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	What is a General Records Schedule?

General Schedules are approved by the Public Records Board to provide guidance and authorization to either dispose or transfer records common to several or all state agencies. General schedules serve the following purposes:

· provide agencies with uniform guidelines for retention and disposition of common records 

· ensure that records are maintained for the established minimum time periods to meet all applicable program requirements and statewide legal, fiscal and historical requirements

· reduce state exposure to litigation involving records that need not be retained for business purposes

· save money by reducing record keeping related expenses

What record keeping areas are covered by General Records Schedules?

The Public Records Board uses a functional approach to develop General Records Schedules. Officials from the department with statewide responsibilities such as the Department of Administration or the Department of Employment Relations, works with the Board to identify record keeping interrelationships in specific areas. The general schedule identifies the official or most important record, the agency copy of record and working copies of specific records.

Once the interrelationships are documented, retention and disposition can be identified for each version of the record. The goal is always to identify the shortest possible period of time to retain records, consistent with the need to maintain information contained in the record.

The following functional areas have been covered by General Schedules that are located online at: http://publicrecordsboard.wi.gov/.
· Administrative Records General Schedule (rev. January 2009)

· Budget and Related General Record Schedule (March 2002)

· Fiscal and Accounting Related Records General Schedule (May 2002)
· Forms Management General Schedule (August 2006)

· I.T. Business Records General Schedule (December 2007)

· Library Operations General Schedule (August 2006)

· Mail and Messenger Services General Schedule (August 2006)

· Motor Vehicle Management Records General Schedule (May 1999)

· Payroll and Related Records General Schedule (November 1997) 

· Purchasing and Procurement General Schedule (April 2003)
· Personnel and Related Records General Schedule (July 1999)
· Records Management General Schedule (August 2006)

· Records Retention Schedule for Wisconsin School Districts (January 1990)

· Wisconsin Public Library General Schedule (February 2006)

· Workers Compensation and Related Record Records General Schedule (July 1997
Copies of all the General Schedules are distributed to program managers in the applicable areas and to agency Records Officers. You can obtain copies from the DOA Records Management Section by clicking on the link at the Public Records Board web site hosted by Department of Administration at http://publicrecordsboard.wi.gov/.
 What Other Areas are Planned for General Records Schedules?

Administration, Facilities and City and County Related Records are the next large functional areas for which general records schedules are planned. There is also the possibility that intergovernmental General Schedules could be implemented for programs with joint federal, state and local government responsibilities. An example of such a General Schedule is a recent project identifying record keeping requirements for food stamp related records.

Can agencies develop agency specific general records schedules?

Yes and several larger state agencies, particularly UW Madison and the Department of Health and Family Services, have done so. It is always a good idea to check with your agency records officer prior to preparing a draft RDA to determine if the records are covered by either a statewide or agency specific general schedule. 

I have existing RDA’s (retention schedules) that are superseded by a general schedule. What happens now?

Identify these RDA’s as closed due to being superseded. Use the retention and disposition instructions from the general schedule for those records maintained in your agency. If you have boxes or files stored at the State Records Center, they will be globally updated to the new general schedule once you identify the applicable records.

How do I send boxes that are covered by General Schedules to the State Records Center?

The process is similar to that used for other records. Look up the unique number that has been assigned to each records series in the applicable general schedule. Enter this unique number in box 9 of the State Records Center Transmittal Form. Then complete the remainder of the form and fax or mail it in.

 Questions?

Call Records Management Section Chief at (608) 266-2770.


