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Legal Destruction of Records,  
Non-Records, and Duplicate Records  
Wisconsin Records Management Law Wis. Stats. 16.61 
 

Note: This workflow is only for 
records with a disposition of 

Destroy OR Destroy Confidential, 
not those being transferred to the 

Wisconsin Historical Society. 

No to either 

Does this document 
contain any 
Personally 

Identifiable or 
Confidential 
Information? 

PII Training Module 

Yes to both 

You have a non-
record or a duplicate 

record. You may 
proceed with 

destroying the 
document when it is 

no longer useful.  

The requirements 
for disposal have not 

been met and the 
record cannot 

legally be destroyed.  
 

You must retain it 
until all 

requirements 
fulfilled.   

No  

This document should 
be recycled  

No  

Yes  
This document must 

be shredded for 
proper disposal. 

Electronic records 
can be deleted 

No to 
all 

Yes  

Yes to  
any 

1. Are there any current or pending 
audits or legal actions (litigation) 
involving this document? 
or 

2. An active open records request,  
or  

3. An update or revision to this 
document’s RDA in progress? 

 You have a document you 
would like to destroy.  

Is this document a record 
and are you the Official 
Record Holder (ORH)?  

 

Has this record 
met the 

retention 
period required 
by the RDA or 

GRS? 

https://media.dpi.wi.gov/fred/onboarding/5_communications/5-3_personally_identifiable_information_pii/story_html5.html

