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GENERAL ADMINISTRATION.

16.001 Organization of department. E
ter are to conserve the state’s resourees by co-ordinating management services and provid-
ing effective aid to agencies of the state government; to present clearly defined alterna-

tives
ernor

(1) PurrosEs.

The purposes of this chap-

and objectives of state programs and policies so thab the state’s agencies, the gov-
and the legislature may plan eo-operatively and finance the services which the state

will provide for its citizens; to help the state’s agencies fnrnish the agreed upon services
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as efficiently and effectively as possible, avoiding any duplication of effort or waste of
money; to assure the legislature and the governor that the services are being provided to
the public at the agreed upon quantity, quality and cost; and to anticipate and resolve ad-
ministrative and financial prohlems faced by the agencies, governor and legislature of the
state.

(2) LIBERAL, CONSTRUCTION OF STATUTES. Statutes applicable to the department of
administration shall be construed liberally in aid of the purposes declared in sub. (1).

16.002 Definitions. The following words have the designated meanings in this
chapter unless a different meaning is expressly provided or the context clearly indicates a
different meaning: . L

(1) “Department” means the department of administration, its officers and employes,

(2) “Commissioner” means the commissioner of administration, who shall be the head
of the department.

(3) “Deputy” or “deputy commissioner” means the deputy commissioner of adminig-
tration.

(4) “Director” means the head of a hureau in the department of administration,

(5) “Bureau” means the major organizational units within the department.

(6) “Board” means the personnel boaxd,

(7) “Departments” or “agency” means any state officers, departments, boards and
commissions; all state educational, charitable, correctional and other institutions; all
societies and associations, and other agencies of the state government for which appropri-
ations are made by law from state revenues.

16.003 Department of administration. (1) CrearioN. There is created a depart-
ment of administration, consisting of a commissioner who shall be the principal executive
officer responsible for the formulation of department policies and for the execution of the
duties and functions assigned to the department, a deputy commissioner and employes.
The department is created to carry out the purposes of this chapter by improving the
techniques used for such management specialties, not limited by enumeration, as budget-
‘ing, accounting, engineering, purchasing, and personnel and records management; by
co-ordinating and providing services which are used by more than one ageney, and by
reviewing agencies’ programs and management to identify problems and suggest improve-
ments,

(2) CoMMISSIONER AND DEPUTY. The commissioner shall be appointed by the gov-
ernor outside the classified service by and with the advice and consent of the gsenate, and
shall serve at the pleasure of the governor. He shall be appointed on the basis of recog-
nized interest, administrative and executive ability, training and experience in and knowl-
edge of problems and needs in the field of general administration. The deputy shall be
appointed by the commissioner outside the classified service for an indefinite term. In the
absence or disability of the commissioner, the deputy shall exercise the commissioner’s
powers and anthority, and shall perform such other duties as the commissioner prescribes.

(3) Stapr. The commissioner shall appoint the staff necessary for performing the
duties of the department, subject to the classified service. When a vacaney oceurs in the
position of director of personnel the members of the personnel board shall prepare and
conduet an examination for the position in the manner usually followed and preseribed
by ch. 16 for all other positions, and the governor shall make the appointment from the
top 3 names certified to the commissioner,

(4) Oarm; BoxD. The commissioner and deputy commissioner shall take the official
oath. The governor may require a bond covering any or all employes of the department;
in such amount and with such surety as he deems necessary.

16.004 Commissioner, powers and duties. (1) Avrmoriry, The commissioner
shall be responsible for and have the authority to direct the faithful execution of the
statutory duties and powers assigned to the department.

(2) OreawizaTiON. The department shall be organized to include a deputy commis-
sioner, bureaus of personnel, finance, engineering, purchases and management and such
other bureaus as the commissioner finds necessary for the efficient and effective admin-
istration of the department, and the commissioner shall allocate and reallocate funetions
and duties to achieve this purpose. Any allocation or reallocation of funetions shall he
approved by the governor.
¢ (3) Bures, The commissioner shall establish rules for administering the depart-
ment and performing the duties assigned to if, subject to the rules established by the
personnel hoard.

(4) INFORMATION; REPORTS; RECOMMENDATIONS. The commissioner shall furnish all
information requested by the governor or by any member of the legislature, and make
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all reports required of him by statute. The commissioner shall report to the governor
and the board on government operations by July 15 of each year recommendations and
legislative proposals which will improve the administration of the state’s agencies, and
make a report on the work performed and accomplishments of the department of admin-
istration, which shall be a publie document.

(5) INVESTIGATIONS AND HEARINGS. The commissioner and hig assistants, when
directed by the governor, shall he authorized and shall make investigations of any irregu-
larities, and of all phases of operating cost and funetions of any or all executive or
administrative departments, institutions, boards and commissions in the state government so
as to determine the feasihility of consolidating, ereating or rearranging departments for
the purpose of effecting the elimination of unnecessary state funetions, avoiding dupli-
cation, reducing the cost of administration and inereasing efficiency. The commissioner
may hold either public or private hearings to inform himself of any matters relating to
his funetions and for that purpose shall be clothed with the powers relating to witnesses
given by s. 325.01 (4) and the provisions of s, 325.12 shall apply.

(6) FrerpoM or ACCESS. The commissioner and such assistants as shall be designated
by him shall have the power to enter into any department, institution, hoard or commis-
sion and examine its hooks, accounts, rules and regulations and any other matter which in
the director’s judgment should be examined and may interrogate the department’s
employes publicly or privately relative thereto.

(7) DEPARTMENTS AND EMPLOYES TO CO-OPERATE, Every department, its officers and
employes, shall co-operate with the commissioner and shall comply with his every request
relating' to his functions.

(8) ManageMENT AUDITS, The commissioner shall periodically make management
audits of departments of the state, utilizing teams of specialists in the flelds of pur-
chasing, personnel, accounting, budgeting, space utilization, forms design and control,
records management, and any other specialities necessary to effectively appraise all man-
agement practices, operating procedures and organizational struetures.

SuBcHAPTER I1.
CIVIL SERVICE.

16.01 Statement of policy. It is the purpose of this subehapter to provide the
state’s agencies with adequate and competent staffs which furnish the state’s services to
its citizens as efficiently and effectively as possible. It is the policy of the state that, in
the classified serviee, such staffs shall and can best be provided by personnel management
methods which apply the merit principle, with adequate civil service safeguards. To this
end, the personnel hoard and the department of administration, its officers and employes,
shall develop, promote and protect a personnel management program which assures that
the state hires the hest qualified persons available and bases the treatment of its
employes upon the relative value of each employe’s services and his demonstrated compe-

tence and fitness.

16.02 Definitions In ss. 16.01 fo 16.30, unless the context otherwise requires:

(1) “Board” means the personnel board in the department of administration.

(2) “Civil service” means all offices and positions of trust or employment, including
mechanies, artisans and laborers, in the service of the state, except offices and positions in
the organized militia.

(3) “Appointing officers” means the officer, commission, board or body, having' the
power of appointment, or election to, or removal from, subordinate positions in any office,
department, commission, board or institution,

(4) “Subordinate” or “employe” means any person holding a subordinate position
subject to appointment, removal, promotion or reduction by any appointing officer.

(6) “Department” means any officer whose office is created by constitution or statute,
or any agency so created, except legislative and judicial officers and agencies and offices
and agencies created within departments ag here defined,

16,03 Personnel board; appointment, term; office. (1) The personnel board in
the department of administration shall consist of 3 members, who shall be appointed by
the governor by and with the advice and consent of the senate for terms of 6 years expir-
ing on July 1 or until their successors have heen appointed and ¢unalified. The members
of the board shall be citizens of the United States and residents of the state for not less
than 5 years and shall have a recognized sympathy for and knowledge of the application
of merit prineiples in public employment and shall not, when appointed, nor for 3 years
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then last past before the date of appointment, have been a member of any loeal, state or
national committee of a political party, or an officer or a member of a committee in any
partisan club or organization, or have held or been a candidate for any elective public
office. No member of the hoard shall become a candidate for or hold any of these offices
while serving as such member. Violation of this provision shall be grounds for removal.
The board shall elect one of its members as chairman of the hoard.

(2) Each member of the personnel board shall take and file the official oath.

(3) At no time shall more than 2 members be adherents of the same political party;
and no member shall hold any other lucrative administrative office under the United States
or this state, except the office of notary public or a military office.

(4) The personnel hoard shall keep its office and shall hold all its meetings in the
state capitol, and all of said meetings shall he open to the public.

(5) Except when hearing appeals, the commissioner and the director of the buream
of personnel shall be ex officio, nonvoting members of the personnel board, but they shall
not be paid for meetings under sub. (6) nor be ineligible for membership because of the
restrictions placed upon voting members in subs. (1) and (3).

(6) The members of the personnel board shall each be paid $25 per day for time
actually devoted to their duties bub shall not be paid more than $600 in any year.

16.04 Use of municipal and county buildings. The officials in eontrol of munieipal
and county buildings, upon requisition by the director, shall furnish convenient offices and
rvooms for examinations, and necessary furniture, heat and light for the accommodation
of local examiners,

16.06 Duties of personnel board. The personnel hoard shall:

(1) After a public hearing preseribe, and amend rules for carrying into effect the
provisions of gs. 16.01 to 16.30, on the recommendation of the director. All rules so pre-
seribed shall be subject to the approval of the governor, and they may, from time to
time, subject to like approval, be added to, amended or rescinded. However, if the gov-
ernor takes no action on a rule or amendment submitted to him within a period of 10
days from the date of its submission, then the rule or amendments shall become effec-
tive as though approved by the governor. Notice of the contents of such rules and of
any modifications thereof shall be given in due season to appointing officers affected
thereby, and such rules and modifications shall also be printed for public distribution.

(2) Keep minutes of its own proceedings and other official actions., All such records
shall, subject to reasonable regulations, be open to public ingpection. -

(3) Make investigations concerning all matters touching the enforcement and effech
of the provisions of ss. 16.01 to 16.30, and the rules and regulations preseribed there-
under concerning the action of any examiner or subordinate of the department of admin-
istration and any person in the public service, in respect to the execution of said sections.

(4) Recommend improvements of the state personnel management praetices to the
governor in a public biennial report, which shall be transmitted to the presiding officers
of each house of the legislature.

(5) Hear appeals from any action taken by the direetor in any matter arising under
gs, 16.01 to 16.30, upon the application of any interested party. No appeal shall he
granted tnless a notice of such appeal is received by the hoard not more than 10 days
after the date of the action on which the appeal is made.

16.061 Advisory committee. (1) An advisory committee consisting of 9 members
is eveated to confer with the hoard. The members of the committee shall be appointed by
the governor from among the appointing officers of the state. Of the members first
appointed, 3 shall serve for a term of one year, 3 for a term of 2 years and 3 for a term
of 3 years, Their successors shall each serve for a term of 3 years. Fach member may
designate a representative to attend in his stead.

(2) The functions of the committee shall be advisory only, The committee shall meet
with the hoard, once each month or oftener, at such times and places as shall be specified
by the board.

16.055 Assistance to counties, cities and villages. The bureau of personnel shall,
when vequested by the proper authorities, render service in accordance with this chapter
to counties, cities and villages, and shall charge the cost of such service o the city, village
or county for which it is performed.

16.06 Testimonial powers; witnesses, Hach member of the personnel hoard and
the director may administer oaths and take testimony, The board and the director may
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examine such publia records as it requirves in velation to any matter which they have
authority to investigate, All officers and other persons in the eivil service shall attend and
testify when requested to do so by the board or the director, :

16.07 Witness fee. Kach person not in the civil service who appears hefore the
board or the director by order shall receive for his attendance the fees and mileage pro-
vided for witnesses in civil actions in courts of record, which shall be audited and paid
upon presentation of proper vouchers. But no witnesses subpoenaed at the instanee of
parties other than the board or the director shall be entitled to compensation from the
state for attendance or travel, unless the board or the dirvector certifies that his testimony
was velevant and material, to the matter investigated.

16.08 Classification of civil service. (1) Crasses, The ecivil service is divided
into the unclassified service and the classified service.

(2) UNOLASSIFIED SERVICE. The unclassified service comprises positions held hy:

(a) All officers elected by the people.

(b) All officers and employes appointed by the governor whether subject to confirma-
tion or not, unless otherwise provided.

(e) The director, chief of the American history research center, chief of interpreta-
tion and education of the state historical society; and, with the approval of the hoard of
curators and the director of personnel, such number of specialists ag may from time to
time be required by said society for specifie vesearch, writing, collecting or editing
projects which for a limited period of time not to exceed 2 years, renewable at the dis-
cretion of the board of curators and the director of personnel for an additional 2-year
period, require persons with a particular training or experience in a specialized phase
or field of history, historical research, writing, collecting or editing, and any person or
persons whose entire salary is paid from funds reappropriated to said society by s. 20.430
(41) where competitive examination is impraetical,

(d) ANl presidents, deans, prineipals, professors, instructors, research assistants,
librarians and other teachers, as defined in s, 42.20, in the university, state colleges and
the Wisconsin school for the deaf.

(e) All other officers and employes of the state whose positions are expressly excluded
from the classified serviee by statute or whose positions cannot be placed under the classi-
fied service because of the restrictions placed on them by statute.

(£f) All legislative officers.

(g) One deputy or assistant and one stenographer of each elective executive officer
and the speaker of the assembly.

(h) The clerks and other assistants and employes of the supreme court.

(3) Crassiriep service. The classified service comprises all positions not included in
the unclassified service,

16.10 Appointments, promotions, changes in classified service. (1) Appointments
to, and promotions in the classified service, shall be made only according to merit and fit-
ness, which, except as otherwise provided by law shall be ascertained so far as practicable
by examinations which so far as practicable, shall be competitive.

(2) The director may designate persons in or out of the official service of the state or
of any ity or eounty who shall, if in the service, with the consent of the head of depart-
ment or office in which such person serves, act as local examiner. Such persons in the
official service, in the performance of such duties as the director orders, shall be under the
direct and sole control of the divector, and their duties shall be considered paxt of the
duties of the offices in which they ave serving, and time shall be allowed therefor during
office hours.

(3) No person shall be appointed, transferred, removed, reinstated, promoted or
reduced as an officer, clerk, employe or laborer in the classified service in any manner or
by any means, other than those preseribed in ss. 16.01 to 16.30.

16.105 Classification and compensation plan, (1) The director, with advice and
approval of the personnel board, shall aseertain and vecord the duties and respomsi-
bilities of, and establish grades and classes for, all positions to which this chapter
applies. Fach class shall include positions requiring duties which are substantially similar
in respeet to the authority, responsibility, and character of the work required in the per-
formance thereof and shall he designated by a title indicative of such duties. Hach class
shall be so defined that the same requirements as to education, experience, capacity,
knowledge and skill are demanded of inecumbents for the proper performance of their
duties, that the same tests of fitness may be used in choosing qualified appointees; and
that the same schedule of pay can be made to apply with equity under like working con-
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ditions, As far as practicable the natural or probable lines of promotion to and from
the class of position shall he designated or indicated. The titles of positions so estab-
lished shall be used in all reports and pay rolls and in all estimates requesting the
appropriation of money for personal services.

(Im) After consultation with the appointing authorities, the divector shall allocate
each position in the elassified service to an appropriate class in the classification plan on
the basis of its duties, anthority and responsibilities. He shall likewise re-allocate posi-
tions from class to class on the same basis whenever he finds such action to he warranted.
An establishment list shall be maintained by the director for each employing unit showing
by classes the types and number of positions that have been established and maintained.
The board after considering the recommendation of the direetor shall provide in its rules
the procedure for establishing, discontinuing and abolishing positions.

(2) (2) The director shall, after a public hearing and with the advice and approval
of the personnel hoard, establish and maintain salary ranges for all pos1t10ns and
employments in the state serviee to which this chapter applies.

(b) Each such range shall provide for a minimum and a maximam rate of pay, and
for intermediate salary steps fo govern salary inereases for meritorious service. The
director shall not certify the salary of any person holding any such position or employ-
ment, unless such salary is at the minimum or maximum of such range, or is at an
intermediate step within such range, or is within such range and is an exact multiple of
$5; but this provision shall not prevent the payment of any bonus or of any added pay
for added hours of work under rules and regulations of the board, which shall be con-
sidered separately from the basic salary rate of the employe.

(bn) The divector in like manner may establish separate pay schedules for part time
which is less than one-half time on a daily, weekly or monthly basis, short-term, project
and student employments. The director may pursuant to s. 16.05 (1) establish special
rules for reerniting and examination in such employments. Fringe benefits specifically
authorized by statutes, with the exception of workmen’s compensation, unemployment
compensation, group insurance, retirement and social seeurity coverage, shall be denied
these employments.

(bx) The director, with the approval of the joint committee on finance or the hoard
on government operations when the legislature is not in session, may establish a separate
salary schedule for teachers 1eﬂectmg length of service and professional training and
otherwise having the same general provisions prevalent in schedunles used in the publie
school system. The amount of individual salary adjustments and the frequency of
adjustments shall be provided for in the teachers’ salary schedule, The total amount to he
budgeted and used for salary increases, however, shall be limited to an amount consistent
with par. (e). The director may likewise establish a separate salary schedule for persons
licensed to practice medicine reflecting professional training and experience in the field
of medicine and recognizing specialization in thig field.

(e) Merit increases within salary ranges shall be allowed each year to employes in
the classified service, by each department head for his department, in accordance with this
section and rules and regulations of the hoard, subject to the following limitations:

1. The total of all such merit increases for any fiscal year shall not exceed the amount
budgeted therefor pursuant to par. (e).

2. Kach appointing officer shall, in granting or denying merit increases, take info
acecount the relative performance of his employes, with a view to recognizing and encour-
aging superior service.

3. No employe shall receive a merit inerease exceeding 2 intermediate steps. Merit
increase of 2 intermediate steps shall be granted by an appointing officer only for excep-
tionally meritorious service,

4. Not more than 10 per cent of the employes curvently eligible to receive a merit
increase in a given department shall receive increases amounting to as much as 2 inter-
mediate steps. In computing the 10 per cent limitation, any resulting fraction shall he
rounded to the next higher unit.

5, No employe shall be eligible for a merit inercase on any July 1 if he has not then
completed his probationary period,

(d) An employe, on the completion of his probationary period with meritorions
service, shall become eligible to veceive a merit increase of not more than one intermediate
salary step.

(dx) The basic salary of an employe promoted to fill a vacaney in a position in a
higher salary range within the department, shall be increased to the minimum of the new
salary range or to that point above the minimum which will give him a total salary
increase equal to one step in the range to which he is promoted.
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(e) Fach department head shall, in submitting his budget to the governor-elect and
to the joint committee on finance, request an amount for merit increases. Such amount
shall be equal to the sum of:

1. Eighty per cent of the amount which would be required if every employe eligible
for a merit mecrease during the budgetary period were to receive an increase equal to one
intermediate step; but if such 80 per cent is not an exact multiple of $5, it shall he in-
creased to the next higher $5 multiple.

2, The amount estimated to be requived during said period for the merit increases
authorized by par. (d).

(3) Immediately after the organization of the joint committee on finance in each regu-
lar session of the legislature, the divector shall report to such committee the following:

(a) The standard salary ranges for the various grades and classes of positions in the
clagsifled civil service.

(b) Recommendations, based upon experience in recruiting the service, data collected
as to rates of pay for eomparable work in other public services and in eommercial and
industrial establishments, and any special studies carried on, as to the need for changes
in the compensation schedule for any grade and class or group of classes.

(e) Any other matters that seem pertinent in developing and administering a com-
pensation plan for the classified serviece which takes proper account of prevailing market
rates, costs and standards of living, the state’s employment policies, and the state’s finan-
cial resources and needs.

(4) The standard salary ranges submitted by the director, as may he modified by the
joint committee on finance, shall, for the ensuing biennitum, constitute the state’s compen-
gation plan for positions in the classified service; provided, that the personnel board,
with the approval of the director and hoard on government operations, while the legis-
lature is not in session, may change the compensation schedule for any grade and class
when such action is made desirable by changing employment and economic conditions.

16.11 Examinations; procedure, where held. (1) All examinations for positions
in the classified service shall be of such character as to determine the qualifications, fitness
and ahility of the persons examined to perform the duties of the class for which the regis-
ter is being established. The examinations may be written, oral, physical, evaluation of
training and experience, demonstration of skill, or any combination of such types. The
examinations may take into consideration such faectors, including eduneation, experience,
aptitude, capacity, skill, knowledge, character, physical fitness and other qualifieations, as
in the judgment of the director, enter into the determination of the relative fitness of the
applicants. A person failing in the written portion of any such examination shall not
be permitted to participate or continue with any other remaining portion of such examina-
tion. No question shall he so framed as to elicit information coneerning the political or
religious opinions or affiliation of an applicant, Every precaution shall be taken to pre-
vent any unauthorized person from gaining any knowledge of the nature and content
of the tests that is not available to every applicant. The director shall utilize appropriate
scientific techniques and procedures in rating the results of examinations and determining
the relative ratings of the competitors. If 2 or more competitors have like averages in the
total examination, the order in which their names shall appear on the register shall he
determined by that component part of the several parts of the total test as in the judg-
ment of the director has been determined as most significant in relation to the job for
which the examination is given.

(2) The competitive examinations shall be free and open to all applicants who are
citizens of the United States and who have been residents of this state for one year prior
to their application and who have fulfilled the preliminary requirements stated in s.
16.12, and shall be held at such times and places as, in the judgment of the director, most
nearly meet the convenience of applicants and needs of the service. To insure competi-
tive equality between the blind and persons not so handicapped in connection with the
taking of civil service examinations, the applicant may request from the department of
administration the furnishing of an amanuensis or a reader when necessary, and the fur-
nishing of a place to take such examination, or such other similar prerequisites to insure
equality in such examination. The director may open competitive examinations for tech-
nical and professional services only to residents of other states who are citizens of the
United States and who have fulfilled the preliminary requirements stated in s, 16.12.
Upon certification of the appointing authority of any state department to the director
that a critical need for professional employes exists, the director may open examinations
to qualified professional persons without regard to residence or citizenship.

(3) It is the declared policy of the state that under the operation of ss. 16.01 to
16.30, there shall be a fair distribution throughout the state of persons accepted for the




16.12 DEPARTMENT OF ADMINISTRATION 220

classifled service, and to that end examinations shall be held ab convenient points in the
state.

(4) The divector may require candidates who have satisfied the preliminary require-
ments, to undergo an examination, in cases where oral tests or tests for manual skill or
use of instruments in construetive work may be necessary, at convenient or designated
places in the state.

(5) Whenever an oral examination of applicants is to be required, the director shall
list in the examination announcement the qualifications which will be appraised in the
oral examination. The system of oral examinations shall be designed to produce objec-
tive data upon which oral vatings shall be assigned and shall be designed to appraise
such factors as ability to assume responsibility, initiative, or ability to eo-operate with
others. Applicants shall be given an opportunity to produce actual evidence of oceasions
when they have demonstrated the qualifications being measurved. Applicants may use
names, dates and places, or other factual data necessary to substantiate evidenece given.
A record of each oral examination shall be kept for the purpose of validation and review,
and for contributing to the ohjectivity of the entire process.

(6) The director may appoint specially constituted boards of examiners for the
purpose of conducting oral examinations as a part of the reecruitment procedure for
certain positions. Each such hoard may include one representative from the department
of administration and from 1 to 3 other well-qualified members, of whom at least 1 or 2
shall not be permanent employes of the state. The outside members shall be well quali-
fled, impartial, and of recognized attainment in their respective flelds. Whenever such
oral examinations of applicants are required, all questions asked and answers made shall
be recorded and made a part of the records of such applicants.

16,12 Application for admission to examinations; forms, (1) The director shall
require persons applying for admission to any examination provided for under ss. 16.01
to 16.30, or under the rules of the board, to file in the office of the department of admin-
istration a reasonable time prior to the proposed examination, a formal application,

(2) The dirvector may require in connection with such application such eertificates of
citizens, physicians or others having knowledge of the applicant, as the good of the serv-
ice may require.

(3) Blank forms for such applications shall be furnished by the department of
administration without charge to all persons requesting the same,

16.13 Applicants and eligibles may be barred; qualifications, bonds may be re-
quired. (1) The director may refuse to examine the applicant, or after examination
to certify an eligible, who is found to lack any of the preliminary requivements estah-
lished for the examination for the position or employment for which he applies, or who
is physically so disabled as to be rendered unfit for the performance of the duties of the
position to which he seeks appointment, except that a person shall not be discriminated
against because of total or partial blindness unless normal eyesight is absolutely indis-
pensable to do the physical acts to be performed, or who is addicted to the habitual use
of intoxieating liquors to excess, or has been guilly of any crime or of infamous or
notoriously disgraceful conduct, or who has been dismissed from the public service for
delinguency or miseonduct, or who has made a false statement of any material fact; or
dirveetly or indivectly shall give, render, or pay or promise to give, render or pay any
money, service or other valuable thing to any person for or on account of, or in connec-
tion with, his test, appointment or proposed appointment; or practiced, or attempted
to practice, any deception or fraud in his application, in his certificate, in hiy examina-
tion, or in securing his eligibility or appointment, or refuses fo furnish testimony as
required in g. 16.06.

(2) Whenever the dirvector refuses to examine an applicant, or after an examination
to certify an eligible, as provided in this section, then said director, if vequested by the
person so rejected within 10 days of the date of receipt of such notice of rejection, shall
give to him a full and explicit statement of the exact canse of such refusal to examine
or to certify, as the case may he, Appeal may be had from the decision of the director
in accordance with s. 16.05 (5) provided notice of such appeal is received by the director
not, more than 10 days after the date of such statement. Upon request of an applicant
or an eligible for a civil service position who is blind, the services to the blind, division
of public assistance, department of public welfare, shall obtain from such director a
detailed description of all duties entailed by such position and investigate the necessity
for eyesight in the fulfillment of the duties of any position, and shall determine and
report its findings to the dirvector, as to the physical ability of the applicant, or eligible,
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to perform the duties of such position. Such findings shall be conclusive as to the physi-
cal gualifications of any applicant, or eligible, so examined.

(3) When any position to be filled involves fiduciary responsibility, the appointing
officer, where otherwise permitted by law, may require the appointee to furnish hond or
other secumty, and shall notify the director of the amount and other details thereof. Any
surety company authorized to do business in this state, shall he a sufficient security on

any such bond.

16.14 Political or religious affiliations; no discrimination. No question in any
form of applieation or in any examination shall be so framed as to elicit information
eoncernmg the political or religious opinions or affiliations of any applicant, nor shall
any inquiry be made concerning such opinions or affiliations and all disclosures thereof
shall be disecountenanced. No diseriminations shall be exeveised, threatened, or promised,
by any person in the civil service against or in favor of any apphcant eligible, or
employe in the classified service because of hig political or religious opinions or affiliations.

16.15 Recommendations. No recommendation for any person who applies. for
office or place, or for examination or registration under the provisions of ss. 16.01 to
16.30, or of the rules established pursuant thereto, except as to character, and, in the case
of former employels or teachers, as to ability, shall be given to, or cons1del ed by any per-
son concerned in making any examination, registration, appointment, promotion or rein-
statement under ss. 16.01 to 16.30, and the rules made pursuant thereto. No recommen-
dation whatsoever shall relate to the political or religious opinions of any applicant.
No recommendation for the promotion of any person in the classified service shall he
considered by any officer concerned in making promotions, except it he made by the
officer or officers under whose supervision or control such employe is serving. Any recom-
mendation made contrary to the provisions of this section, with the knowledge and con-
sent of the applicant or employe, shall be sufficient cause for refusing his application or
appointment, or for debarring him from the promotion proposed, and a repetition of the
offense shall be sufficient cause for removing him from the service.

16.17 Classified service; appointments to, term of eligibility, separate lists for vari-
ous localities, (1) Appointments shall be made to or employment shall be given in all
positions in the classified service that are not filled by promotion, veinstatement, transfer
or reduction under the provisions of ss. 16.01 to 16.30, and the rules made in pursuance
thereof; by appointments from among those certified to the appointing officer in aceord-
ance with the provisions of s. 16.18.

(2) The term of eligibility of applicants on original entrance and promotional lists
shall be 6 months; but such term may be extended by the board after consideration of the
recommendation of the director. The eligibility of individuals on reinstatement lists may
be extended in like manner. But such eligibility may not be extended for s period of
more than 3 years.

(3) Appointments shall be made from the eligible list most nearly appropriate, and
a new and separate list shall be created for a stated position only when there is no
appropriate list existing from which appointments may be made. The divector with the
advice and approval of the board shall have authority to establish separate eligible lists
in various loecalities, provided that the director has given proper publicity to the intent
of the department of administration to establish such lists. For legislative positions, the
department of administration shall certify the names of all who make a passing grade
to the appointing authorities. Insofar as possible appointments to legislative positions -
shall be made according to senaforial distriets and the order in which names appear on
the eligible list. No person shall be appointed or employed under any title not appropri-
ate to the duties performed, and no person shall be transferred to, or assigned to per-
form the duties of, any position subject to a competitive examination, unless he has
previously passed an open competition examination equivalent to that required for such
position,

(4) In case of vacancy in a position in the classified service where peculiar and excep-
tional qualifications of a scientifie, professional, or educational character are vequired,
and upon satisfactory evidence that for specified reasons competition in such special case
is impracticable, and that the position can best be filled by the selection of some desig-
nated person of high and recognized attainments in sueh qualities, the hoard upon recom-

mendation of the direetor may suspend the provisions of the statute requiring competi-
tion in such case, but no suspension shall be genelal in its application to such place, and
all such eases of suspension shall be reported in the biennial report of the department of
administration with the reasons for the same.
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16.18 Classified service; notice of vacancy, preference to veterans, appointment,
objections to. (1) Appointing officers shall give written notice to the department of
administration of the existence of any vacaney to be filled in any office or employment in
the classified serviee, under the provisions of ss. 16.01 to 16.30, and within 10 days after
the receipt of such notice the director shall certify from the register of eligibles appropri-
ate for the grade and eclass in which the position is classified, the 3 names at the head
thereof, which have not been certified 3 times to the department or office in which the
vacaney exists, Whenever an employing officer notifies the department of administration
of a vacancy or vacancies to he filled he shall indicate whether he wishes certification to he
made from an appropriate reemployment or original employment vegister for the grade
or class. Whenever eligibles are certified, they must he those candidates who have been
graded highest in an examination held in pursuance of ss. 16.01 fo 16.30, and the rules
made in accordance therewith, except that there shall be no restriction as to age in the
case of veterans and except that other conditions being equal, a preference shall be given
in favor of veterans of any of the wars of the United States. The employing officer shall
not reject because of age any eligible veteran, 55 years of age or less, whose name has
been certified to him. Preference is hereby defined to mean that whenever an honorahly
discharged veteran competes in any examination conducted by the bureau he shall be
accorded 5 points, and if such veteran has a disability which is directly or indirectly
traceable to war service, he shall be accorded another 5 points, in addition to earned rat-
ings therein. In every case after a name has heen certified 3 times, it may be dropped
from the list by the director, but certificates for temporary appointment shall not be
counted as one of such certificates.

(2) The appointing officer shall appoint on probation, with sole reference to merit
and fitness, one of the sald candidates whose name is certified in the manner above set
forth, to fill such vacancy unless ohjection is made, and sustained by the director, to one
or more of the persons certified for any of the reasons stated in s. 16.13; however, the
provisions of thig section may he altered by the director when the office or employment
comes within those where by s. 16.20 competitive examinations are not required,

16.19 Classified service; vacancies, promotions. (1) Vacancies in positions in the
clagsified service shall be filled, so far as practicable, by promotion from among persons
holding positions in the lower grade in the department, office or institution in which the
vacaney exists, under rules and regulations made and enforced by the personnel board.
Promotions shall be based upon merit and fitness to be ascertained by examinations, to be
provided by the director, and upon the superior qualifications of the person promoted as
shown by his previous service, due weight being given to seniority and experience.

(2) For the purposes of this section an inerease in the salary or other compensation
of any persons holding an offiee or position subject to the provisions of chapter 16,
beyond the limit fixed for the grade in which such office or position is cla351ﬁed shall be
deemed a promotion,

(3) No promotion shall be made to a position in the classified service flom a position
in the un)classlﬁed service, nor shall any promotion be made except as provided in s.
16.105 (1

16.20 Classified service; provisional, emergency, limited term appointments, Posi-
tions in the classified service may be filled without competition only as follows:

1) Whenevel there are urgent reasons for filling a vacancy in any p0s1t10n in the
clagsified service and the director is unable to certify to the appointing officer upon Tequi-
sition by the latter a list of persons eligible for appointment after a competitive examina-
tion, the appointing officer may nominate a person to the director for noncompetitive
examination, and if such nominee is certified by the said director as gualified after such
noncompetitive examination, he may be appointed provisionally to fill such vacangy only
until a selection and appointment ean he made after competitive exammatlon, but no
such appointment shall be continued for more than 30 days and suceessive appointments
shall not be made.

(2) In case of an emergency an appointment may be made wﬁ:hout regard to the
rules of this seetion, but in no case to contain longer than 20 days, and in no case shall
suceessive emergency appointments be made,

(3) Employment specified in s. 16.105 (2) (bn) shall be designated as a limited term.
Employes in these positions are not considered career employes and do not qualify for
tenure, vacation, paid holidays, sick leave, merit increases or the right to eompete in
promotional examinations,

16.21 Training programs. (1) DECLARATION OF POLICY. In order to promote
efficiency and economy in the operation of the state government, to provide means for
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the development of maximum proficiency by employes thereof, to establish and main-
tain the highest standards of performance in the transaction of the state’s business, and
to install and utilize effectively the best modern practices and techniques which have heen
developed, tested and proved, it is necessary and desirable in the public intevest that self-
improvement be supplemented and extended by state-sponsored training programs. The
objectives of these programs shall be to develop skills, knowledge and abilities which will
best qualify state employes for effective performance of their official duties, and to retain
skilled and efficient state employes in order to continually improve the quality of public
service, The bhureau of personnel in co-operation with appointing authorities shall co-
ordinate state-sponsored training programs.

' (2) TrAINING PROGRAMS. The director of personnel, pursuant to sub, (8) and under
rules to he established by the personnel hoard, may authorize appointing authorities to:

(a) Provide off-the-job specialized training courses during working hours to desig-
nated employes, without loss of pay.

(b) Provide specialized training to qualified persons through educational stipends in
lieu of pay, bub in no event shall a monthly stipend exceed the minimum salary of the
position for which training is undertaken,

(e) Provide specialized training to designated persons through preseribed courses of
ingtruetion, including registration in institutes or short courses which are directly related
to the performance of official duties, Pay the cost of required tuition or other necessary
fees. and expense in conneetion therewith,

(d) Conduct on-the-job courses of instruetion deemed necessary for the efficient per-
formance of departmental functions and to offer honorariumg to qualified experts
instructing in such courses,

(e) Conduct other training programs consistent with the standards seb by this sub-
section,

(3) ConprTioNs PRECEDENT. Unless otherwise empowered by law, any department
desiring to initiate a training program umder sub. (2) shall certify fo the divector of
personnel, that (a) unencumbered appropriated funds are available or board on govern-
ment operations funds have been so provided; (h) training costs estimated to exceed
$500, excluding the compensation of participants, have heen included in the budget and
approved by the legislature or approved by the hoard on government operations, and
such costs will be encumbered for training purposes on the records of the department of
administration; (¢) an agreement has been entered into by the trainee and the appointing
officer relative to employment with the state, together with such other terms and condi-
tions as may be necessary under the rules of the personnel board, and (d) the immediate
and necessary work requirements of the department will not be jeopardized because of
such training program.

(4) Girrs, GraNTs, Apg, Erd. Nothing in this section shall nullify the acceptance
or the special conditions of training programs financed by gifts, grants, bequests and
devises from individuals, partnerships, associations or corporations and all subventions
from the United States, unless pursuant to s. 14.205 or 20.953, such financing has been
refused by the state.

(5) EsmaBLiSH INTERNSHIPS., The divector of personnel shall establish in the classi-
fied service in-service training internships designed to give rigorous training in public
servico administration for periods not to exceed 3 years under the direct supervision of
experienced  administrators.

(6) RULES FoR INTERNSHIPS., The director of personnel s}lall draft rules and regu-
lations relating to salary increases, annual leaves, the probthnary period,' and means
by which interns may be promoted to permanent employment in the state service.

(7) CO-OPERATE FOR SCHOLARSHIP LOANS. To stimulate the interest of qualified stu-
dents of exceptional merit in government career service, thq gﬁrec’cor oi:i personnel sha_ll
co-operate with the nuniversity regents in providing opportunities for recipients of public
service scholarship loans to secure employment under the internship plan.

(8) Rosrer For SUPERSERVICE. The director of personnel shall maintain a perpetual
employment roster of men and women with special qualifieations for public service ad-
ministration obtained by selection from within the service upon the recommendation of
appointing authorities, and from the student bodies of the educational institutions main-
tained by the state upon recommendation of their governing hodies, by selection from
outside the service, including nonstate supported educational institutions.

16.22 Probationary period; permanent appointment. (1) All original permanent
or geasonal appointments and appointments by promotion between dep;uftmen’cs to the
classified service shall be for a probationary period of 6 months, but dismissal may be
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made at any time during such period. Upon such dismissal, the appointing authority
shall forthwith report to the director and to the employe removed his action and the
reason therefor. No more than 3 employees shall be removed successively from the same
position during their probationary periods without the approval of the director. The
director may remove an employe during his probationary period if he finds, after giving
him notice and an opportunity to be heard, that such employe was appointed as a result
of fraud or error. .

(2) Fifteen days prior to the expiration of an employe’s probationary period, the
divector shall notify the appointing officer as to the date on which the probationary period
will terminate, and thereupon the appointing authority shall notify the director in writing
whether or not the services of the employe have been satisfactory and whether or not he
will continue the employe in his position. A copy of such notice shall be given to the
employe.

(3) If an employe is removed from his position during or at the end of his pro-
bationary period,. and the director determines that he is suitable for appointment to
another position, his name may be restored to the list from which it was certified. If any
such employe was a regular employe in another position in the classified service immedi-
ately prior to his appointment, his name shall be placed on the reemployment list for the
clags of position in which he was a regular employe.

(4) An employe promoted to fill a vacancy within a department shall not be consid-
ered to be serving on an original appointment but shall serve a trial period of 6 months.
At any time during this period, the appointing authority may restore him to his former
position and salary without the right of appeal. Any other removal, suspension without
pay, or discharge during the trial period shall be subject to s. 16.24 (1) (a).

(5) An employe reinstated to a department, other than the one from which he earned
reinstatement rights, or an employe transferred from one department to another, shall be
required by the appointing authority to serve a trial period of 6 months. If during the
trial period his services are found to be unsatisfactory, he may he separated without the
right of appeal, at the diseretion of the appointing anthority.

(6) An employe whose position is classified as a trainee shall be on a trial period for
the duration of the training program and may be separated during that period without
the right of appeal, at the discretion of the appointing authority., Upon qualifying for
the objective classification, he shall serve a probationary period as specified in sub, (1).

16.23 Transfers and reinstatements. (1) No transfer or reinstatement shall be
made from a position in one grade and class to a position in another grade and class
mmnless the same he specifically authorized by the director. Seetion 1619 and the rules
adopted thereunder shall be vead with this section and the rules adopted hereunder, and
where the transfer involves a promotion the requirements of the promotion rule and regu-
lation shall be observed.

(2) Any person who has held a position by permanent appointment under the ecivil

gervice law and rules and who has been separated from the serviee without any delinquency
or miseonduct on his part but owing to reasons of economy or otherwise, may he reinstated
within one year, and in the case of legislative employes within two years, from the date of
such separation to positions in the same or similar grade or class in the state serviee; pro-
vided, that for the original entrance to the position proposed to be filed by such rein-
statement there is not required in the opinion of the director examination involving essen-
tial tests or qualifications different from or higher than those involved in the examination
for the original entrance to the position formerly held by the person proposed to be rein-
stated. .
(3). The hoard after consideration of the recommendation of the director may provide
in its rules for the reinstatement of persons who have served meritoriously less than three
months in seasonal employments, the need for which may reasonably be anticipated and is
likely to vecur each year or shorter period.

16.24 Removals, suspensions, discharges, reductions, dismissals, layoffs, resigna-
tions, (1) (a) No permanent subordinate or employe in the classified service who has
been appointed under ss. 16.01 to 16.30 or the rules made persuant thereto shall be
removed, suspended without pay, discharged, or reduced in pay or position except for
just cause, which shall not be religious or political. No suspension without pay shall be
effective for more than 30 days. In all such cases the appointing officer shall, at the time
of such action, furnish to the subordinate in writing his reasons for the same. The reasons
for such action shall be filed in writing with the director within 5 days of the effective
date thereof. Within 10 days after the effective date of such action of the appointing offi-
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cer, the employe may appeal to the hoard and within 30 days after the date of appeal, the
board shall hold a public hearing thereon.

(b) After the public hearing before the board, the hoard shall either sustain the
action of the appointing officer, or shall reinstate the employe fully. Any action brought
against the appointing officer by the employe for failure to comply with the order of
the board to reinstate shall be brought and served within 60 days from the date of the
hoard’s findings.

(2) Provisional employes as defined in s. 16.20 (1), emergency employes as defined in
8. 16.20 (2), and limited term employes as defined in s. 16.20 (3) may be dismissed or laid
off at any time at the discretion of the appointing officer. Seasonal employes provided for
in s 16.23 (3) may be dismissed or laid off at any time during the first 6 months of
serviee, and, if such service extends beyond 6 months, they may be laid off at the expira-
tion of the seasonal period, at the discretion of the appointing officer. In case of a
reduction in foree because of a stoppage or lack of work or funds or because of material
changes in duties or organization, permanent employes shall be laid off in accordance with
rules established by the personnel board. The seniority and service ratings of employes
shall be considered, in such manner as the rules shall provide, in determining the order of
layoffs and reinstatements. The appointing officer shall confer with the director relative
to a proposed layoff a reasonable time before the effective date thereof in order to assure
compliance with the rules. Persons so laid off shall be placed on the appropriate reinstate-
ment list. Resignations from the classified service shall be regulated by the rules of the
personnel board.

(3) Any employe who shall have heen removed, demoted or reclassified, from or in any
position or employment in contravention or violation of any provisions of ss. 16.01 to
16.30, and who shall have been reinstated to such position or employment by order of the
board or any court upon review, shall be entitled to compensation therefor from the date
of such unlawful removal, demotion or reclassification at the rate to which he would have
been entitled by law but for such unlawful removal, demotion or reclassification, and such
employe shall be entitled to an order of mandamus to enforee the payment or other pro-
visions of such order.

16.26 Appointing officers to report appointments, promotions, reductions, separa-
tions, efficiency, ete., standards of performance; service ratings. (1) Each appointing
officer shall report to the director forthwith in writing upon any appointment or employ-
ment in the classified service, the name of the appointee, or employe, the title and char-
acter of his office or employment, the date of commencement of service by virtue thereof,
and the salary or compensation thereof, and shall report from time to time, and, upon the
date of the official action, in, or knowledge of each case, any separation of a person from
the service or any promotion, reduction, transfer, reinstatement, or other change therein,
the efficiency of his subordinates and employes and other information, in such manner as
may be preseribed.

(2) In ceo-operation with appointing officers and prineipal supervisors, the director
shall establish, and may from time fo time amend, standards of performance and out-
put for employes in each class of positions in the classified service or for groups of
classes, and a system of service ratings based upon such standards. In such manner
and with such weight as shall be provided in the rules, service ratings shall be considered
in determining salary increases and decreases within the limits established by the salary
schedules; as a factor in promotion tests; as a factor in determining the order of law-off
when forces must be reduced because of lack of funds or work, or material changes in
duties or organization and the order in which names are to be placed on reemployment
lists; and as a means of discovering employes who should he promoted, demoted, trans-
ferred or dismissed. In such manmer and at such times as the rules may require, each
appointing officer shall report to the director the serviee ratings of employes in his divi-
sion or such information as the director may request as a basis for determining such
service ratings. Any employe shall be given reasonable opportunity to see his service
ratings and discuss the same with a representative of the department of administration and
the rating officer of his department,

16.26 Roster of classified service; access to public records. The director shall
keep in the office an official roster of the classified service and shall enter thereon the name
of each and every person who has been appointed to, employed, promoted, reduced or rein-
stated in any position in such service, upon such evidence as it may require or deem satis-
factory that such person was appointed to, employed, promoted, reduced or reinstated in
the service in conformity with the provisions of this chapter, and the rules adopted pur-
suant thereto. This roster shall show in conneection with each name the date of appoint-
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ment, employment, promotion, reduction or reinstatement, increases and decreases in pay,
the compensation and title of the position, changes in title, transfer, sick or annual leaves
with pay and the date and nature of any termination of such office or employment. The
director shall have access to all public records and papers, the examination of which will
aid in the disecharge of his duty in connection with said roster,

16.27 Pay rolls certified by director; mandamus; liability of appointing officer;
taxpayers’ suits. (1) Neither the director nor other fiscal officer of this state shall
draw, sign or issue, or authorize the drawing, signing or issuing of any warrant on the
treasurer or other disbursing officer of the state to pay any salary or compensation to any
person in the service of the state unless an estimate, pay voll or account for such salary
or compensation, eontaining the names of every person to be paid, shall bear the certificate
of the director that the persons named in such estimate, pay roll, or account have heen
appointed, employed, reinstated or promoted as required by law and the rules established
thereunder and that the salary or compensation is within the salary ranges fixed pursunant
to 8. 16.105.

(2) Any officer, clerk, employe, or other person entitled to be certified by said director
to the secretary of state or other fiscal or dishursing officer of the state, as having been
appointed or employed in pursuance of law and of the rules made in purgnance of law,
and refused such certificate, may maintain an action of mandamus to compel such director
to issue such certificate.

(3) Any snms paid eontrary to the provisions of this section may be recovered from
any officer or officers making such appointments in econtravention of the provisions of law
or of the rules made in pursnance of law, or from any officer signing or countersigning or
authorizing the signing or countersigning of any warrant for the payment of the same, or
from the sureties on the official hond of any of said officers, in an action in the cireuit
court of any county within the state, maintained by the director or the personnel board or
by any member thereof, or by a citizen resident therein, who is assessed for, and liable to
pay, or within one year before the commencement of the action has paid, a state, city or
county tax within this state. All moneys recovered in any action brought under this sec-
tion when collected, shall be paid into the state treasury except that if a citizen taxpayer
is plaintiff in any such action he shall be entitled to receive for his own use the taxable cost
of such action and 5 per cent of the amount recovered as attorney’s fees.

16.274 Leave of absence and salary while serving in unclassified position. A per-
manent employe in the classified service appointed to a position in the uneclassified service
shall be granted a leave of absence without pay from his former position in the classified
service for the period of his serviee in such unclassified position and for one year there-
after, during which time he shall be entitled to retwn to such former position or fo one
with equivalent responsibility and pay in the classified service without loss of seniority
or eivil service status. Any permanent employe receiving a greater salary in the classified
service than that provided for a position in the unclassified service to which he is
appointed shall be entitled to the same salary while serving in such position as he was
receiving in the classified service at the time of such appointment. This section shall
supersede any provision of law in confliet therewith.

16.275 Vacation; sick leave; military leave; jury leave. (1) Appointing officers
shall grant to each subordinate employed subject fo this chapter a noncumulative leave
of absence without loss of pay, as provided under s. 14.59 (1) (d). Where allowances
such as laundry, meals or lodging are provided any classified employe or an employe and
his family, and such allowance in kind is included as a part of the compensation, the
appointing officer or department head in addition shall pay in c_ash the Vahw‘ of the food
during the vacation period or noneumulative leave of absence, if not so utilized, to such
an employe. . ) )

(2) Leave of absence with pay owing to sickness and leave of absence without pay,
other than vacation, shall be regulated by rules of the personnel board, except that
unused sick leave shall aceumulate from year to year not to exceed 60 days,

(4) Officials and employes of the state who have permanent status or are seasonal
employes who have worked at least 6 continuons months in prior seasonal employment
and who are duly enrolled members of the national guard, the state guard, the officers’
reserve eorps, the enlisted reserve corps, the naval reserve, the marine corps reserve, or
any other reserve component of the military or naval forces of the United States or the
state of Wisconsin now or hereafter organized or constituted under federal law, are
entitled to leaves of absence without loss of fime in the service of the state, to enable
them to attend military and naval schools, field camps of instruction and naval exercises
which have been duly ordered held but not to exceed 15 days, excluding Sundays and
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holidays enumerated in s. 14.569 (1), in the calendar year in which so ordered and held.
There shall be no deduction from or interruption in the pay from the state for the time
spent in such attendance, irrespective of whether or not they receive separate pay for
and identified with the attendance. The leave granted by this section is in addition to all
other leaves granted or authorized by any other provision of law and the time of the
leave granted under this section shall not he deemed a part of any leave granted or
authorized by any other provision of law. For the purpose of determining seniority,
pay or salary advancement the status of the employe shall be considered as though not
interrupted by such attendance.

(5) Officials and employes of the state summoned for grand or petit jury service are
entitled to leaves of absence without loss of time for the time of absence required pur-
suant to the summons and thereafter. There shall be no deduction from nor interruption
of the pay from the state because of such absence.

16,276 Restoration of employment, (1) Any classified employe of the state of Wis-
consin who has enlisted or enlists or has been or is induected or ordered into active service
in the armed forcees of the United States pursuant to the selective training and service
act of 1940 or the national guard and reserve officer mobilization act of 1940, the selective
service act of 1948 and any acts amendatory thereof or supplementary thereto, and any
such employe whose services are specifically requested by the federal government for
national defense work as a civilian dwring a period officially proclaimed to he a national
emergency or a limited national emergeney, who, in order to perform such training or
serviee, has left or leaves a position, other than a temporary position, as a classified
employe of the state of Wisconsin shall be restored to such a position or to a position of
like seniority, status, pay, salary advancement and pension rights under ss. 42.60 to
42,70 [Stats. 1945] as though such services toward seniority, status, pay, salary advance-
ment and pension rights under ss. 42.60 to 42.70 had not heen interrupted by such desig-
nated service, provided that (a) he presents to the employing agency a certificate or other
evidence that he has satisfactorily completed his period of training or service, (b) he is
still qualified to perform the duties of such position, (¢) he makes application for
reemployment within 90 days after he is released from such training or services, and (d)
the circumstances of the employing agency have not changed as to make it impossible or
unreasonable to so restore such employe and upon the employe’s request made at any
time before 6 months after he is relieved from such fraining or services, or absence during
federal hospitalization because of injuries or sickness resulting from such war or emer-
gency service the employe, upon presentation of proof of discharge other than dishon-
orable or other than (a) by reason of the sentence of a general court maxtial, (b) on the
ground that he was a conscientious objector who refused to perform military duty or
refused to wear the uniform or otherwise to comply with lawful orders of competent mil-
itary authorities, (e) as a deserter or (d) of an officer by the acceptance of his resignation
for the good of the serviee, release from such active service or federal hospitalization shall
be restored as hereinafter provided:

(a) Any eclassified employe who had attained permanency under s. 16.22 and the
rules of the personnel hoard pursuant thereto when he left state service shall, under the
provisions of this seetion, be restored to a position of like seniority, status, pay, salary
advancement, group insurance and pension rights under s. 23.14. The service of any
employe who is or was so restored shall be deemed not to be or have been interrupted by
such leave, except for the receipt of pay or other compensation, acemmulation of sick
leave, and vacation for the period of such absence, and he shall be given all the benefits of
seniority, status, pay, salary advancement and pension 1'1g11ts under s. 23.14 as though
his state employment had not been so interrupted.

(h) Any clagsified employe who was serving his probationary period, except in the
capacity of a substitute, under s. 16.22 and the rules of the personnel hoard pursnant
thereto when he left state service shall, under the provisions of this section, be restored
to that point of service in his pr obatlonary period as though his state employment had not
been so interrupted.

(e) Any classified employe who had attained reinstatement rights as a seasonal
employe under s, 16.22, and the rules of the personnel hoard pursuant thereto, when he
left state service shall, under the provisions of this section, be restored to such seasonal
position or eligibility as though his service or eligibility had not heen so interrnpted.

(2) (a) Any classified employe who leaves state service and enters the armed forces
of the United States shall, under the provisions of this section, he given written military
leave of absence by the employmg agency. Notice of such severance from state service
and the terms of any such leave shall be given in writing by the employing agency to the
director for purposes of record.
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(b) Any classified employe who leaves state service for ecivilian employment in
response to specific request or order of the federal government or any of its agencies in
connection with manpower redistribution and utilization shall, under the provisions of
this section, make written application to the employing agency for civilian leave of
absence presenting such specifie request or order of the federal government as supporting
evidence. Such civilian leave shall be allowed by the employing ageney and its terms,
which shall conform to the rules of the personnel board, shall be in writing. Notice of
such severance from state service shall be made in writing by the employing agenecy to
the director for purposes of record. :

(e) Al such military or civilian leaves of absence as heretofore may have been granted
are validated and shall be deemed to be sufficient and effective hereunder; such leaves
shall be recorded with the director.

(3) Any person appointed to fill the position of an employe on such military or
civilian leave shall be designated as a substitute or replacement employe and upon the
return and reemployment of the original employe the substitute employe shall be trans-
ferved to a similar position with the same employing ageney if one is available, or if not,
his name shall be placed upon an appropriate reemployment register in accordance with
the rules of the personnel hoard. The status of any person who is appointed to fill the
place of an employe on military or civilian leave under the provisions of this section
shall be governed by the rules of the personnel hoard pursuant thereto.

(4) The restoration of classified employes of the state shall be governed by this see-
tion and by the rules of the personnel board.

16.277 Seniority credit for federal employment during emergency. Any classified
employe on June 5, 1953, who entered the service of the United States in civilian war
emergency employment on or after January 1, 1942, and who was not at the time of such
entry an employe of the state, and who on November 16, 1946, in accordance with Public
Law 549 of the 79th congress was transferred to the service of this state shall have such
seniority rights as though he had been a member of the classified serviee of the state
during the period of his employment in the service of the United States.

16.28 Taxpayers’ suits. The right of any taxpayer to bring any action to restrain
the payment of compeunsation to any person appointed to or holding any office or
place of employment in vielation of the provisions of ss. 16.01 to 16.30 shall not be
limited or denied by reason of the fact that said office or place of employment has been
classified as, or determined to be, not subject to competitive examination; however, any
judgment or injunction in any such action shall be prospective only, and shall not affect
payments already made or due to such persons by the proper disbursing officers, in
aecordance with the rules of the personnel board in foree at the times of such payments.

16.29 Duty and liability of appointing officer; aged employes, (1) All officers of
this state shall conform to, comply with and aid in all proper ways in carrying into
effect the provisions of ss. 16.01 to 16.30, and the rules preseribed thereunder.

(2) No appointing officer shall select or appoint any person for appointment,
employment, promotion or reinstatement, except in accordance with the provisions of ss.
16.01 to 16.30, and the rules prescribed thereunder,

(3) Any person employed or appointed contrary to the provisions of ss. 16.01 to
16.30, or of the rules established thereunder, shall be paid by the officer or officers so
employing or appointing, or attempting to employ or appoint him, the compensation
agreed upon for any service performed under such appointment or employment, or
attempted appointment or employment, or in case no compensation is agreed upon, the
actual value of such services and any expenses incuwrred in connection therewith, and shall
have a cause of action against such officer or officers or any of them, for such sum and
for the costs of the action. No public officer shall be reimbursed by the state for any sums
s0 paid or recovered in any such action.

(4) When an employe becomes physieally or mentally incapable of or unfit for the
efficient and effective performance of the duties of his position by reason of infirmities
due to age, disabilities, or otherwise, it shall be the duty of the appointing officer either
to transfer him to less arduous dutfies or place him on a part-time service basis and at
a part-time rate of pay or as a last resort retire him from the service. In either case the
same method of procedure shall be followed and the same right of appeal to the person-
nel board as provided in s. 16.24.

16.30 Politicial contributions and certain political activities prohibited. No person

holding a position in the classified civil service shall directly or indirectly solicit or
receive or be in any manner concerned with soliciting or receiving any assistance or sub-
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seriptions or contributions for any political party or any political purpose whatsoever.
No person shall orally or by letter solicit or be in any manner concerned in soliciting any
assistance, subscription, or support for any political party or purpose whatsoever from
any person holding any position in the classified civil service. No person holding any
position in the clagsified eivil service shall during the hours when he is on duty engage in
any form of politiecal activity caleulated to favor or improve the chances of any political
party or any person seeking or attempting to hold political office, nor shall he engage in
any political activity when not on duty to such an extent that his efficiency during work-
ing hours will be impaired or that he will be tardy or absent from his work, Any viola-
tion of the provisions of this section shall be adequate grounds for dismigsal.

16.301 Obstruction or falsification of civil service examinations, (1) Any com-
missioner, or examiner, or any other person who wilfully, by himself or in co-operation
with one or more persouns, defeats, deceives or obstructs any person in vespect of his or
her rights of examination or registration, according to ss. 16.01 to 16.30 or to any rules
or regulations preseribed pursuant thereto, or

(2). Who wilfully, or corruptly, falsely marks, grades, estimates or reports upon the
examination or proper.standing of any person examined, registered or certified, pursuant
to the provisions of said sections, or aids in so doing, or

(3) Who wilfully or corruptly makes any false representations concerning the same,
or concerning the person examined, or

(4) Who wilfully or corruptly furmshes any person any special or secret information
for the purpose of either improving or injuring the prospects or chances of any persons
so examined, registered ov certified, heing appointed, employed or promoted, or

(5) Who personates any other person, or permits or aids in any manner any other
person to personate him or her, in connection with any examination, or registration or
application or request to be examined or registered, shall for each offense be deemed
guilty of a misdemeanor.

16.302 Prohibited appointments punished. Whoever, after a rule has heen duly
established and published, according to the provisions of ss. 16.01 to 16.30, makes an
appointment to office or selects a person for employment, contrary to the provisions of
such rule, or wilfully refuses or neglects otherwise to comply with, or to conform to, the
provisions of ss. 16.01 to 16.30, or violates any of such provisions, shall he deemed guilty
of a misdemeanor. If any person shall be convicted under this section, any publie office
which such person may hold shall by force of such convietion be rendered vacant, and
such person shall be incapable of holding office for the period of 5 years from the date of
such convietion.

16.303 Misdemeanors, how punished, Misdemeanors under the provisions of .
16.301 or 16.302 are punishable by a fine of not less than $50 nor more than $1,000, or
by imprisonment for not more than 2 years, or both,

16.305 Merit award to state employes. (1) MERIT AWARD BOARD OREATED. There
is created within the department of administration, a Wiseonsin state employes merit
award board, to consist of 3 persons who may he state officers or employes to be
appointed by the governor. Initial appointments shall be for 1, 2 and 3 years, respec-
tively, for terms to commence July 1, 1953. Thereafter each appomtment shall be for a
term of 3 years. All terms shall expire June 30 of the year of expivation. Vacanecies
ghall be filled by the governor for the unexpired term. Annually the board shall elect one
of its membhers as chairman of the board. The members of the hoard shall serve without
compensation but shall he reimbursed for necessary expenses ineurrd in the performance
of their duties. .

(2) Duries ox THE BOARD., The hoard shall have authorify and it shall be its duty:

(a) To formulate, establish and maintain a plan or plans to encourage and reward
mnusual and meritorious suggestions and accomplishments by state employes promoting
efficiency and economy in the performance of any funection of state government;

(b) To appoint departmental or divisional committees to analyze and review sug-
gestions and accomplishments of state employes submitted for consideration under such
plan or plans, and to make recommendations thereon fo the board;

(e) To make and vender merit awards to or for the benefit of state employes nomi-
nated to receive them in accordance with such plan or plans.

(3) PERSONNEL, FACILITIES, AND EQUIPMENT OF THE BOARD. The director shall detail
and assign for the use of the board such personnel, facilities and equipment as the hoard
may require for the proper performance of its work. The bhoard may request and shall
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receive from any state department such assistance as it may require, and each such
department shall make available to the hoard, upon its request, any of its personnel and
facilities required for the furtherance of the work of the bhoaxd.

(4) Awarps. The board may determine the nature and extent of the merit awards to
be made under this section which may include, but shall not be limited to, the following:

(a) Certificates, medals or other appropriate insignia which shall be in such form
and shall be awarded at such times as the board may fix and determine;

(b) Cash awards, which shall be of such amount and shall he payable at such times
as the board may fix and determine,

(6) Rutes AND REGULATIONS. The board shall have full power and authority to
adopt and promulgate rules and regulations governing the operation of any plan or plans
established under this section, the eligihility and gualifications of state employes partici-
pating therein, the character and ¢nality of suggestions and accomplishments submitted
for consideration, the method of their submission and the procedure for their review,
nominations for merit awards, and the kind, character and value of such awards, and
such other rules and regulations as may he deemed necessary or appropriate for the
proper administration of this section or for the accomplishment of the purposes thereof.

SuscmarTER ITI,
FINANCE,

16,40 Department of administration, duties, powers. It shall he the duty of the
department of administration and it shall have power and anthority:

(1) Prepark BUDGET. To discharge all duties in connection with the ecompilation of
the biennial state budget veport imposed by ss. 16.42 to 16.46.

(2) ATTEND PINANOE COMMITTEE. To attend all public hearings of the joint commit-
tee on finance and such executive meetings as the committee may desire, to answer ques-
tions and to give information ealled for by the committee relative to the financial opera-
tions of the state and its several departments,

(3) FINANOIAL STATEMENT. To prepare at the end of each fiscal year not later than
October 15, a condensed, and popular account of the finances -of the state, showing the
sources of the state’s revenue and the purposes of its expenditures, including a compari-
son with the prior year; to prepare at the end of each fiseal year not later than October
15, a statement of the condition of the general fund showing the cash balance, the
accounts receivable, the aceounts payable and the continwing unexpended and uneneum-
hered appropriation balances; and to prepare not earlier than Jannary 1 nor later than
February 1, in odd-numbered years a tentative statement of the estimated receipts and
disbursements of the general fund for the biennium in progress, showing also the esti-
mated condition of the general fund at the end of the current bienninm. A copy of each
of such statements shall be filed in the legislative reference library and shall be sent to
each member of the legislature.

(4) FurRNISH INFORMATION. To furnish such other information regarding the
finances of the state and the financial operations of departments as may be called for hy
the governor, the governor-elect, the legislature or either house thereof, or any member
thereof.

(6) BooxkEEPING FORMS. To preseribe the forms of accounts and other financial
records to be used by all departments. Such accounts shall be as nearly wniform as is
practical, and as simple as is consistent with an aceurate and detailed record of all
receipts and disbursements and of all other transactions affecting the aecquisition, cus-
todianship and disposition of value. The director may call upon the state auditor for
advice and snggestions in prescribing such forms,

(6) TAxm TESTIMONY. In the discharge of any duby imposed by law, to administer
oaths and take testimony and to cause the deposition of witnesses to be taken in the
manner preseribed for taking depositions in eivil actions in ecireuit courts.

(7) COLLECT REVENUE INFORMATION. To colleet from any available source and to
correlate information concerning any and all anticipated state revenues.

(8) COLLECT INFORMATION ON DISBURSEMENTS To collect and correlate information
from all state departments concerning any departmental disbursements and the proper
time thereof.

(9) FORECAST REVENUES AND EXPENDITURES. To forecast all revennes and expendi-
tures of the state.

(10) DETerMINE MINIMUM CASH BALANCES, To determine the minimum ecash bal-
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ances needed in operating hanks ab all times to meet the operating vequirements of all
state departments.

(11) ADVISE INVESTMENT BOARD DIRECTOR ON SURPLUS MONEYS, To advise the execu-
tive director of the state of Wisconsin investment board daily concerning surplus moneys
available for investment from each of the various state funds,.

(12) ADVISE INVESTMENT BOARD DIRECTOR ON CASH NEEDS. To advise the executive
director of the state of Wisconsin investment hoard concerning the date when invested
funds will be required in the form of cash. Said commission shall furnish such reports
of investments as may be requirved by the department of administration.

(13) Co-OPERATE IN IMPROVEMENTS OF STATE FUND MANAGEMENT., To co-operate
with the executive director of the state of Wisconsin investment hoard, the state treas-
urer, the department of taxation and other revenue departments for the purpose of effect-
ing improvements in the management and investment of state funds,

16.41 Departmental accounting, information, aid. (1) All departments shall keep
their accounts and other financial records as preseribed by the director under s. 1640 (5),
except as otherwise specifically directed by law. All such departments shall also furnish
to the director all information relating to their financial transactions which he may call
for pursuant to this subchapter and shall render such assistance in connection with the
preparation of the state budget report and the budget hill and in anditing accounts, as
the director or the governor may require.

(2) The director and his duly authorized employes shall have free access to all finan-
cial accounts of every state department, and it shall be the duty of each such department
to assist the director in preparing estimates of receipts and expenditures for inclusion in
the state hudget report.

(3) Upon request of the director all state departments shall furnish such information
concerning anticipated revenues and expenditures as may be required by him for effec-
tive control of state finances.

16.42 Departmental reports. Each department, other than the legislature and the
courts shall, in each even-numbered year on the date prescribed for it by the director,
furnish to the director the following data:

(1) A detailed statement of its actual and estimated receipts during the preceding and
the enrrent bienninm, and its estimate of the receipts during the succeeding biennium;

(2) A detailed statement of its actual and estimated disbursements during the pre-
ceding and the current hienniums and an estimate of its needs in the succeeding bien-
nium;

(3) A full explanation of its requests for appropriations in the suceeeding biennium,
including a statement of the work proposed to he done and the activities to be carried on;

(4) A list of all employe positions and their salaries at the time of such report show-
ing basie salary, cost of living honus, and total salary, together with similar comparative
detail for the succeeding bienniwm showing, in addition, the proposed merit increases
contemplated for each ensuing year of the biennium as well as all contemplated new
employe positions and the salaries to be paid; such statement to be furnished on forms
presciibed by the director; :

(5) All fiseal or other information relating to the department that the director or the
governor may require on forms prescribed by the director;

(6) Should any department fail to furnish the above data by the date specified, the
director is empowered to make hudget estimates for said department, hoard or commis-
sion.

16.43 Budget compiled. The director shall compile and submit to the governor-
elect, not later than November 20 of each even-numbered year, a compilation giving all
of the data required by s. 16,46 to be included in the state budget report, except the
recommendations of the governor and the explanation thereof.

16.44 Budget hearings. After the filing of such compilation, the governor-elect
shall hold public hearings upon the requests of the several departments, at which the
heads of those departments and any interested ecitizen may be hLeard in relation to any
matters referred to in the departmental estimates. The director shall arrange a schedule
of the time and place of such hearings, to suit the convenience of the governor-elect, and
shall give notice thereof to the interested departments and also to the public through
the press. The director and the state aunditor shall attend all such hearings and shall give
such advice and assistance to the governor-elect in the conduct of such hearings as he may
desire,
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16,46 Budget message to legislature. Not later than February 1 in each regular
session of the legislature, the governor shall deliver his hudget message to the 2 houses in
joint session assembled. With such message he shall fransmit to the legislature the bien-
nial state budget report and the exeeutive budget bills together with suggestions for the
best methods for raising the needed revenues,

16.46 Biennial budget, contents. The biennial state budget report shall he pre-
pared by the director, under the direction of the governor, and a copy of a budget-in-
brief thereof shall be furnished to each member of the legislature on the day of the deliv-
ery of the budget message. The biennial state budget report shall be furnished to each
member of the legislature on or ahout February 15 of each odd-numbered year and shall
contain the following information:

(1) A summary of the actual and estimated receipts of the state government in all
operating funds wnder existing laws during the preceding, the eurrent and the succeeding
bienniwms, classified so as to show the receipts by funds, organization units and sources
of income;

(2) A summary of the actual and estimated dishursements of the state government
from all operating funds during the preceding and the eurrent bienniums and of the
requests of departments and the recommendations of the governor for the succeeding
biennium;

(3) A statement showing the condition of all operating funds of the treasury at the
close of the preceding fiscal year and the estimated condition at the elose of the eurrent
year;

(4) A statement showing how the fotal estimated dishursements during each year of
the succeeding bienninm compare with the estimated receipts, and the additional revenues,
if any, needed to defray the estimated expenses of the state;

(5) A statement of the actual and estimated receipts and disbursements of each
department and of all state aids and activities during the preceding and the current bien-
nium, the departmental estimates and requests, and the recommendations of the governor
for the, suceeeding biennium. Estimates of expenditures shall be classified to set forth
such expenditures by funds, organization units, appropriation, object and activities ab
the diseretion of the director;

(6) Any explanatory matter which in the judgment of the governor or the director
will facilitate the understanding by the members of the legislature of the state financial
condition and of the budget requests and recommendations.

16.47 Budget bill. (1) The executive budget bills shall incorporate the governor’s
recommendations for appropriations for the succeeding hiennium. One bill shall cover
each of the following operating funds: the general fund, the highway fund and the conser-
vation fund. Each appropriation in each bill except those for highway construetion and
aids to local units may be divided into 3 allotments; personal services, other operating
expenses, and eapital outlay, or appropriations may he made in total for all expense.
The appropriation method shall in no way affect the amount of detail or mamer of
presentation which may be requested by the joint committes on finanee, Appropriation
requests shall be divided into 3 allotments; personal serviees, other operating expenses
and capital outlay. Immediately after the delivery of the budget message, the bills shall
be introduced without change into either house by the joint finance eommittee and when
introduced shall be referred to that committee.

(2) No bill affecting the general fund and containing an appropriation or increasing
the cost of state government or decreasing state revenues shall be passed by either house
until the general fund budget bill has passed both houses; except that the governor or the
joint committee on finance may recommend and the legislature enact emergeney appropuri-
ation bills. Such hills shall earry a statement to the effect that they are emergency appro-
priation bills recommended by the goveimor or the joint committee on finance, and such
statement shall be sufficient to permit passage prior to the general fund budget bill,

*16.48 Recommendation of joint finance committee on fiscal policy. At any time
during the regular session but not later than 10 days after the passage by hoth houses of
the budget bill relating to the general fund, the joint committee on finance shall report to
the legislature in the form of a joint resolution, to be introdueed in either house, its ree-
ommendations as to fiseal policy concerning state revenues and appropriations for the
next biennium, Such information shall include: The estimated condition of the general
fund on the succeeding July 1; the estimated general fund revenues during the ensuing
biennium; the total amount of appropriations in the budget bills; the estimated condition
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of the general fund at the end of the ensuing hiennium; and such other information as
the ecommittee deems pertinent.

16.49 Lobbying by officers., No department or any officer or employe thereof shall
present any request for increased appropriations or any explanation, argument or appeal
in support of any such request, except at a hearing of the governor or the joint committee
on finance or at the request of either house or any committee thereof. Nor shall any
department, officer or employe attempt to proeure an inereased appropriation other than
through the regular and orderly presentation of budget requests in the manner provided
in this chapter or to the governor in emergencies. o

16,50 Departmental estimates. (1) ExpENDITURES. Hach department except the
legislature and the courfs shall prepare and submit to the director an estimate by quar-
ters of the amount of money which it proposes to expend upon each of its divisions;
activities and funetions. The director may waive the submission of estimates of other
than administrative expenditures from such funds as he may determine. Estimates shall
be prepared in such form and at such times as the direetor may require. Revised and
supplemental estimates may be presented at any time under rules to he preseribed by the
diveetor. ; v

(2) ACTION THEREON BY DIRECTOR. The director shall examine each such estimate to
determine whether appropriations are available therefor and can be made without ineur-
ring danger of exhausting such appropriations before the end of the appropriation period
and whether there will be sufficient revenns to meet such contemplated expenditures. If
satisfied that such estimate meets these tests, he shall approve the same; otherwise he
shall disapprove the same, in whole or in part, as the facts may rvequirve, If the director
is satisfied that an estimate for any period is more than sufficient for the execution of the
normal funetions of a department, he may modify or withhold sueh estimates,

(8) LIMITATION ON INCREASE OF FORCE AND SALARIES. It is unlawful for any depart-
ment, except the legislature and the courts, to increase the salary of any employe, to
employ any additional employes, or to expend money or incur any obligations exeept in
accordance with an estimate submitted to the director as provided in sub. (1) and which
shall have been approved either by such director or by the governor. Approval by the
director shall not be necessary for any expenditure which may be made only with the
approval of the governor. No salary increase shall be approved unless it is within the
salary ranges fixed by the personnel board.

(4) APPEALS TO GOVERNOR. Any department feeling itself aggrieved by the refusal
of the director to approve any estimate, or any ifem thevein, may appeal from his de-
cision to the governor, who, after a hearing and such investigation as he deems necessary,
may set aside or modify such decision.

(5) DispurseMENTS. The director shall not dvaw his warrant for payment of any
expenditures incurred by any department for which the approval of the director or the
governor is necessary under this section, unless such expenditure was made in accordance
with an estimate submitted to and approved by the director or by the governor.

16.61 Department of administration; pre-anditing and accounting; additional
duties and powers. The department of administration in the discharge of pre-auditing
and accounting functions shall:

(1) SuaeEsT IMPROVEMENTS. Suggest plans for the improvement and management
of the public vevenues and expenditures, .

(4) DmEOT COLLECTION OF MONEYS. Excepl as otherwise provided by law, direct
and superintend the collection of all moneys due the state,

(5) Kemp AND STATE ACCOUNTS. Keep and state all accounts in which the state is
interested as provided in s. 16.52.

(6) Avpir crAtMs. Ixamine, determine and andit, according to law, the claims of
all persons against the state as provided in s. 16.53.

(7) AUDIT CLAINMS FOR RETURN OF PRISONERS. Receive, examine, determine and audit
claims, duly certified and approved by the state department of publie welfare, from the
county clerk of any county in behalf of such county, which are presented for payment to
reimburse such county for certain expenses imeurred or paid by it on and after J uly 1,
1937, in reference to all matters growing out of the return of escaped conviets, from the
state prison, state reformatory and the Wisconsin home for women. Expenses shall only
include such amounts as were necessarily ineurred and actually paid and shall be no more
than the legitimate cost would he to any other county had the offense or crime oecurred
therein.
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16,62 Accounting., The department of administration shall:

(1) KEgp SEPARATE ACCOUNTS, Ieep in his office separate accounts of the revenues
and funds of the state, and of all moneys and funds received or held by the state, and also
of all incumbrances, expenditures, dishursements and investments thereof, showing the
particulars of every incumbrance, expenditure, dishursement and investment,

(2) REVENUR ACCOUNTS, Place revenne estimates on the books of accounts and eredit
actual receipts against them as of the last day of each guarter. Any rveceipts applying to
a prior fiscal year received hetween August 16 and the next succeeding August 15 shall
be credited by the director to the fiscal year in which said August 16 falls, Except in the
case of revolving and continuing specifie appropriations, any refund of a dishursement
or reimbursement to a specific or sum sufficient appropriation, applicable to any prior
fiseal year, received between said dates shall not be credited to any appropriation but shall
be econsidered as a nonappropriafed receipt. _

(3) KuEP APPROPRIATION ACCOUNTS. Keep separate accounts of all appropriations
authorizing expenditures from the state treasury, which accounts shall show the amounts
appropriated, the amounts allotted, the amounts incumbered, the amounts expended, the
allotments unincumbered and the unallotted balance of each appropriation.

- (4) CoUNTERSIGN RECEIPTS. Countersign all receipts issued by the state treasurer
for any money paid to him and enter them to the eredit of the proper fund and account
authorized by law, and charge the treasurer with the same.

(5) ENCUMBRANCES AND CHARGES FOR PRIOR FISCAL YEAR. (a) On August 15 of each
fiscal year all outstanding encumbrances entered for the previous fiscal year shall be
transferred by the director as encumbrances against the appropriation for the eurrent
fiscal year, and an equivalent prior year appropriation balance shall also be forwarded to
the current year by the director. Payments made on previous year encumbrances for-
warded shall be charged to the current fiscal year. All other charges incurred during
any previous fiscal year, and not evidenced by encumbrances, which are presented for pay-
ment between August 16 in any fiscal year and August 15 in the next succeeding fiscal
year shall be entered as charges in the fiscal year in which said August 16 falls; but such
charges shall not be paid if they exceed the munencumbered appropriation balance as of
Angust 15 of the fiscal year preceding the year of payment,

(b) After August 15, departments shall he allowed not to exceed one month for recon-
ciling August 15 prior year balances, correcting errors and certifying necessary adjust-
ments to the eentral accounting office. No prior year corrections shall he permitted after
September 15, it being incumbent upon all state departments to completely reconcile their
records with the department of administration by said date. Each department shall dele-
gate to some individual the responsibility of reconciling its accomnts as herein provided
and shall certify his name to the director. As soon as a reconciliation has heen effected,
the department shall advise the dirvector in writing of such fact and shall forward to him
a copy of such reconciliation. If any department fails to reconcile its aceounts as pro-
vided in this subsection, the person responsible for such reconciliation shall not he enti-
tled to any further compensgation for salary until such reconciliation is effected.

(6) PRIOR APPROVAL OF PURCHASE ORDERS, ETC. (a) All purchase orders, contracts,
or printing ovders shall, hefore any liability is ineurred thereon, be submitted to the
divector for his approval as to legality of purpose and sufficiency of appropriated and
allotted funds therefor. In all cases the date of the contraet or order shall govern the
fiseal year chargeable. Upon such approval, the director shall immediately encumber all
contracts or orders. : .

(b) Pursuant to s. 16.74 and subject to ss. 16.563 and 20.902 local purchases may he
made or miscellaneous expenses inecurred by any state department.

(¢) Any department feeling itself aggrieved by the vefusal of the divector to approve
any proposed encumbrance or payment under this section or s. 16.53 may appeal from
his decision to the governor, who, after a hearing and such investigation as he deems
necessary, may set aside or modify such decision, 4

(7) PETTY CASH FUND. A petty cash fund in an amount not exceeding $500 from the
operating appropriation may be established for such departments as the director may
determine. The operation and maintenance of petty cash funds and the character of
expenditures therefrom shall be preseribed by the director.

(8) REFUND AcCOUNTS, The director shall establish rules permitting state depart-
ments, authorized to do so by the governor, to issue checks to refund amounts not to
exceed $5 each. The director may establish petty cash funds for such departments for
the purpose of paying refunds.

(9) DIRECTOR TO REQUIRE ACCOUNTS OF STATE MONEY, ETC. The director shall from
time to time require all persons receiving money or securities or having the disposition or
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management of any property of the state, of which an account is kept in his office, to
render statements thereof to him; and all such persons shall vender such statements at
such time and in such form as he shall require.

16.63 Pre-audit procedure. The department of administration shall ‘pre-audit
claims in aceordance with the following procedures:

(1) CraTMS AGAINST STATE. (a) Audit. All claims against the state, when payment
thereof out of the state treasury is authorized by law, shall be audited by the director.

(b) Pay rolls. Pay volls, to be entitled to audit, shall be certified by the proper officers
who shall set forth the nature of the services rendered by each person named therein.

(e) Other claims. Unless otherwise provided by law, all other claims to be entitled to
andit shall:

1. Specify the nature and particulars thereof on an official or original invoice.

2. Conform with statutory provisions and be necessarily ineurred in the performance
of duties required by the state service.

3. Include receipts for all items of travel expenditure in execess of $2, unless other
satisfactory evidence is accepted by the anditing officer,

4. Include the claimant’s affidavit, or statement under the penalties of perjury, setting
forth that all items of traveling expenses were incurred in the performance of duties
required by the publie serviee, and that the amount charged for transportation or for
other expenses incident to travel was actually paid out and that no part of such trans-
portation was had upon a free pass or otherwise free of charge, The blank form of such
travel voucher shall be prescribed by the director.

5. BExclude items of travel expenditure for tips, porterage, parlor car seats other than
sleeping car berths, or for expenses not necessarily incurred in the performance of duties
required by the public service. ’

6. Exclude items of expenditure ineurred while traveling outside the state by any
officer or employe of any state department or institution thereof unless in the discharge
of his duties required by the public service. :

7. Exelude except upon the order of the governor items of expenditure for expenses
of more than one officer or employe of any state department or institution thereof while
attending any eonvention, association, society, business conference or meeting held outside
the state, The governor may delegate the authority to approve items of expenditures for
travel while attending meetings outside the state to his staff or to the department of
administration. ¥e may also determine whether such requests shall be made on an indi-
vidual basis or by means of periodie reports from the several departments of the state.
The governor may also require periodic reports on out of state travel made by the person-
nel of each state agency with snech detail as he may desive. Any auxiliary, allied or
subordinate society, association or meeting held in connection with or as a part of or
immediately preceding, during or immediately following the time of any convention,
association, society or meeting shall for the purposes of this section be considered as one
convention, association, soeiety, business conference or meeting.

9. Be approved by the proper state officer.

(ca) Supervision of expenditures. All state departments shall diligently review and
supervise the travel expenditures of their employes and are authorized to adopt reasonable
rules governing such expendituzes,

(d) Salaries, etc., when payable. 1. The salaries, wages, compensation of and reim-
bursement to all state officers and employes, except as otherwise expressly provided, shall
be paid at the beginning of the month following the month for the service rendered or
dishursements made during such month, or at the termination of such service, and shall
be charged against the proper appropriation for the respective office, commission, hoard
or body with which the person receiving the same is connected. ) ‘

2. All such salaries, wages or compensation not exceeding the rate of $100 per month
ghall be payable semimonthly.

3. The salaries, wages, compensation of and reimbursement to legislative employes
shall be paid on the last working day of the month in which the services were rendered.

(3) EXAMINATION OF CLAIMANTS, The director may examine under oath the claimant
or any other person relative to amy claim presented against the state, and may require
oral or written answers as to any facts relating fo the justness of the elaim, or as to the
Hability of the state. . ~

(4) AUDIT ORDER INDORSED ON CLAIM; RECORD. The order of the director auditing
any claim shall be indorsed on or annexed to such claim, shall specify the amount allowed,
the fund from which the same is payable, and the law that authorizes payment of such
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claim out of the treasury; and said ovder with the claim and all evidence relative thereto
shall be filed and preserved in his office.

(5) WARRANTS; WHAT T0 SPECIFY, The director shall draw his warrant on the state
treasurer payable to the claimant for the amount allowed by him upon every claim audited
under subsection (1), specifying from what fund fo be paid, the particular law which
authorizes the same to he paid out of the state treasury, and at the director’s diseretion
the post-office address of the payee; and he shall not credit the treasurer for any sum of
money paid out by him otherwise than upon such warrants.

(6) WARRANTS; SIGNATURES. Whenever it is impracticable for the director to per-
sonally sign warrants issued on the state treasury, his name may be signed thereto by one
or more persons in his department designated by him or by the nse of a mechanical device
adopted by him for affixing a facsimile signature; and the state treasurer, when written
authority and reasons therefor are filed in his office, shall honor warrants so signed, the
same as if signed in person by the director, until such authority is revoked in writing.

(7) CERTIFICATION OF BOARDS, EVIDENCE OF CORRECTNESS OF ACCOUNT, The certificate
of the proper officers of the board of regents of state eolleges, the regents of the univer-
sity of Wisconsin, the state department of public welfare, or the proper officers of any
other board or commission organized or established by the state; shall in all cases be evi-
dence of the correctness of any account which may be certified by them, '

(8) CLATMS REQUIRING IEGISLATIVE ACTION. All claims of every kind against the
state requiring legislative action shall be made in duplicate, in the manner provided in
sub, (1) and shall he filed in the office of the director. The director shall examine the
same, see if ordered by competent authority and if properly made, designate the fund to
which they are chargeable. The divector shall as soon as practicable refer such claims to
the elaims commission established under s, 15.94 for its findings of fact, its conclusions,
and its report thereon to the legislature for action. Whenever a hill appropriating money
for a claim becomes a law the dirveetor, before drawing his warrant therefor on the treas-
urer, shall see that the proper account on which such appropriation is bhased is filed in his
office. ,

(9) TRANSFER OF PUNDS APPROPRIATED, Whenever an appropriation has been made
from the general fund in the state treasury to any other fund therein, the director in his
discretion may withhold the transfer of such appropriation or any part thereof from the
general fund until the same is required to pay claims duly andited.

Cross Reference: See 103.39 (2) for provisions for payment of wages and unused vaca-
tion allowances in the event of death of a state employe.

16,54 Acceptance of federal funds. (1) Whenever the United States govern-
ment shall make available funds for the education, the promotion of health, the relief of
indigency, the promotion of agriculture or for any other purpose other than the admin-
istration of the tribal or any individual funds of Wisconsin Indians, the governor on
behalf of the state is authorized to accept the funds so made available. In exercising the
anthority herein conferred, the governor may stipulate as a eondition of the acceptance of
the act of congress by this state such conditions as in his discretion may be necessary to
safeguard the interests of the state of Wisconsin.

(2) Whenever funds shall be made available to the state of Wisconsin through an act
of congress and acceptance thereof as provided in sub. (1), the governor shall designate
the state board, commission or department to administer any of such funds, and the
board, eommission or department so designated by the governor is hereby authorized and
directed to administer such fund for the purpose designated by the act of congress making
an appropriation of such funds, or by the department of the United States government
making such funds available to the state of Wisconsin. -

(4) Any board, commission or départment of the state government designated to
administer any such fund, shall, in the administration of such fund, eomply with the
requirements of the act of congress making such appropriation and with the rules and
regulations which may be preseribed by the United States government or by the depart-
ment of the federal government making such funds available,

(5) Whenever any agency of the federal government shall require that as a condition
to obtaining federal aid the state agency entrusted with the administration of such aid
shall suhmit a budget of the contemplated expenditures for administrative purposes, the
proposed budget for such expenditures shall, before it is submitted to the federal author-
ities for approval, first be approved by the governor and reported to the joint committee
on finance while the legislature is in session and at other times to the hoard on government
operations, 4
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16.55 TUncollectible shortages. On or hefore March 1 of each odd year the attor-
ney general shall notify the department of administration of the sums of money embezzled
from the several state accounts during the prior 2 years indicating the amounts uncol-
lected and uncollectible. The department of administration shall cause a hill to be
prepared appropriating from the several state funds a sum sufficient to liquidate the
uncollectible shortages in state accounts caused by such embezzlement, and submit such
bill to the joint committee on finance for introduction.

SuscEAPTER IV,
PURCHASING.

16.70 Purchasing; definitions, As used in ss. 16.70 to 16.81 the following terms
shall mean:

(1) The term “office” includes both houses of the legislature and any department,
board, commission or hody connected with the state- government, including all educational,
charitable, correctional, penal and other institutions.

(2) The term “officer” includes each requisitioning officer of the legislature and the
person or persons at the head of any such department, board, institution, commission or
body, by whatever title any such person or persons may be elsewhere designated.

(8) The words “permanent personal property” include furniture and furnishings,
typewriters, caleulating, numbering and adding machines, apparatus, library and other
books, motor vehicles, machinery and equipment, and any and all property which in the
opinion of the director will have a life of more than one year.

(4) The words “contractnal services” include gas, electricity, steam, telephone, tele-
graph, freight, express, drayage, towels, drinking water, postage, printing, binding and
gimilar services, and any contraet involving less than $1,000 for construction work to bhe
done for, or furnished to the state or any agency thereof.

16.71 Purchasing, powers. The department of administration shall purchase and
may delegate to special designated agents the authority to purchase:

(1) All necessary materials, snpplies, paper, coal, fuel, stationery, apparatus, furni-
ture, equipment, all other permanent personal property and miscellaneous capital, and
contractual services and all other expense of a eonsumable nature for all state offices. All
such materials, services and other things and expense furnished fo any such office shall be
charged to the proper appropriations. of the offices to whom furnished, as provided in
s, 20125,

(2) Cement, machinery and other materials and supplies needed for the improvement
or maintenance of highways and streets paid for in whole or in part with state funds. The
officials of any town, village, city or county shall upon application to the department of
administration be given information as to prieces on any items mentioned in this subsection
which are to be used on public works and paid for in whole or in part by publie funds.

(3) All mimeograph, multigraph and similar work.

(4) Coal and other solid fuel for state owned or operated heating or heating and
power plants wherein the annual requirements are in excess of 50 tons, to be purchased
on contracts pursuant to specifications supplied under s. 16.90.

16.72 Purchasing, duties. (1) The department of administration shall check or
have checked, as to quantity and quality, the delivery of all purchases.

(2) The department of administration shall prepare standard specifications, as far as
possible, for all state purchases. By “standard specifications” is meant a specification,
either chemical or physieal or both, prepared to deseribe in detail the article which the
state desires to purchase, and trade names shall not be used. On the formulation, adoption
and modification of any standard specifications, the department of administration shall
also seek and be aceorded without eost, the assistance, advice and co-operation of other
state'offices -and officers. Fach specification adopted for any commodity shall, in so far as
possible, satisfy the requirements of any and all offices which use it in common.,

16.73 Purchase state-made articles. All materials, supplies, apparatus, equipment
and other things required to be furnished by the department of administration which are
manufactured at the state prison or at any of the other public institutions of the state
ghall be purchased by the said department of administration from said prison or institu-
tion.

16,74 Requisitions; disposal of surplus items. FExcept as otherwise provided in
53, 16.71 to 16.82 and in the rules adopted pursuant thereto, all supplies, materials, equip-
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ment and contractnal services shall he purchased for and furnished to any office only
upon requisition to the department of administration. The department of administration
shall preseribe the form, contents, number and disposition of requisitions and shall pre-
seribe 1ules as to time and manner of submitting such requisitions for processing. It shall
also provide rules for the transfer of surplus supplies, materials and equipment in any
department to another which may have need therefor, and for the disposal by private or
publie sale of supplies, materials and equipment which are obsolete, In either case due
credit shall be given to the department releasing same.

16.76 Buy on low bid, exceptions. (1) All materials, supplies, equipment and con-
tractual services except as otherwise provided in subs. (3) and (7), when the estimated
cost exceeds $3,000, shall be purchased from the lowest responsible bidder. All orders
awarded or contracts made by the department of administration shall be awarded to the
lowest responsible hidder, taking into consideration the location of the institution or
agency, the qualities of the articles to be supplied, their conformity with the specifications,
the purposes for which they are rvequired and the date of delivery, but preference shall
always be given to materials, supplies and provisions of Wisconsin producers, distributors,
suppliers and retailers. Bids shall be received only in aceordance with such standard
specifications ag may be adopted by the department of administration in the manner pro-
vided in this subseetion. Any or all bids may be rejected. Bach bid, with the name of the
bidder, shall be entered on a record, and each record with the suecessful bid indicated
shall, after the award or letting of the contract, be opened to public inspection, Due
notice inviting proposals shall be published at least one day in the official state paper and
the bids shall not be opened until at least 7 days from the last date of publication and 10
days from the first date of publication shall have elapsed. The official advertisement shall
give a clear deseription of the article to be purchased, the amount of the hond or check
to be submitted as surety with the bid and the date of public opening.

(3) When the department of administration believes that it is to the best interests of
the state to purchase certain patented or proprietary articles, other than printing and
stationery, it shall have power and authority to purchase said articles without the usual
statutory procedure. All equipment shall be purchased from the lowest and best bidder
as determined by the bids and a comparison of the detailed specifications submitted with
the bids, and after due advertisement as hereinbefore provided. Where the low bid or
hids ave rejected, a complete written record shall be compiled and filed, giving the reasons
in full for such action.

(4) The department of administration shall have power to let contracts in excess of
funds available, provided that any such contraet shall state in substance that its contin-
unance beyond the limits of funds alveady available shall be contingent upon appropriation
of the necessary funds.

(5) The department of administration shall have power to require of bidders or con-
tractors such sureties as, in its judgment, are deemed advisable. It shall have power to
decide as to the responsibility and competency of such bidders and sureties. A hond fur-
nished by a surety company authorized to do business in this state, for the proper: per-
formance of each contract may be required in the discretion of the department of admin-
istration.

(6) Subsections (1) to (5), exeept as to their requirements in connection with print-
ing and stationery, shall not he deemed to apply to the purchase of supplies, materials or
equipment from the federal government or any agency thereof and, with the approval of
the governor, may he waived with respect to purchases from private sources when such
action is deemed to be in the hest interests of the state.

(7) Stationery and printing shall be purchased from the lowest bidder without regard
to the amount of the purchase, except when the department of administration exercises
the discretion vested in it by s. 16.82 (4).

16.76 Contracts, contents, arbitration clause, (1) All contracts for materials, sup-
plies, equipment and contractnal serviee shall run to the state of Wisconsin, and shall be
signed by the director. AIl contracts shall contain a clause providing for arbitration of
disputes between the state and the contractor regarding quality and quantity.

(2) The department of administration may enter into continning agreements and
flexible contraets in anticipation of the needs of departments, which provide for deliveries
of specified articles at stated prices, which prices may be lowered throngh market condi-
tions, but not increased at any time during the life of said continuing agreements or flex-
ible contracts, except as may result from adjustments of the hase price in contracts for
coal let upon specifications as provided in s. 16.90 (1). No such continuing agreements or
flexible contract shall exceed one year’s duration,
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16.765 Nondiscriminatory contracts, (1) Contracting agencies of the state shall
include in all contracts executed by them a provision obligating the contractor not to dis-
criminate against any employe or applicant for employment because of race, religion,
color or national origin,

(2) Contracting agencies of the state shall inelude the following provision in every
contract executed by them:

(a) In connection with the performance of work under this contract, the contractor
agrees not to diseriminate against any employe or applicant for employment hecause of
race, religion, color or national origin. The aforesaid provision shall include, but not be
limited to, the following: employment, upgrading, demotion or transfer; recruitment or
recruitment advertising; layoff or termination; rates of pay or other forms of compen-
sation; and selection for training, including apprenticeship. The contractor agrees to post
in conspicuous places, available for employes and applicants for employment, notices to
be provided by the contracting officer setting forth the provisions of the nondiscrimination
clause.

(3) Subsections (1) and (2) shall not apply to contracts to meet special requirements
or emergencies, if approved by the director of the fair employment division of the
industrial commission. :

(4) The contracting agencies of the state shall take appropriate action to revise the
standard government contract forms in accordance with this section.

(5) The head of each contracting agency of the state shall be primarily responsible
for obtaining eompliance by any contractor with the nondiserimination provisions pre-
seribed by this section, according to procedures recommended by the fair employment
division of the industrial ecommission, This division shall make recommendations to the
contracting agenecies for improving and making more effective the nondiserimination
provisions of such contracts. All contracting agencies of the state are directed to co-op-
erate with the fair employment division, and, to the extent permitted by law, to furnish
the division such information and assistance as it may require in the performance of its
funections under this section. The fair employment division shall establish such rules as
may be necessary for the performance of its funetions under this section, and shall make
annual reports on its progress to the governor.

(6) The fair employment division of the industrial commission may receive complaints
of alleged violations of the nondiscrimination provisions of such contracts. Complaints
received shall be transmitted by the division to the appropriate contracting agencies to
be processed in accordance with the agencies’ procedure for handling such complaints.
Fach contracting agenecy shall report to the division the action taken with respect to all
complaints received by the ageney, including those transmitted by the division, The divi-
gion shall review and analyze the reports submitted to it by the contracting agencies.

(7) When a violation of this section has been determined by the industrial commission
following investigation by the fair employment division the state ageney shall be so
advised and thereafter said state agency shall:

(a) Immediately inform the violating party of the violation,

(b) Direet the violating party to take action necessary to halt the violation.

(e) Direct the violating party to take action necessary to correct, if possible, any
injustice to any person adversely affected by the violation.

(d) Direct the violating party to take immediate steps to prevent further violations
of this section and to report its corrective action to the state agency involved.

(8) If further violations of this section are committed during the term of the con-
tract the state ageney involved may, in its diseretion, permit the violating party to com-
plete the contract, after complying with this section, but thereafter request the fair
employment division to place the name of the party on the ineligible list for state con-
tracts, or the state agency may terminate the contract without liability for the uncom-
pleted portion or any materials or services purchased or paid for by the contracting party
for use in completing the contract. .

(9) The names of parties who have had contracts terminated under this section shall
be placed on an ineligible list for state contracts, maintained by the fair employment
division. No state contract shall be approved and let to any party on such list of ineli-
gible contractors. The fair employment division may remove the name of any party from
the ineligible list of contractors when, following investigation, the fair employment divi-
sion determines the contractor’s employment practices comply with this section and pro-
vide adequate safeguards for its observance.

(10) The fair employment division of the industrial commission shall encourage the
furtherance of an educational program by employer, labor, civie, educational, religious
and other voluntary nongovernmental groups in order to eliminate or reduce the basie
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causes and costs of diserimination in employment. It may establish and maintain co-op-
erative relationships with agencies of local government, as well as with nongovernmental
bodies, to assist in achieving the purposes of this section.

(11) A violation by a prime contractor shall not impute to a subeontractor nor shall
a violation by a subcontractor impute fo a eontractor.

16,77 Audit of bills; illegal contracts; actions to recover. No bill or statement
for work or labor performed under purchase orders or contracts issued by the director
or his designated agents, and no hill or statement for supplies, materials, equipment or
contractual services purchased for and delivered to any office shall be paid until such bill
or statement shall have been approved by the director or his designated agents, When-
ever any officer or any subordinate of such officer shall contract for the purchase of
supplies, material, equipment or contractual services contrary to the provisions of ss.
16.71 to 16.82 or the rules made pursuant thereto, such contract shall be void, and any
such officer shall be liable for the cost thereof, and if such supply, material, equipment or
contractual services so unlawfully purchased has been paid for out of public moneys, the
amount thereof may be recovered in the name of the state in an action filed by the
attorney general against such officer or subordinate and his bondsmen. Such cause of
action shall he deemed to have arisen in Dane county, and summons shall be served
therein as in civil actions,

16.78 Warchouses. The department of administration shall have authority to
establish necessary warehouses wherein it shall be permitted to store such staple and
standard articles as are needed by various state officers.

16.79 Duties of department of administration, The department of administration
shall have power and it shall be its duty:

(2) To purchase from time to time so many copies of the latest digest of the Wis-
consin reports, and such volumes of said reports, as may be required to ecomplete such
sets of said reports as may he called for to supply new courts and new counties; and also
such volumes of said reports as may be required by the state librarian to make the
exchanges provided for by law with other states and territories;

(4) (a) To distribute in pamphlet form such laws as may be required to meet the pub-
lic demand, including the constitution and additional copies of eleetion laws; also blank
nomination papers and other election blanks and supplies, not otherwise provided for, for
use of candidates, committees, and by city and county elerks. Such laws, blanks and sup-
plies shall be sold by said department of administration at cost, plus 15 per ¢ent and nec-
essary postage or other transportation charges.

(b) The department of administration shall confer with the secretary of state and the
attorney general as to what law pamphlets, blanks and other election supplies shall be so
printed, or purchased, and offered for sale.

(6) To determine the form, style, quantity, and method of reproduction, when not
specifically preseribed by law, of all materials offered by state departments and agenecies
for reproduction, Any state department or agency which objects to the determination
made under this subsection may appeal the decision of the department of administration
to the governor.

(6) To contract for or to perform all mimeograph, multigraph, multilith or similar
reproduction services.

(7) The authorization to perform multilith or similar reproduction serviees under
subs. (5) and (6) or under s. 16.82 (4) shall not extend to the use of metal plates.

(8) To sell copies of the inventory of Wisconsin natural resources at cost, plus 20
per cent. The proceeds of such sales shall be paid within one week into the general fund.

16.80 Records of state offices. (1) For the purpose of the permanent preservation
of important state records and to provide an orderly method for the disposition of other
state records, there shall be established under the executive department a permanent com-
mittee on public records, to consist of the governor as chairman, the director of the state
historical society, the attorney general, and the state audifor, or their designated repre-
sentatives. This committee shall pass upon the requests of the state departments or other
-agencies for the reproduction by microfilm or other process or for the destruetion or other
disposition of such records, and shall have the power to order the destruetion, reprodue-
tion, temporary or permanent vetention, and disposition of the public records of any
department or agency of the state, and shall be specifically required to safegunard the
legal, financial and historical interests of the state in such records.

(2) (a) Public records for the purposes of this section are defined as all records,
doeuments, correspondence, original papers, files, manuscripts or other materials hearing
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upon the activities and funetions of the department or agency or its officers or employes.

(b) “State agency” means any officer, commission, hoard, department or bureau of
state government.

(3) To secure the destruction or other disposition of nonceurrent public records, the
head of any department or agency or his designated representative shall forward to the
committee an inventory of the records involved, certifying that insofar as his department
or ageney is concerned the records may be destroyed immediately or at some specified
future date. Such records shall be open at all times to inspection by the members of the
committee or their designated representatives. The committee shall pass on all such
requests and may order such destruction or other disposition as may be dictated by the
historical, financial and legal value of the records involved. No public records may he
destroyed without the written approval of the originating office or its legal sucecessor and
the written approval of the committee on publie records, any and all contrary provisions
of law notwithstanding.

(4) To secure the reproduction by microfilm or other photographic method of public
records of permanent value in such a manner as to make the reproduction admissible as
evidence in any court, tribunal or agency, administrative or otherwise, and to enable
any state agency to request the destruction of original records without impairing the
integrity of files of records having permanent value, any state agency may, upon receiv-
ing prior written approval from the committee on public records, cause any public rec-
ords whatsoever made or received in the regular course of business to be photographed,
mierofilmed or otherwise reproduced by photography, provided that all records needed
for audit purposes shall be kept available in their original form for a period of at least
5 years from their date of origin or until after audit. Provision shall be made for the
preservation of any such reproduction in conveniently accessible files in the agency of
origin or its successor or in the state archives and all persons shall be entitled to examine
and use the same subject to such reasonable rules as may be made by the responsible officer
of the state agency having custody of the same.

(5) (a) Any state agency may receive from the committee on public records written
approval for microfilming or otherwise reproducing by photographic method state records
by submitting to the committee an inventory of the material to be photographed, showing
the name of the ageney, title of record series, dates covered, and a brief deseription of
the material.

(b) Any such photographic reproduction shall be deemed to he an original record
for all purposes, provided: 1. That such reproduction is upon film which complies with
the minimum standards of quality approved for permanent photographic records by the
national archives and records service of the general services administration; 2. that the
device used to reproduce the records on film shall be one which accurately reproduces the
content of the original; 3. that each reel or part of a reel of microfilm shall carry at the
beginning a title target giving the name of the agency, brief title of record series, the
microfilming projeet registration number assigned by the committee on public records,
and at the end the camera operator’s certificate showing the microfilming projeet regis-
tration number, reel number, brief title of record series, a brief deseription of the first
and last document on the reel or part of veel of film, together with a statement signed
by the operator substantially as follows: I hereby certify that I have on this .. day of
..., 19.., photographed the above-described doenments in accordance with standards
established by s. 16.80 (5) (b) and with established procedures; and 4. that a statement
of compliance with the minimum standards for quality of film and for processing and
developing permanent photographic records as provided by the national archives and
records service of the general services administration shall be photographed on each reel
or part of a reel of mierofilm immediately following the operator’s certificate and anthen-
ticated by the company developing or processing the film by signing the statement on the
film with an acetate ink or perforating the film with a punch or device suitable for that
purpose. The certificate of the operator and the statement of compliance shall be pre-
sumptive evidence that all conditions and standards preseribed by this section have heen
complied with.

(¢) Any photographic reproduction meeting the foregoing conditions preseribed shall
be taken as and stand in lien of and have all the effect of the original doenment and shall
be admissible in evidence in all courts and all other tribunals or agencies, administrative
or otherwise, in all eases where the original document is admissible.

(d) An enlarged copy of any photographic reproduction on film made as herein pro-
vided and certified by the custodian as provided in s. 327.18 (2) shall have the same force
and effect as the photographie reproduction itself.

(e)  All contracts for photographiec reproduction of records to be made as provided
in this section shall he entered into by the director as provided by s. 16.71 and the cost




16.81 DEPARTMENT OF ADMINISTRATION 2492

of making such photographie reproduction shall he paid oub of the appropriation of the
state agency having the reproduction made.

(f) Bach state agency shall, when providing photographic copies or enlargements of
records, require of the requestor payment of the actual cost thereof, Fees collected shall
be paid by the agency into the fund from which its appropriation was made and credited
to such appropriation, except as otherwise provided by law,

(g) Nothing in this seetion shall he construed o prohibit the responsible officer of
any state ageney from reproducing any document whatsoever, by any method whatsoever,
whenever it is necessary for him to do so in the course of carrying out his duties or fune-
tions in any case other than where the original document is to be destroyed; but no origi-
nal public record shall be destroyed after mierofilming or other reproduction without the
approval of the committee on public records as provided in sub. (3).

(6) The state historieal society, as trustee for the state, shall be the ultimate depos-
itory of the archives of the state, and the committee on public records may transfer to the
sald society such original records and reproductions as it may deem proper and worthy
of permanent preservation. The society may deposit in the regional depositories estab-
lished under s. 44.10, title remaining in the society, the records of state agencies or their
distriet or regional offices which are primarily created in the geographic area serviced
by the depository, but the records of all central departments, offices, establishments and
agencies shall remain in the main archives in the capital city under the society’s immedi-
ate jurisdiction. Nothing in this subsection nor in s, 44.01 shall be construed to prevent
the society’s taking such steps for the safety of articles and maferials entrusted to its
care in library, museum or archives, including temporary removal to safer locations, as
may he dictated by emergency conditions arising from a state of war, civil rebellion or
other catastrophe,

(7) Said state historieal society is hereby required in co-operation with the staff of
the committee on public records as soon as practicable, adequately and conveniently to
classify and arrange such state records or other official materials as may be transferred
to its care, for permanent preservation under this section and to keep the same accessible
to all persons interested, under such proper and reasonable regulations as may be found
advisable. Copies therefrom shall, on application of any citizen of this state interested
therein, be made and certified hy the director of said historical society, or his authorized
representative in charge, which certification shall have all the force and effect as if made
by the official originally in charge of them.

16.81 Records management service, The executive department is authorized to
establish and maintain a records management service in the department of administra-
tion; )

(1) To advise state departments on the standards, procedures and techniques required
for the efficient creation, use and destruction of state records.

(2) To establish and maintain intermediate records storage centers at such major
installations as the director deems advisable. ‘

(8) To advise the committee on public records regarding the desirability of approving
departmental requests to destroy records.

16.82 Powers of department of administration, In addition to other powers vested
in the department of administration, it and its duly authorized representatives:

(1) Shall have access at all reasonable times to all state offices;

(2) May examine all books, records, papers and documents in any such office or insti-
tution as pertain directly or indirectly to the purchase of, control of, or distribution of
supplies, materials and equipment;

(3) May require any officer to furnish any and all reasonable data, information or
statement relating to the work of his department.

(4) (a) May reproduce printing of classes 3 and 4 by machines or processes known
as multigraph, multicolor, multilith, mimeograph or photographic or by a combination
of them, or by similar machines or processes.

(b) In deciding whether to use this discretion, the director shall take into considera-
tion the availabilily of machines, equipment and personnel for such work in any agency;
the maintenance of a uniform work load for employes of the department of administra-
tion; the urgency of the work; the relative cost of reproduection by the department of
administration as against the cost of outside work; the preference of the state agency
ordering the work.

{e) The cost of work done under this subsection shall be charged to the agency order-
ing the work,
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(d) This subsection and s. 35.015 shall be liberally construed so as to effectnate the
legislature’s intent to vest broad discretion in the director to determine what public print-
ing in the classes covered shall be done by the state itself, and which by the state printer.
Such liberal construction shall extend to the director’s determination to use the power
conferrved, to the determination of what work is fo be included in the classes covered, and
to the determination of whether a given machine or process is similar to those enumerated.

SUBCHAPTER V,
ENGINEERING.

16.85 Department of administration; powers, duties, The department of admin-
istration shall exercise the powers and duties prescribed by ss. 16.85 to 16.92:

(1) To take charge of and supervise all engineering or architectural services or con-
struetion work performed by, or for, the state, or any department, board, institution,
commission or officer thereof, including nonprofit-sharing corporations organized for the
purpose of assisting the state in the construction and acquisition of new buildings or
improvements and additions to existing buildings as contemplated under ss. 14.89, 36.06,
and 37.02, except the engineering, architectural and construction work of the state high-
way commission and the engineering service performed by the industrial commission,
department of taxation, public service commission, board of health and other depart-
ments, hoards and commissions when such service is not related to the maintenance, con-
struetion and planning of the physical properties of the state;

(2) To furnish engineering and architectural services whenever requisitions therefor
are presented to him by any department, board, commission or officer;

(3) To act and assist any department, hoard, commission or officer requesting such
co-operation and assistance, in letting contracts for engineering or architectural work
authorized by law and in supervising the work done thereunder;

(4) To approve the appointment of a director connected with each state-owned power
and electrie plant and pumping and heating station and to provide for the methods of
operating said plants and stations and to design records and forms for reporting aceur-
ately the cost per unit of product or service. The superintendent or other person having
charge of said plants shall not only report to his governing body but to the director in
the manner provided and at such times as the director shall determine.

(5) (a) To have charge of, operate, maintain and keep in repair the state capitol
building and the grounds connected therewith, the executive residence, the light, heat and
power plant, state office buildings and such other state properties as may bhe designated
by law; to appoint such number of policemen as may be necessary to safeguard all public
property placed by law in his charge, and, personally or by any such policeman, to arvest,
with or without warrant, any person violating any law within or around any of said
properties. Nothing in this paragraph limits or impairs the duty of the chief and each
policeman of the police force of the municipality in which the property is located to
arrest and take before the proper court or magistrate persons found in a state of intoxi-
cation or engaged in any disturbance of the peace or violating any law of the state,
except s. 15.90 (2), in or around any of said properties located in the munieipality in
which the property is located, as required by s. 62.09 (13).

(b) To assign each state officer entitled by law to be supplied with office room to a
suitable room or rooms in the eapitol, other than to the rooms regerved by either house of
the legislature, so long as rooms for that purpose ave available, In assigning officers to
rooms in the capitol preference shall he given to those who are especially entitled by law
to such rooms over those not so especially entitled to them. All assignments of rooms
shall be subject to the approval of the governor, Applications for temporary quarters
for committees or other bodies shall be made to the direector who shall have authority to
make assignments therefor.

(e) To let concessions for periods not exceeding 2 years for the operation of g barber
shop, -and eigar stand in the capitol, under such terms and conditions as will in his judg-
ment be most favorable to the state, and in accordance with s. 47.09;

(6) To approve the appointment, subject to the classified service, of a prineipal engi-
neer or architeet for departmeénts, boards and commissions and when such continuous
service is needed. No such engineer or architect shall be employed without the written
approval of the director.

(7) To rebuild and vepair discarded machinery of the several state institutions when
found feasible, and put the same hack into service in the same department or in any other
state department, and upon requisition to furnish services and material and loan equip-
ment, at fair rentals based on the cost thereof, in connection with the construetion, oper-
ation and maintenance of heating and power plants, utilities and equipment,.
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(8) The director or his designated assistants shall make a biennial ingpeetion of each
building of each institution of the state. Upon completion of sueh inspection, he shall
report his findings to the governor and to the board, commission or officer in charge of
guch institution. ,

(9) To prepare a Wisconsin State Capitol Guide Book in pamphlet form with
appropriate cover eontaining information regarding the state capitol, its buildings and
grounds to be sold as near cost as practicable.

(10) To prepare in co-operation with the state agencies concerned, plans for the
future growth and development of various state institutions and to serve as technieal
advisor to the state building commission in connection with the development of the state
long-range building program provided for in ss. 13.351 and 14.86.

(11) To have the responsibility, subject to approval by the governor, for all functions
relating to the acquisition, allocation and utilization of office space by the state.

(12) To require of the several agencies of state government all information necessary
for the planning and forecasting of the space needs of state government on a comprehen-
sive long-range basis. To this end the department of administration shall eo-operate with
the state building commission in order that the projected progyam of new construction
will conform with the state’s long-range building plans.

(13) To approve administrative district boundaries of the several state agencies
unifying them where possible in ovder to facilitate the acquisition and maintenance of
suitable distriet hearquarters in the several parts of the state.

16.86 Supervision by principal engineer or architect. The engineer or architect
employed pursuant to s. 16.85 (6) shall have charge and supervision of the work of the
department, board, commission or officer hy whom employed, subject, however, to the
general direction of the department of administration and the immediate direetion of the
department, board, commission or officer.

' 16.87 Approval of contracts by director and governor; audit. Hvery contract for
engineering or architectural service and every contract involving an expenditure of $2,500
or more for eonstruction work to be done for, or furnished to the state, or any depart-
ment, board, commission or officer thereof, shall, before it becomes valid or effectual for
any purpose, have indorsed thereon in writing the approval thereof of the director or his
designated assistant, and the approval of the governor; and no payment or compensation
for work done under any contract involving $2,500 or more, except highway contracts,
shall be made unless the written claim therefor is audited and approved by the director.

16.88 Charges against projects. The cost of services furnished pursuant to s.
16.85 (2) to (4), (6) and (7) shall be charged to and paid out of available funds for the
respective projects, whenever in the judgment of the director the charges are warranted
and the cost of the services can he ascertained with reasonable aceuracy.

16.89 Construction controlled by chapter 16. No department, hoard, commission,
officer or agent of the state shall employ engineering or architectural services or expend
money for construction purposes on hehalf of the state, except as provided in this chapter.
No major repair or major improvement shall be authorized or undertaken by the board,
commission or officer in charge of any institution prior to the completion of a report of
the director, except in cases of emergency, which shall be first reported fo the director
hefore any work thereon is commenced.

16.90 Tuel for state heating and power plants, The director is authorized and he
shall :

(1) Prepare all specifications for contracts for fuel for all state-owned or operated
heating or heating and power plants wherein the annual requirement is in excess of
12,500 therms of such fuel. All such specifications where feasible shall provide for pur-
chase of such fuel on a heating value and quality basis and may provide for an adjustment
of the base price as affected by an increase or decrease in the miners’ wage scale during
the life of the contract in the distriet in which the coal purchase is produced, or for
inereases or decreases in production costs of other fuels.

(1a) Prepare all specifications for contracts for lubricants for all state-owned or
operated heating or heating and power plants and make sueh tests in connection there-
with as may be deemed necessary.

(2) Test all fuel purchased for state-owned or operated heating or heating and power
plants wherein the annual requirement is in excess of 12,5600 therms and where purchased
on a heating value and quality basis.
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(3) Make such rules and regulations as he may deem necessary, not inconsistent with
this section, to promote efficiency and economy in the testing, handling, storing and use
of such fuel.

16.91 Contracts for fuel. No contract for the purchase of fuel for any state-owned
or operated heating or heating and power plant wherein the annual requirement is in
excess of 12,500 therms shall be binding unless purchased upon specifications furnished
by the director. Payments for fuel delivered under such contracts and for freight, switch-
ing and hauling charges thereon shall he made upon vouchers approved by the director,
but upon being aundited and paid shall he charged against the proper appropriation to the
officer, department, hoard or commission which has jurisdiction over the institution at
which such fuel is used. The director shall quarterly report to each such officer, depart-
ment, board or commission the total of such payments charged to their respective appro-
priations and institutions, but approval of such payments by them shall not be necessary.






