
VILLAGE OF WINDSOR 
ORDINANCE NO. 2019—04 

AN ORDINANCE ADOPTING RECORDS RETENTION SCHEDULE 

WHEREAS, the Village Board finds it to be in the public interest to ensure Village 
records are retained in accordance with legal standards. 

NOW, THEREFORE, the Village Board of the Village of Windsor, Dane County, 
Wisconsin, do ordain as follows: 

SECTION 1. Subsection 2-308 of the Code of Ordinances is hereby repealed and 

replaced as follows:
L 

Sec. 2-308. Retention and Destruction of Records, 

(a) Adoption of Record Retention Schedule. The Village of Windsor, in accordance 

with Wis. Stat. §§ 19.21(4)(b) and 16.61(3)(e), hereby adopts, by reference, the following record 

retention schedule: 

(1) Wisconsin Municipal Records Schedule approved by the State of Wisconsin 
Public Records Board on August 27, 2018. 

A copy of the record retention schedule listed above shall be kept on file in the Village Clerk’s 
office located at 4084 Mueller Rd., DeForest, WI 53532 and made available for public viewing 
during normal office hours. 

(b) Other Records. In the event the Village creates a record not contemplated by the 

record retention schedule listed above, the Village may, subject to prior approval of the 

Wisconsin State Public, either adopt an applicable records retention schedule set forth by the 

Records Board, if available, or create its own retention schedule pertaining to the record. 

(0) Repeal. All ordinances, or portions thereof, and resolutions, or portions thereof, 

in conflict with any portion of the records retention schedule listed in section (a) are hereby 
repealed. Any approved Village retention schedule, or portiOn thereof, for any record not 

contemplated by the records retention schedule listed in section 1 of this ordinance shall remain 

in full force and effect. 

(d) Destruction of Records. Village officers may destroy records of which they are 

the legal custodians and which are considered obsolete, but not until the applicable period of 
timevunder the record retention schedules listed in subsection (a) has elapsed. Notwithstanding 
the prior sentence, record custodians may not destroy any record where any contract, grant, 

funding conditions, state or federal statute require that such records be maintained for a longer 

period of time. Unless notice is waived by the State Historical Society, at least 60 days' notice 

shall be given the State Historical Society prior to the destruction of any records as provided by 
Wis. Stats. § 19.21(4)(a). 

(6) Electronic Forrhatting or Other Reproduction of Records. Any Village officer, 

may retain and preserve public records in his/her possession by means of microfilm, or another
. 

reproduction method, optical imaging or electronic formatting. Such records shall meet the



standards for reproduétion set forth in the Wisconsin Statutes and Administrative Code. Such 
records shall be considered original records for all purposes. Such records shall be preserved 
along with other files of the Village and shall be open to public inspection and copying according 
to the provisions of Wisconsin law and section 2-303. This ordinance does not require that past 
copies of a record be converted to the new format(s). However, when the decision is made to 
convert old records to the new format, the original hardcopy of any document or record which 
has been converted to the new format may be destroyed once the disposition for that records 
classification has been approved by the Wisconsin State Public Records Board. 

SECTION 2. This ordinance shall take effect upon passage and publication as provided 
by law. 

The above and foregoing Ordinance was duly adopted at a meeting of the Village Board of the 
Village of Windsor held on March 7, 2019 by a vote of 5 in favor and 0 Opposed. 

VILLAGE OF WINDSOR 

W E . UAW 
Robert E. Wipperfurth, WI ge P sidént 

Attested by: 

Christine Capstran, Villag¥ Clerk 

Published: MAJ/d4 (4320(61 

Effective: W ‘5‘. wtfi 
Requested By: Christine Capstran, Village Clerk — 2/25/ 19 

Drafted By: William S. Cole, Village Attorney — 2/27/ 19 

Approved As To Form By: William S. Cole, Village Attorney — 2/27/19



PRB-OOZ (R1 112017) 

' 
Notification of General "Records Schedule Adoption .

‘ 

’ 

Schedule Title: Nisuom'm MUNU‘OM W5 SMUK 
. 

Date: "“0" '6‘ 

Instructions: 
'

I 

Complete and send the original and 2 copies to: State Archivist Wisconsin Historical Society (WHS), 816 State St, Madison, 
WI 53706.. 

0 Do not opt out of a record serie’s because your agency does not create or use these/types. of records. Signing the 
form does not obligate an agency to create records. It only requires that records be retained in accordance with the 
retention time periods and dispositions if such recdrds exist. See the Introduction to General Records Schedules for; 
more information. 

. Attach a brief narrative explaining your rationale for opting out of each redord series. When a separate schedule Is 

prepared, identify that the record series is In lieu of the general schedule and cross reference the specific series. 

NOTE: Destruction or transfer of records is not permitted until this form Is signed by the WHS and thé Public 
Records Board. 

Wisconsin Government Agency ‘1‘“ Of 1));er 
Address. QOBL; MUKHW w DCW“ UJ ( S 5552. 
This' IS to notify the Wisconsin Historical Society and the Public Records Board that the agency named above has reviewed 
the general records schedule and taken the following action (check appropriate box): 

IZ/Opt In: We adopt the entire schedule. (Available for University of Wisconsin [UW] System and LocaI Units of 
Government) 

III Opt In With Revisions. We opt (out of) (In to), (circle one) the following record series. (Available fdr UW System and 
Local Units of Government) List the specific retention schedule numbers and titles: 

[:1 Opt Out: We opt out of the general records schedule (in whole), (in part), (circle one). (Available for Staté Agencies) 
(All applicable records disposition must cease until separate retention schedules are developed and approved 
by the Public Records Board.) List the specific retention schedule numbers and titles: 

Amageputy Signature . 
Date \..Sii:d ‘0‘ 

WWQW M - 
, 

”i‘if‘fl‘iflq 

-The Public Records Board and Wisconsin Hlstorical Society acknowledge your Notlt" cation of Adoption. You are hereby 
authorized to retain, transfer, and dispose of records as indicated on the schedule. 

State Archivist Slgnature Date Slgned WW fimfl Wag/1‘? 
PRB Executive Secretary Sign/rev M Date Signed 

' 
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