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HSS 245.01 Introduction. (1) AIITHORITY AND PuRPon. This chapter is
promulgated pursuant to s. 59.715 (21), Stats., which authorizes the de-
partment to adopt rules for the preservation of public assistance case
records and for the destruction of original case record material when
these are retained in the historical files of the department's computer
reporting network.

(2) APPLICABILITY. This chapter applies to all paper or microform cre-
ated or completed to meet the requirements of any public assistance pro-
gram, except that it does not apply to retention of records covered by an
ordinance or resolution of a county with a population of 500,000 or more
as provided under s. 19.21 (5), Stats., nor does it apply to data entered
into the department's computer reporting network.

History: Cr. Register, March, 1984, No. 339, eff. 4-1.84.

HSS 245.02 Definitions. As used in this chapter.

(1) "Case record" means the most recent data form and a financial
record for all payments not on file in the CRN.

(2) "Computer reporting network (CRN)" means the department's
computerized system which, using data provided by applicants, elec-
tronically determines the eligibility of applicants for public assistance,
calculates benefit amounts, produces benefit documents, and electroni-
cally retains data in historical files.

(3) "Data form" means the document which the department requires
an individual to complete in order to apply for or continue benefits under
one or more public assistance programs.

(4) "Date of closing" means the later of either the date on which an
application for public assistance benefits is withdrawn or denied, or the
date on which the last public assistance benefit is paid to the recipient.

(5) "Department" means the Wisconsin department of health and so-
cial services.

(6) "Division" means the division of community services within the
department.

(7) "Financial record" means a financial card, ledger sheet, or similar
document showing all payments made to, or on behalf of, a recipient of
public assistance.

(8) "Income maintenance agency" means any county or tribal agency
under contract with the department to administer one or more public
assistance programs.
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(9) "Microform" means a photographic reproduction in miniature of a
document; including but 'riot limited to microfilm, micro-card, microfiche
or other miniature photographic process which accurately reproduces, or
forms a durable' inedium for reproducing, the original document.

(10) "Public assistance" means any program of financial assistance to
eligible persons administered by an incohle maintenance agency under
the supervision of'the division, but for purposes of this chapter "public
assistance" does'ilot lnbl	 $"eneral relief prograriis.

History: Cr. Register, Mareb,1984, No. 339, elf. 4-1-84.

HSS 245.93 Schedule for retaining records. (1) QPEN CASES. Records for
open cases shall be retainedretained as follows:

(a) All data forms; case determination sheets; worksheets, medcal as-
sistance certificatiozi sheets; sheets` which 'document the verification 'of
changeable items, such as income or health staus correspondence"to and

ofrrii applicants and idii a anynd tithe` document Heeded to sup=
portiucome 'main enance agency decisions shall be retained to cover the
most recent 6-Y00 period;,"

(b) Sheets which document the verification of unchangeable items such
as social security numbers,'btrtl> dates, and elttztiiship shall be retained
throughout the period during hieli the case is open.

(c) A financial record for all payments not on file in the department's
GRN shall be continuously maintained throughout 'the period during
which tl►e case is open

(2) CLOSED CASES AND DENIED CASES. Records for closed cases and de-
Wed cases s f al! be retained as follows;

(a) Records specified in sub. (1) (a) which cover the 6-year period prior
to th'e date of closing shall be retained for'at least 36 months following
the date of olosing.`

(b) The most recent data form, the records specified in sub. (1) (b) and
(c)'and'materials gelatin °to'aity lacl of cioopeMtion byi the part of a
recipient shall be' retathel for at (east 6'years from the'date of'closing.'

(c) The most recent data form and the records specified in sub. (1) (b)
shall ' be'rel'ained for at least 361n6nths from lhe'date of'denial.

History Cr. Register, March 1984 No. 333 elf. 4-1-84.

HSS 245.04 Microform. Any original copies of case records specified in
s. IJSS W.q,3'i'vhich have beeil'reproduced on microform may be de-
stroyed at any time as provided under s 889. 28, Stats., and requirements
of this section.

(1) ACCURATE REPRODUCTION. The contents of the original record shall 	 t
be accurately reproduced °on film:

(2) IDENTIFICATION. Each reel of film,  microfiche card, or other
microforni shall be' tientlfied and labele:'

(3) MINIMUM STANDARDS. The film and process used shall meet the
minimum requirements of "the Wisconsin public records board.
Register, March 1984, No 339
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(4) PUBLIC ACCESS. Policies and procedures shall be established by the
income maintenance agency to ensure public access to microform records
in accordance with ss. 19.31 to 19.39, Stats.

History: Cr. Register, March, 1984, No. 339, eff. 4-1-84.

HSS 245.05 Destruction of records. Records created or completed as a
requirement of any public assistance program may be destroyed only by
burning, shredding, or by another method as effective as burning or
shredding.

H[story: Cr. Register, March, 1984, No. 339, ell. 4-1-84.

Register, March, 1984, No. 889
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