMENTS, PDF COPIES SCANNED VIA ADOBE ACROBAT,
AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED ON THE G DRIVE OR IN IQ.

EVENT = END OF TERM.

EVT+4 SHSW Y

00027000. LEGISLATIVE FILES

FILES PREPARED FOR THE GOVERNOR ON ALL LEGISLATION SUBMITTED FOR HIS APPROVAL, VETO OR PARTIAL VETO
DURING A LEGISLATION SESSION. THESE FILES MAY CONTAIN THE BILL, THE BILL HISTORY, DOA ANALYSIS, BILL
BRIEFING MEMOS, LEAD STAFF MEMOS AUTHORED BY LEGISLATIVE STAFFERS OR OTHER INTERNAL MEMORANDA
REGARDING SPECIFIC LEGISLATION, CORRESPONDENCE AND OTHER RELATED MATERIALS. IN ADDITION, THESE FILES
INCLUDE CORRESPONDENCE FROM OR TO INDIVIDUAL LEGISLATORS OR LEGISLATIVE COMMITTEES, FILED UNDER THE
NAME OF THE LEGISLATOR OR COMMMITTEE, RELATING TO A VARIETY OF TOPICS OTHER THAN, OR IN ADDITION TO,
SPECIFIC LEGISLATION. ELECTRONIC FILES ARE MAINTAINED IN MICROSOFT OUTLOOK, AS MICROSOFT WORD OR
EXCEL DOCUMENTS, OR AS PDFS SCANNED VIA ADOBE ACROBAT, AND ARE STORED ON THE G DRIVE. THESE FILES

EVT+2 SHSW Y
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MAY CONTAIN ATTORNEY-CLIENT COMMUNICATIONS OR ATTORNEY WORK PRODUCT THAT ARE CONFIDENTIAL
PURSUANT TO WIS. STATS. SEC. 905.03 AND WIS. NEWSPRESS, INC. V. SCH. DIST. OF SHEBOYGAN FALLS, 199 WIS. 2D
768, 782-83, 546 N.W.2D 143 (1996).

EVENT = END OF TERM.

00028000. COURTESY CORRESPONDENCE

THESE FILES INCLUDE OUTGOING PERSONAL LETTERS FROM THE GOVERNOR OR FIRST LADY, INCLUDING BIRTHDAY
WISHES, THANK YOU LETTERS, GET WELL WISHES, CONGRATULATIONS, CONDOLENCES, LETTERS OF
RECOMMENDATION, GREETINGS TO MILITARY PERSONNEL AND OTHER PERSONAL COURTESY MESSAGES, AS WELL AS
INCOMING COURTESY CORRESPONDENCE ADDRESSED TO EITHER ONE. SOME PAPER COPIES ARE MAINTAINED, BUT
THE ELECTRONIC FILES, INCLUDING MICROSOFT OUTLOOK EMAIL, MICROSOFT WORD DOCUMENTS OR PDF VERSIONS
SCANNED VIA ADOBE ACROBAT, ARE MORE COMPLETE. ELECTRONIC RECORDS ARE STORED ON THE G DRIVE.

EVENT = END OF TERM.

EVT+2 DEST Y

00030000. GOVERNOR'S GENERAL CORRESPONDENCE

THESE FILES CONTAIN THE GOVERNOR'S CORRESPONDENCE, INCOMING AND OUTGOING, ON OFFICIAL MATTERS,
INCLUDING ROUTINE OFFICIAL MATTERS, CONGRESSIONAL CORRESPONDENCE AND SIGNIFICANT CORRESPONDENCE
PERSONALLY REVIEWED BY THE GOVERNOR RELATING TO A VARIETY OF SENSITIVE OR OTHERWISE IMPORTANT
MATTERS. FILES MAY ALSO INCLUDE OFFICIAL CORRESPONDENCE HANDLED BY THE FIRST LADY AS WELL AS
MISCELLANEOUS MATERIALS OR COMMUNICATIONS RELATED TO THE OFFICIAL CORRESPONDENCE. SOME OF THIS
CORRESPONDENCE MAY BE LOGGED AND TRACKED ELECTRONICALLY, USING INTRANET QUORUM ENTERPRISE
CONTACT MANAGEMENT AND WORKFLOW FOR GOVERNMENT, A PROPRIETARY SOFTWARE APPLICATION DEVELOPED
AND LICENSED BY LOCKHEED MARTIN ("IQ"; SEE RDA # 00012). ELECTRONIC FILES ARE MAINTAINED IN MICROSOFT
WORD OR IN PDF FILES SCANNED VIA ADOBE ACROBAT AND ARE STORED ON THE G DRIVE OR IN IQ.

[*NOTE: THIS RDA IS INTENDED TO CAPTURE OFFICIAL CORRESPONDENCE OF THE GOVERNOR THAT IS NOT COVERED
BY OTHER RDAS, SUCH AS 00003 (POLICY FILES) OR #00012 (CONSTITUENT CORRESPONDENCE).]

EVENT = END OF TERM.

EVT+2 SHSW Y

00031000. COURTESY CORRESPONDENCE - HANDWRITTEN

THESE FILES CONTAIN COPIES OF CORRESPONDENCE, HAND-WRITTEN BY THE GOVERNOR, IN RESPONSE TO A
SIGNIFICANT EVENT, SUCH AS A GIFT, A DEATH IN THE RECIPIENT'S FAMILY, ILLNESS OR SPECIAL RECOGNITION DUE
THE RECIPIENT. 

EVENT = END OF TERM.

EVT+2 SHSW Y

00032000. BUILDING & LAND CONTRACT CORRESPONDENCE

FILES CONTAIN CORRESPONDENCE AND INTERNAL OR AGENCY-GENERATED MEMORANDA RELATING TO STATE
CONTRACTS SIGNED BY THE GOVERNOR AT THE REQUEST OF VARIOUS STATE AGENCIES. THESE FILES DO NOT
ORDINARILY CONTAIN COPIES OF THE CONTRACTS THEMSELVES, WHICH ARE RETURNED TO THE AGENCY AFTER
SIGNING BY THE GOVERNOR. FILES INCLUDE PAPER RECORDS AS WELL AS ELECTRONIC DOCUMENTS CREATED IN
MICROSOFT WORD OR MICROSOFT OUTLOOK AND STORED ON THE G DRIVE.

EVENT = END OF TERM.

EVT+2 DEST N

00033000. SPECIAL COUNSEL CONTRACT FILES

FILES CONTAIN CORRESPONDENCE, OFFICE MEMORANDA, COPIES OF SOME PLEADINGS, CONTRACT DOCUMENTS,
BILLING RECORDS AND RELATED MATERIALS RELATING TO LAWSUITS FILED AGAINST STATE EMPLOYEES OR THE
STATE OF WISCONSIN OR TO CASES IN WHICH THE GOVERNOR HAS REQUESTED THAT THE DEPARTMENT OF JUSTICE
("DOJ") INITIATE LITIGATION ON BEHALF OF THE STATE, WHERE REPRESENTATION IS NOT PROVIDED BY THE DOJ AND
PRIVATE COUNSEL IS RETAINED. THESE FILES MAY CONTAIN CORRESPONDENCE AND OFFICE MEMORANDA
CONCERNING THE PARTICULAR LAWSUIT, INCLUDING PRIVILEGED ATTORNEY-CLIENT COMMUNICATIONS OR ATTORNEY
WORK PRODUCT THAT ARE CONFIDENTIAL PURSUANT TO WIS. STATS. 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). IN ADDITION TO PAPER DOCUMENTS, THE
FILES ALSO INCLUDE ELECTRONIC DOCUMENTS CREATED IN MICROSOFT OUTLOOK, MICROSOFT WORD OR PDF
DOCUMENTS SCANNED VIA ADOBE ACROBAT STORED ON THE G DRIVE.

NOTE: DOJ MAINTAINS THE ORIGINAL COPIES OF THE CONTRACTS AND BILLING RECORDS, AND ADMINISTERS
PAYMENTS MADE UNDER THE ORIGINAL CONTRACTS; RETAINED SPECIAL COUNSEL MAINTAINS THE COMPLETE FILE
FOR A SIGNIFICANT PERIOD OF TIME PURSUANT TO THE RULES OF PROFESSIONAL RESPONSIBILITY.

EVENT = CONCLUSION OF CASE.

EVT+6 SHSW Y

00034000. CLIPPING FILES EVT+2 DEST N
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THESE FILES CONTAIN CLIPPINGS FROM PRINT AND ELECTRONIC MEDIA AROUND THE STATE, AS WELL AS REGIONAL
OR NATIONAL MEDIA, CONCERNING THE GOVERNOR, THE EXECUTIVE OFFICE AND SUBSTANTIVE ISSUES PERTAINING
TO THE STATE OF WISCONSIN. MAINTAINED CHRONOLOGICALLY BY YEAR, MONTH AND DAY, THESE RECORDS ARE
STORED ELECTRONICALLY AS SENT EMAILS IN MICROSOFT OUTLOOK. IN ADDITION, INDIVIDUAL STORIES ARE ALSO
SAVED AS MICROSOFT WORD DOCUMENTS. ALL OF THESE CLIPPING RECORDS ARE STORED ON THE G DRIVE.

EVENT = END OF TERM.

00036000. EXECUTIVE ORDERS

CONTAINS COPIES OF EXECUTIVE ORDERS SIGNED BY THE GOVERNOR AND THE SECRETARY OF STATE. THESE FILES
MAY CONTAIN CORRESPONDENCE AND INTERNAL COMMUNICATIONS, INCLUDING MICROSOFT OUTLOOK EMAIL,
CONCERNING THE PARTICULAR ORDER. IN ADDITION TO PAPER COPIES, THE FILES INCLUDE MAY INCLUDE ELECTRONIC
COPIES IN MICROSOFT WORD, AS WELL AS PDFS OF THE ORIGINALS SCANNED VIA ADOBE ACROBAT, SHOWING BOTH
THE GOVERNOR'S AND SECRETARY OF STATE'S SIGNATURES AND THE GREAT SEAL. ELECTRONIC RECORDS ARE
STORED ON THE G DRIVE.

NOTE: DUPLICATE ORIGINAL SIGNED AND SEALED COPIES ARE FILED WITH THE CHIEF CLERKS OF THE WISCONSIN
SENATE AND ASSEMBLY, THE PRESIDENT OF THE SENATE, THE SPEAKER OF THE ASSEMBLY AND THE SECRETARY OF
STATE. 

EVENT = END OF TERM.

EVT+4 DEST N

00037000. OPEN RECORD REQUESTS

FILES CONTAIN REQUESTS FOR RECORDS RECEIVED BY THE GOVERNOR'S OFFICE PURSUANT TO WIS. STAT. SEC.
19.35, THE RESPONSE AND ASSOCIATED DOCUMENTS. FILES FOR WHICH THE REQUEST HAS BEEN DENIED WHOLLY OR
IN PART MAY CONTAIN PRIVILEGED ATTORNEY-CLIENT COMMUNICATIONS OR WORK PRODUCT THAT ARE
CONFIDENTIAL PURSUANT TO WIS. STATS. 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), AS WELL AS OTHER INFORMATION REQUIRED BY LAW TO BE KEPT
CONFIDENTIAL FOR REASONS STATE IN THE FILES. IN ADDITION TO PAPER FILES, SOME RECORDS ARE MAINTAINED IN
MICROSOFT OUTLOOK, MICROSOFT WORD OR IN PDFS SCANNED VIA ADOBE ACROBAT. ELECTRONIC RECORDS ARE
STORED ON THE G DRIVE. 

EVENT = END OF TERM.

EVT+3 DEST Y

00038000. AMICUS LITIGATION FILES

FILES CONSIST OF CORRESPONDENCE, INCLUDING EMAIL, AND OCCASIONAL PLEADINGS OR BRIEFS, RELATING TO
LAWSUITS IN WHICH THE STATE OF WISCONSIN FILES A MOTION TO INTERVENE AS A FRIEND OF THE COURT ON
BEHALF OF THE BEST INTERESTS OF THE PEOPLE OF THE STATE OF WISCONSIN. PARTICIPATION IN THESE LAWSUITS
IS ORDINARILY HANDLED BY THE DEPARTMENT OF JUSTICE, WHICH MAINTAINS THE COMPLETE FILE UNLESS SPECIAL
COUNSEL IS SECURED. THE FILES MAY CONTAIN CORRESPONDENCE AND INTERNAL MEMORANDA CONCERNING THE
LAWSUIT, INCLUDING PRIVILEGED ATTORNEY-CLIENT COMMUNICATIONS OR WORK PRODUCT THAT ARE CONFIDENTIAL
PURSUANT TO WIS. STATS. 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). IN ADDITION TO PAPER FILES, SOME DOCUMENT ARE MAINTAINED IN MICROSOFT
OUTLOOK, MICROSOFT WORD OR AS PDFS SCANNED VIA ADOBE ACROBAT. ELECTRONIC RECORDS ARE STORED ON
THE G DRIVE. 

EVENT = END OF TERM.

EVT+1 SHSW N

00039000. DEPARTMENT OF JUSTICE REPRESENTATION FILES

CASE FILES CONSISTING OF CORRESPONDENCE, SOME PLEADINGS OR RELATED CASE MATERIALS FOR LAWSUITS
FILED AGAINST THE GOVERNOR OR THE STATE OF WISCONSIN WHICH ARE REFERRED TO THE DEPARTMENT OF
JUSTICE ("DOJ") FOR LEGAL REPRESENTATION, AS WELL AS FILES FOR CASES IN WHICH EITHER THE GOVERNOR OR
THE ATTORNEY GENERAL HAS REQUESTED THAT DOJ INITIATE LITIGATION ON BEHALF OF THE STATE OF WISCONSIN.
THESE FILES MAY INCLUDE CORRESPONDENCE AND INTERNAL COMMUNICATIONS, INCLUDING EMAIL, CONTAINING
ATTORNEY-CLIENT COMMUNICATIONS OR ATTORNEY WORK PRODUCT THAT ARE CONFIDENTIAL PURSUANT TO WIS.
STATS. 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). ELECTRONIC FILES ARE MAINTAINED IN MICROSOFT OUTLOOK, MICROSOFT WORD OR AS PDFS SCANNED VIA
ADOBE ACROBAT. ELECTRONIC RECORDS ARE STORED ON THE G DRIVE.

NOTE: DOJ MAINTAINS THE COMPELTE FILE BASED ON THE REFERRAL AND REQUEST FOR REPRESENTATION FROM THE
GOVERNOR'S OFFICE. THE MAJORITY OF THESE FILES ARE CLOSED AT THE END OF THE GOVERNOR'S TERM, BUT THE
RELATIVELY SMALL NUMBER OF OPEN CASES NEED TO BE MAINTAINED INTO THE TERM OF A SUCCESSOR
ADMINISTRATION. 

EVENT = CLOSED OR END OF TERM, WHICHEVER IS LATER.

EVT+4 SHSW Y

00040000. COUNTY OFFICE APPOINTMENTS

CONTAINS APPLICATION MATERIALS AND CORRESPONDENCE FROM INDIVIDUALS APPOINTED TO THE COUNTY

EVT+1 SHSW Y

9/9/2016 Page 7



RDA # RDA Title

Department NameDept. # PIIRetention Disposition

/525/ EXECUTIVE OFFICE - OFFICE OF THE GOVERNOR
POSITIONS OF CORONER, DISTRICT ATTORNEY, REGISTER OF DEEDS OR SHERIFF. THESE FILES MAY ALSO INCLUDE
LETTERS OF RECOMMENDATION, RELATED CORRESPONDENCE INCLUDING EMAIL, COPIES OF PRESS RELEASES,
LETTERS OF APPOINTMENT, INTERNAL COMMUNICATIONS AND TRACKING INFORMATION CONCERNING THE
APPOINTMENT.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION AS WELL AS SCANNED PDF
COPIES OF SOME APPOINTMENT RECORDS ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME APPOINTMENTS-RELATED
CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE RECORDS IN THE PAPER FILE,
WHICH IS MORE COMPLETE. COPIES OF MICROSOFT WORD DOCUMENTS, PDF COPIES SCANNED VIA ADOBE ACROBAT,
AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED ON THE G DRIVE OR IN IQ.

EVENT = END OF TERM.

00041000. COUNTY OFFICE APPLICANTS

FILES CONTAIN APPLICATIONS AND CORRESPONDENCE FROM INDIVIDUALS WHO APPLIED UNSUCCESSFULLY FOR THE
COUNTY POSITIONS OF CORONER, DISTRICT ATTORNEY, REGISTER OF DEEDS OR SHERIFF. THESE FILES MAY ALSO
INCLUDE LETTERS OF RECOMMENDATION, RELATED CORRESPONDENCE INCLUDING EMAIL, AND INTERNAL
COMMUNICATIONS CONCERNING THE APPOINTMENT.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION AS WELL AS SCANNED PDF
COPIES OF SOME APPLICANT RECORDS ARE MAINTAINED IN THE INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY SOFTWARE APPLICATION
DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME APPOINTMENTS-RELATED
CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE RECORDS IN THE PAPER FILE,
WHICH IS MORE COMPLETE. COPIES OF MICROSOFT WORD DOCUMENTS, PDF COPIES SCANNED VIA ADOBE ACROBAT,
AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED ON THE G DRIVE OR IN IQ. 

EVENT = END OF TERM.

EVT+1 DEST Y

00042000. CABINET AGENCY APPOINTMENTS

THESE FILES CONTAIN GENERAL INFORMATION, CORRESPONDENCE, CLIPPINGS AND PRESS RELEASES RELATING TO
EACH CABINET AGENCY, AS WELL AS MATERIALS RELATING TO CABINET SECRETARY APPOINTMENTS WITHIN THE
PARTICULAR CABINET AGENCY. MATERIALS RELATING TO SPECIFIC APPOINTMENTS INCLUDE RELATED
CORRESPONDENCE, INCLUDING EMAIL, LETTERS OF APPOINTMENT AND RELATED DOCUMENTATION REGARDING
SENATE CONFIRMATION.

ALTHOUGH THE RECORDS ARE PRIMARILY PAPER, ELECTRONIC CONTACT INFORMATION, SOME CORRESPONDENCE, AS
WELL AS SCANNED PDF COPIES OF SOME APPOINTMENT RECORDS ARE MAINTAINED IN INTRANET QUORUM
ENTERPRISE CONTACT MANAGEMENT AND WORFLOW FOR GOVERNMENT ("IQ") DATABASE, A PROPRIETARY
SOFTWARE APPLICATION DEVELOPED AND LICENSED BY LOCKHEED MARTIN. IQ IS ALSO USED TO GENERATE SOME
APPOINTMENTS-RELATED CORRESPONDENCE. INFORMATION AND DOCUMENTS MAINTAINED IN IQ DUPLICATE
RECORDS IN THE PAPER FILE WHICH IS MORE COMPLETE. COPIES OF MICROSOFT WORD DOCUMENTS, PDF COPIES
SCANNED VIA ADOBE ACROBAT, AND E-MAIL ARCHIVED FROM MICROSOFT OUTLOOK ARE MAINTAINED IN IQ OR ON THE
G DRIVE.

EVENT = END OF TERM.

EVT+1 SHSW Y

00043000. APPOINTMENT VETTING FILES

VETTING FILES ARE CREATED BY APPOINTMENTS STAFF AT THE TIME THE GOVERNOR CONSIDERS CANDIDATES FOR
APPOINTMENT TO INDIVIDUAL BOARD, COMMISSION, JUDICIAL AND COUNTY OFFICE POSITIONS. VETTING FILES ARE
ALSO CREATED FOR SOME APPOINTMENTS TO THE GOVERNOR'S STAFF, CABINET SECRETARY APPOINTMENTS, AND
MAY INCLUDE OTHER AGENCY POSITIONS AS WELL. IN ADDITION TO DUPLICATE COPIES OF SOME APPLICATIONS,
THESE FILES, MAINTAINED UNDER THE NAME OF THE INDIVIDUAL CANDIDATE, MAY CONTAIN CORRESPONDENCE,
INCLUDING EMAIL, AND A VARIETY OF HIGHLY PERSONAL INFORMATION, INCLUDING PRIVATE CONTACT INFORMATION,
SOCIAL SECURITY NUMBERS, INFORMATION PROVIDED ONLY AFTER A PROMISE OF CONFIDENTIALITY, PRIVILEGED
ATTORNEY-CLIENT COMMUNICATIONS OR WORK PRODUCT, DRIVER RECORDS, CRIMINAL HISTORY AND CREDIT CHECK
INFORMATION, AND NOTATIONS CONCERNING REFERENCE CHECKS. ALL OF THIS MATERIAL IS SENSITIVE, AND MUCH
OF IT IS REQUIRED BY LAW TO BE KEPT CONFIDENTIAL. SEE, E.G. WIS. STAT. SECS. 19.36(11) AND (13) AND 905.03, 15
U.S.C. SEC. 601 ET SEQ. AND 42 U.S.C. SEC. 405(C)(2)(C)(VIII); SEE ALSO WIS. STAT. SEC. 19.85(1)(F); WIS. NEWSPRESS,
INC. V. SCH. DIST OF SHEBOYGAN FALLS, 199 WIS. 2D 768, 782-83, 546 N.W.2D 143 (1996); MAYFAIR
CHRYSLER-PLYMOUTH, INC. V. BALDAROTTA, 162 WIS. 2D 142, 164-68, 469 N.W.2D 638 (1991); 74 OP. ATT'Y GEN. 14 (1985).
ELECTRONIC RECORDS, INCLUDING MICROSOFT OUTLOOK EMAIL, ARE STORED ON THE G DRIVE.

NOTE: OFFICIAL COPIES OF INDIVIDUAL APPLICATIONS ARE MAINTAINED IN THE INDIVIDUAL APPLICANT'S OR
APPOINTEE'S FILE.

EVENT = CREATION

EVT+1 DEST Y
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00044000. PHOTO ARCHIVES

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

NOTE: TRANSFER TO THE WISCONSIN HISTORICAL SOCIETY WITH THE AUTHORITY TO WEED.

EVENT = END OF TERM.

EVT SHSW Y

00045000. CASEWORK CORRESPONDENCE

CORRESPONDENCE FROM CONSTITUENTS CONCERNING THE PROBLEMS OF INDIVIDUAL CITIZENS VIA A VIS THE STATE
OF WISCONSIN, AGENCIES OF STATE GOVERNMENT OR OTHER UNITS OF FEDERAL OR LOCAL GOVERNMENT
("CASEWORK CORRESPONDENCE"). CASEWORK FILES ARE LOGGED, NUMBERED AND TRACKED ELECTRONICALLY
ACCORDING TO THE GOVERNMENT AGENCY INVOLVED, USING INTRANET QUORUM ENTERPRISE CONTACT
MANAGEMENT AND WORKFLOW FOR GOVERNMENT ("IQ"), A PROPRIETARY SOFTWARE APPLICATION DEVELOPED AND
LICENSED BY LOCKHEED MARTIN. ONCE A CASEWORK INQUIRY IS LOGGED, IQ CREATED A COVERSHEET WHICH IS
ROUTED TO THE GOVERNMENT AGENCY INVOLVED, AND WHICH, IN TURN, ORDINARILY PROVIDES A COPY OF ITS
RESPONSE TO THE CONSTITUENT. CASEWORK FILES FREQUENTLY CONTAIN A GREAT DEAL OF PERSONALLY
IDENTIFIABLE INFORMATION, SOME OF IT CONFIDENTIAL BY STATUTE, SUCH AS TAX OR PATIENT HEALTH CARE
RECORDS, SEE, E.G. WIS. STAT. SS 71.78, 7206 AND 146.82.

IN ADDITION TO PAPER DOCUMENTS, ELECTRONIC RECORDS, INCLUDING MICROSOFT OUTLOOK EMAIL, WORD OR
EXCEL DOCUMENTS, OR PDFS SCANNED VIA ADOBE ACROBAT ARE MAINTAINED IN IQ OR ON THE G DRIVE. 

EVENT = END OF TERM.

EVT+3 DEST Y
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