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TO ALL TO WHOM THESE PRESENTS SHALL COME, GREETINGS:

I, Chairman of the Commitiee on Public Recovrds, and custodian of the
official records of said Committee; do hereby certify that the annexed amendment
and rules;‘relating to microfilm standavds, were duly approved and adopted by
this Committee on April 2, 1964,

I further certify that sald coples have been compared by me with the originals
on file in this committee and that the seme ave true coples thereof, and of the

whole of such originals,

11 TESTIMONY WHEREOF, I have hereunto
set my hand and affixed the official

o seal® of the department at the Capitol,
in the city of Msdison,; this Z2nd day

0

ORDER OF THE COMMITTEE ON PUBLIC RECORDS
ADOPTING AMENDMENT AND RULES
Pursuant to authority vested in the Committee on Public Records by
section 16.80, Wis, Stdts,; the Cominittee on Public Records hereby adopts and

amends rules as follows.



Seciion PR 1.0l of the WISCONSIN ADMINWISTRATIVE CODE is amended to read:

PR 1.01 (4) Applicability, The above standards are applicaeble to cities
and villages under section 18,01 (5) (c¢), Wis. Stats., 1961,

Sections PR 1.02 and PR 1.03 of the WISCONSIN AMINISTRATIVE CODE ave
adopted to read:

PR 1,02 DOCUMENTARY STANDARDE FOR PEEMANENT PHOTOGRAFPHIC RECORDS

(1) Purpose. The purpose of this rvule is to prescribe procedures followed
in the srrangement, identification, indexing and photographic reproduction of
documents so that the microfilm copies will preserve the integrity of and be adequate
substitutes for the original records and admissible in evidence in all courts and
all other tribunals ov agencies in all cases vhere the origlnal documents arve
admigsible,

(2) Procedure for State Apencies. Whenever records of state agencles are
microfilned under sectlon 16,80(7), Wis., Stats., the following documentavy standards
shall be f£followed:

{s) Photograph a title tavget at the beginuning of each roll showing:

1, HName of agency,
2., Brief title of record series and date of initial document photographed.
3. Records disposal auvthorization number,

(b) Photograph a camera operator’s certificate (Form CPR 10) at the end of
each roll showing:

1. Records disposal authovization number,

2. Roll onumber,

3. Brief title: of records series and inclusive dates of records.

4, Brief description of the first and last document om the voll or
part of roll of film,

5. A statement signed by the operator substantially as follows:
"I certify that I have on this day of ceseceeoy L%cncos,
photographed the above described documents in accorvdance with
the standards asnd procedures established by section 16.80,
Wis, Stats,”

(c) VWhen the rolls arve sent out for processing, send a statement of
complisnce (Form CPR 11) with the film for signature by the processor, showing:

. HNeme of agency.

o Brief title of records series and inclusive dates of documents,

. Records disposal suthorizstion number,

. A statement signed by the processor substantially as follows:

"I certify that the f£ilm listed above complies with the minimum
standards of quality for permanent photographic records, as
established by the Committee on Public Records and that the film
was processed and developed in gccordance with minimum standavds
established by the committee,”

5. A statement signed by the head of agency ovr designated representative
substantially as follows" "I certify pursuant to section 16.80(7)(c),
Wis, Btats., that this record series has been photographed on the
reels of film listed above,"
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(3) Procedure for Cities and Villages., Whenever records of citles or

villages are microfilmed under section 16.80 (7), Wis, Stats., the following
documentary standards shall be followed:

(a) Photograph a title target at the beginning of each roll showing:

1.

7

9

3.

Hame of city or village and department or agency that created

or €£€iled the record.

Brief title of recovrds series and date of initial document
photographed,

Date of recorde disposal ovdinance and identificetion number of the
records series on the lizt or schedule,

(b) Photograph a camera operator's certificate at the end of each roll showing:

1.
2,
3.
4

L

Date recurds were microfilmed.

Roll number.,

Brief title of records series,

Date of records disposal ordinance aznd identification number of the
recordes series on the list or schedule.

A brief description of the first and last documents on the roll ox
part of a roll of film.

A statement signed by the operator substantially as follows:

I certify that 1 have on this day 0f .scvececensy 1Z2000e,
photographed the above described documents in accordance with

the standards and procedures established by section 16,80, Wis, Stats,”

(c) When the rolls are sent out for processing, send a statement of compliance
with the £iim for signature by the processor, showing:

1,

3

Hame of city or village and department or agency that created ov

filed the vecord,

Brief title of records series and inclusive dates of records.

Date of records disposal ordinance and ldentification nuwmber of the

records series on the list or schedule,

A statement signed by the processor substantially as follows:

Y1 certify that the film listed above complies with the minimum

standards of quality for permanent photographic vecords, as established

by the Comittee on Public Recoxds and that the film was processed

and developad in accordance with minimum standards established by

the committee,"” : S e

& statement signed by the head of the department or agency or his

designated representative, thet created or filed the record

substantially as follows,

Y1 certify pursuant to section 16.80(7)(c), Wis. Stats., that this

record series has been photographed on the reel of film listed above,"

Or this statement may be omitted 1f a statement for each record series

or schedule such as the following was filed before the filming started:

"1, (name) » employed by __(city or villasge) , do hereby

declare that the records micvofilmed hevein are the actual records of

the (department or agency and record title) created during its normal

course of business, and that:

It is the express intent and purpose of this organizstion:

a. to destroy, ov

b. tv otherwize dispose of the originsl vecovds, ov

¢, in the case of vecords microfilmed for security purposes return
records to (department or agency) and file security copy of the
microfilm in a safe depositovy.




and that: :
The destruction, dispogition, or returning of the recnrds

- microphotographed on this reel 1s only to be accomplished
after imspection of the micvofilm to assure completeness of
coverage, and that: ‘
It is the policy of this organization to microfilm dnd dispose
or return ovigilnal vecords as part of the planned orgesnigzational
operatlng procedurs,” ‘

‘Date ' 19
(month) " {date) » (signature)
Place

(gity)’ , (étate)‘ | - {title)

(department)

(d) Flle cmmplet@d statements of compllanc@ with the thy or v1llage clerk
ot other properly designated officlal, :

PR 1.03 PROCEDURE FOR MICROFILMING RETAKES

(1) Purpose., Whenever rvecords of g state agenéy, city or village are
microfilmed under sectiom 16.80 (7), Wla. Stats., and documents in the records
series are illegible on the processed film, or were missing when the record
series was microfilmed, the documents zhall be microfilmed ss vetakes.

- {2) Procedure for State Agencies;

(a) Photograph a retake title target showing:

L.
2\-‘

3'

Name of agency.
Brief title of records aeriew and 1nc1uslve dates of records.
Records disposal suthorizstion number, ‘

(b) Microfilm the documents which were illegible or missing.

(c) HMicrofilm a camera operator's retake cercificate (Form CPR 13) showiag:

°

L]

(R I
a

L=3]

Hame of agency,
Brief title of records sevies and inclusive dates of records,
Roll number,
Records disposal authorization number.
A brief description of the first and last document on the roll or part
of a roll of film. ‘
A statement signed by the operator substantially as follows: "I certify
that I have on this cneeeeeceeday 0fieecseeses, photographed the sbove
described documents in accordance with the standards and procedures
established by section 16,80, Wis., Stats., and I further certify that
the images appearing above between the retake title target and this
certificate ave:
True coples of records in the series described above, which
records were not avallable at the time the series was
originally photographed,
True coples of records in the series described above,
microphotographs of which proved unsatisfactory on inspection
of the original microfilm roll,
The records appearing on this retake were records in the sevies
described sbove, and were photographed as an addendum to be attached
to the original roll of filwm."



(d)

When the processed retake strip has been inspected and found legible,
it shall be spliced at the beglnoning or the end of the voll of microfilm which
containg the illegible imsges or which should have contained the missing documents,

(3) Procedure for cities and villages,

(a)

(b)
(c)

2
3.

Photograph a Tetak@ title target showing:

i,

L

Hame of city or village and department or agency. that created or

filed the record,

Brief title of vecords series and 1nc1usave dates of reaards.
‘Date of records disposal ordinance and ld@atificathn numper of the

records serles on the list or schedule,

Miérofilm the documents which were illegible ar,missiﬁg.f‘

Micrafllm a camersa opexator s retake certificate $h0w1ng

1.

Name of city or village and department or sgency that created or
filed the records.

Date records were microfilmed.

Boll Numbev,

Date of recoxds dlsp@sal ordinance and 1dentiflaatlen numbex of the
recordsg series on the list or schedule,

, A brief description of the first and last document on the roll or

part of a roll of £ilm.
A statemeunt signed by the operator substantially as follows:
"I certify that I have on thiS.ieecieessd8Y 0fissnvesveny LP0easoso,
photographed the above described documents in accordamce with the
standards and procedures established by section 16,80, Wis. Stats.,
and 1 further certify that the images appearing above between the
retake title target and this certificate arve:
True copies of records in the series described abﬂv& which
records were not available a2t the time the series was
originally photographed,
True copiles of records in the sevies described above,
microphotographs of which proved unsatisfactory on inspection
pf the original microfilm roll,
The records appearing on this retake were records in the series
described above, and were photographed as an addendum to be atiached
to the original voll of £ilm,"

(d) VWhen the processed retake strip has been inspected and found legible, it
shall be spliced at the begloning or the end of the roll of microfilm which contains
the illegible images or which should have contained the missing documents,

The smendment and rules contailned herein shall take effect pursuant to
suthority granted by section 227.026(1).

Dated:

April 2, 1964 ’ COMMITTEE ON PUBLIC RECORDS

»{IMM v‘i" W%

W@e F. McGown, Chairmam




