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GENERAL ADMINISTRATION.

16.001 Organization of department.
ter are to conserve the state’s resources by co-ordinating management services and provid-
ing effective aid to agencies of the state government; to present clearly defined alterna-
tives and objectives of state programs and policies so that the state’s agencies, the gov-
ernor and the legislature may plan co-operatively and finanee the serviees which the state
will provide for its citizens; to help the state’s agencies furnish the agreed upon services

(1) PurpoSEs.

The purposes of this chap-
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as efficiently and effectively as possible, avoiding any duplication of effort or waste of
nmoney; 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 ﬁnaneml ploblems faced by the aoenmes, governor and leglslatule 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 meamng is expressly provided or the context clearly mdlcates a
different meaning :

(1) “Department” means the department of administration, its oﬁ‘ice1s and employes.

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

- (3) “Deputy” or “deputy eommisgioner” means the deputy commissioner of adminis-
tration. . ]

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

(5) “Bureau” means the major organizational nnits within the depzu tment,

(6) “Board” means the pelsonnel board. : :

(7) “Departments” or “agency” means any state officers, departments, boards and
commissions; all state educational, cha1itable, correctional and other institutions; all
socicties and associations, and other agencies of the state government for which applopm—
ations are made by law from state revenues.

16.003 - Department of administration.. (1) CreaTioN. There is created a depart-
ment of administration, consisting of a commissioner who shall he the principal exeeutive
officer responsible for the formulation of department policies and for the exeeution: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- 01dinating and ploviding services which are used by more than one agency, and by
reviewing agencies’ programs and management to identify problems and suggest nnplove—
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 senate; 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 he
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 preseribes.

(3) Srarr. 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 prescribed
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; BonND. The commissioner and deputy commissioner shall take the official
oath, The governor may require a hond covering any or all employes of the depaltment
in such amount and with such surety as he deems necessary.

(5) ADVISORY COMMITTEE, An advisory committee is created to confer with the
commissioner on matters of administrative policy and procedures with respect to the
funections of the department of administration and to advise the commissioner and gov-
ernor on such matters. The committee shall meet with the commissioner at least once
each quarter. Members of the committee shall he appointed by the governor. Member-
ship shall not exceed 11 of which at least 6 members shall be appointing officers of the
state. Other persons with recognized interest and knowledge of administration in a
large organization may be appointed. The appointments shall ‘be for 2 years or until
‘a successor is appointed.

History: 1961 c. 645.

© 16,004 Commissioner, powers and duties. (1) Avrmorrry. 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,
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(2) .OrganizATION. The: department shall be organized to inelude a deputy commis-
.sloner, 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 functions
and duties to achieve this purpose. Any allocation or reallocation of functions shall be
approved by the governor.

(3) Runes. The commissioner shall establish rules for administering the depart-
ment and performing the duties assigned to it, sub,]ect to the 1ule<s established by the
personnel board.

(4) INFORMATION ] REPORTS RECOMMENDATIONS. The commissioner shall furnish all
information 1equested by the governor or by any member of the legislature, and male
all reports required of him by statute. The'commissioner shall report to the governor
‘and’ the' boairrd on government opelatlons 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 public document.

(5). INVESTIGATIONS ' AND HEARINGS. The: ecommissioner and his assmtants, when
directed by the governor, shall be authorized and shall make investigations of any irregu-
larities, and of all phases of operating cost and functions of any or all e\ecutwe or
administrative departments, institutions, hoards and commissions in the state government so
as to detérmine the feasﬂ)lhty of consolidating, creating or rearranging departments for
the purpose'of effecting the elimination of unnecessary state funetions, avmdmg duph-
cation, reducing the cost' of administration and increasing efficiency. The commissioner
may hold either public or private hearings to inform himself of any matters relating to
hig functions and for that purpose shall be clothed with the powers relating to witnesses
glven by s. 325.01 (4) and the provisions of s. 325.12 shall apply.

(6) Freepou or accEss. The commissioner and such- assistants as shall be de51g-
nated by him may enter into any department, institution, board or commission and :ex-
amine ‘its books, accounts, rules and regulations and any other matter which .in fhe
commissioner’s judgment should be: examined and' may mtemogate the depa,1tment’
employes publicly or prwately relative thereto.

(7) DBPARTMENTS AND EMPLOYES TO (O-OPERATE. Kvery department its officers and
employes, shall co-operate with the commissioner and shall eémply with his every request
1elat1ng to his funetions,

' (8) ‘MANAGEMENT ‘AUDITS. The commissioner shall periodically make management
dudits’ of departments of the state, utilizing teams of specialists in the fields of pur-
chasing, personmel, accomting, budgeting, space utilization, forms design and control,
records mandgement, and any other specialities necessary to effectively appraise all man-
agement practices, opelatmg plocedules and mgamzatlonal struetures.

C Hlst01y ‘1961 ¢, 316.

SvscmAPTER II.

CIVIL SERVICE.

+116.01 . Statement of policy. It is the purpose of this subchapter 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 service, such staffs shall and. ean best be provided by personnel: management
methods which apply the merit principle, with adequate eivil service safeguards. To this
end, the personnel board 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 best qualified persons available and bases the treatment of its
employes upon the 1elat1ve value of each employe’s services and his demonstrated compe-
tence.and fitness.

16.02 Deﬁmtlons TIn ss. 16.01 to.16.30, unless the context otherwise 1equueS'

(1) “Board” means the state personnel bhoard. ‘ -

+(2) “Civil serviee” means all offices and positions of trust or employment 1nclud1ng
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, hoard or body, having the
power of appointment, or election to, or removal from, subordinate pos1t10ns in any office,
department, commission, hoard or institution. S ,
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(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 ereated by constitution or statute,.
or any agenecy so created, except legislative and judicial officers and agencies and oﬁ‘ices
and agencies ereated Wlthm depaatments as here defined.

History: 1961 c. 645,

16,08 Personnel board; qualifications, appointment, term. (1) The state personnel
board shall consist of 5 members, who shall be appointed by the governor with the con-,
sent of the senate for terms of 5 years expiring on July 1 or when their successors have;
been appointed and qualified if a successor has not been appointed by that date. The.
members of the hoard shall have the following qualifications: : .

(a) They shall be citizens of the United States, and

(b) They shall be residents of the state for not less than 5 years, and

(¢) They shall have a recognized sympathy for and knowledge of the appheatwn of
merit principles in public employment, and '

(d) At least 3 of them shall have a minimum of 5 years experience in plofesswnal
personnel work or labor relations; and

(e) They shall not, when appomted nor for 3 years immediately prior'to the ‘date
of appointment, have been a member of any local, state or national committee of a.politi-
cal party, or an officer or‘a member of a conmnttee in any partisan club or organization,
or have held or been a candidate for any elective publie office; and :

(£) No member of the board shall become a candidate for’ or hold any of these offices
while serving as sach member. Violation of this provision shall be grounds for removal.

(1a) The hoard shall annually elect one of its members as chairman of the board.:

(1b) The present members of the board shall retain their positions until their terms
expire, On or before July 1, 1962, the governor shall appoint one additional member: for
a term to expire July 1, 1964 one additional member f01 a term to expire. July 1, 1966.
Thereafter all appomtments shall be for 5 years..

(2) Each member of the personnel board shall take and file the oﬁ'iclal oath

"(8) At no time shall more than 3 members be adherents of the same political party,
and no member shall hold any other luérative administrative office nnder thls state. ‘

(4) The members of the personnel board shall each be paid $25 per day for time
actually devoted to their duties and shall be reimbursed for their actual and necessary'
expenses. ‘ '

History: 1961 c. 645

16.04 Use of municipal and county bulldmgs ‘The officials' in eontrol of munieipal’
and county buildings, upon requisition by the director, shall furnish convenient offices and’
rooms for exammatlons, and necessary fulmtme, heat and light for the aceommodanonr
of local examiners.

'16.05 Duties of personnel board. (1) Hear appeals: from any action taken. by,
the direector in any matter arising under ss, 16.01 to 16.30, upon the application of
any interested party. No appeal shall he granted unless a notice of such:appeal is re-.
ceived by the hoard not more than 10 days after the effective date of the action on .which,
the appeal is made. The decision of the hoard on such appeals shall be final except.that
any such determinations may be appealed to the appropriate court. Hearings on appeals
shall he open to the pubhc except that the board may close a heanng at the 1equest of the,
appellant.

(2) After a pubhc hearing, review and approve any rules subnntted by the d11ecto1
for carrying into effect the provisions of ss. 16.01 to 16.30. All rules so. prescribed shall
be subject to the approval of the governor, and they may, from time fo time, subject to:
like approval, he added to, amended or rescinded. The board may propose such rules: as
it .deems necessary to carry out. the provisions of ss. 16.01 to 16.30 subject to.the:ap-
proval of the governor. If the governor 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 amend-
ment shall become effective as though approved by the governor. Notice of the eontents of
such rules and of any modifications thereof shall be given in due season to appointing
officers affected theleby, and such 111Ies and modlﬁeatwns shall also be printed for pubhc
distribution. :

(83) Make investigations concerning all matters touchmg the enforcement and ‘effect
of the provisions of ss. 16.01-to 16.30 and the rules preseribed thereunder coneernmg ‘the
action of any employe of the departinent of administration and any pelson in the pubhc
serviee, in respect to the execution of said sections, - ; &
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(2) Each member of the personnel board and the director may administer oaths and
take testimony. The hoard and the director may examine such public records as it requires
in relation to any matter which they have authority to investigate. All officers and other
persons in the civil service shall attend and testify when requested to do so by the hoard
or the director.

(b) Each person not in the civil service who appears before the hoard or the duect01
by order shall receive for his attendance the fees and mileage provided for witnesses in
civil actions in eourts of record, which shall be audited and paid upon presentation of
proper vouchers. But no \Vltnesses subpoenaed at the instance of parties other than the
hoard or the director shall be entitled to compensation from the state for attendance or
travel, unless the hoard or the director certifies that his testimony was relevant and mate-
rial to the matter investigated.

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

(5) Keep minutes of its own proceedings and other official actions, All such records
shall, subject to reasonable regulations, he open to public inspection.

History: 1961 c. 645,

16,055 Assistance to counties, cities and villages. The bureau of personnel shall,
when requested by the proper authorities, render service in accordance with this chapter
to counties, cities and villages, and shall charge the cost of such serviee to the city, village
or ecounty for which it is performed.

16.08 Classification of civil service. (1) CrassEs. The civil service ‘is divided
into the unclassified service and the classified service.

(2) UNcrLASSIFIED SERVICE. The uneclassified service comprises positions held by

(a) 'All officers elected by the people.

(b) All officers and employes appointed by the govemor whether subject to eonﬁrma—
tion or not, unless otherwise provided.

(e) The director, chief of the American history research centel, chief of interpreta-
tion and education of the state historieal society; and, with the approval of the hoard,of
curators and the director of personnel, such number of specialists as may from time to
time be required by said society for specific research, writing, collecting or editing
projects which for a limited period of time not to exceed 2 years, renewable at the dis-
cretion of the hoard of curators and the director of personnel for an additional 2-year
period, require persons with a partieular 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 impractical,

(d) All presidents, deans, plmmpals, professors, instructors, 1esea10h assistants,
librarians and other teachers, as defined in s. 42.20, in the university, state colleges and
the Wiseonsin school for the deaf.

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

(f) . All legislative officers. :

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

(k) The clerks and other assistants and employes of the supreme court,

(3) Boys employed in the youth camps created under s. 46.70.

(3) Crassipiep SErRVICE. The classified service comprises all positions not ineluded in
the unclassified service. ' ‘

History: 1961 c. 676. )

- Discussion of statutes regulating classi- ously, and payment of compensation. Where
fied: and unclassified per sonnel, vacation there.is doubt as to validity of payment,

credit earned, payment in lieu theleof serv- such cannot be made until adjudicated by
ing in 2 unclassified- positions simultane- courts. b2 Atty. Gen. 79 :

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, whieh, except as otherwise provided by law shall be ascertained so Far as p1actleable
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 eity or county 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
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official service, in the performance of such duties as the director orders, shall be under the
divect and sole control of the director, and their duties shall be considered part of the
duties of the offices in which they are serving, and time shall be allowed therefor during
office hours.

(3) No person shall “he” 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 ascertain and record the duties and responsi-
bilities of, and establish grades and classes for, all positions to which this ehapter
apphes Each class shall include positions requiring duties which are substantially similar
in respect to the anthority, responsibility, and character of the work required in the per-
formance thereof and shall be designated by a title indicative of such duties. Each class
shall be so defined that the same requirements as to education, experience, capacity,
knowledge and skill are demanded of incumbents 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-
ditions. As far as practicable the natural or probable lines of promotion to and from
the class of position shall be designated or indicated. The titles of positions so estab-
lished shall he 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 director shall allocate
each position in the classified service to an appropriate class in the classification plan on
the basis of its duties, anthority and responsibilities. He shall likewise re-alloeate posi-
tions from class to class on the same bhasis whenever he finds such action to be warvanted.
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 hoard after considering the recommendation of the director shall provide in its rules
the procedure for establishing, discontinuing and abolishing positions.

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

(b) Each such range shall provide for a minimum and a maximum rate of pay, and
for intermediate salary steps to govern salary incereases for meritorious service. The diree-
tor shall not certify the salary of any person holding any such position or employment,
unless such salary is at the minimum or maximum of such range, or is at an intermediate
step within sueh range, or is increased within the authorized salary range in multiples of
$5; but this provision shall not prevent the payment of any added pay for added hours
of Wo1k under rules of the hoard, which shall be considered separately from the basic sal-
ary rate of the employe.

(bn) The director 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 (2) estabhsh specxal rules
for recruiting and examination in such employments. Fringe benefits specifically author-
ized by statutes, with the exception of workmen’s compensation, unemployment compensa-
tion, group insurance, retivement and social security coverage, shall be denied these em-
ployments.

(bx) The director, with the approval of the joint commlttee on finance or the hoard
on government operations when the legislature is not in session, may establish a separate
salary schedule for teachers reflecting length of service and professional training and
otherwise having the same general provisions prevalent in schedules used in the public
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 be
budgeted and used for salary increases, however, shall he 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 this field.

(e) Merit increases within salary ranges shall he 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 80 per cent
of the amount whieh would be required if every employe eligible for a merit increase
were to receive an increase equal to one intermediate step or the portion thereof to reach
the maximum in the vange but if such 80 per cent is not an exact multiple of $5 it shall
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be 1ncleasec1 to the next higher $5 multiple. For the fiscal year begmmng J uly 1, 1961,
the amount shall be equal to 100 per cent of that required if every ehglble employe were
to receive an inerease equal to one intermediate step.

2, It is declared to be legislative intent that merit increases be granted only on the
hasis of meritorious service and not be granted for reasons of longevity, employe need,
level of salary range or for other such reasons. The personnel hoard shall establish rules
for assuring that state departments follow procedures which promote this end, inchiding
therein the use of performance standzuds, evaluatlon reports and such othe1 measure-
‘ments as, they may require. .

3..No employe shall receive a merit increase exceedmg 2 intermediate steps. Memt
increase of 2 intermediate steps shall be g’lanted by an appomtmg‘ ofﬁce1 only f01 except
tionally meritorious service.

"4, Not more than 10 per cent of the -employes currently ehglble to receive a merit
increase in a given department shall receive increases amounting to as much as 2 ‘inter-
mediate steps. ‘In ecomputing the 10 per eent hmltatlon, any resulting fraction shall be
101mded to the next higher unit.-

‘5. No émployé shall be eligible for a ment 1n01ease on any July 1 if he has not then
completed his probationary period.

(d) An émploye, on completion of the first 8 months of a plobatlonary period estab-
lished pursuant to s. 16.22 (1), shall be glanted an increase of not more than one mter-
medlate salary step.

“(dx) The basic salary. of an employe promotéd to fill a‘vacancy in a Pposition in a
higler ‘salary range, shall be increased: to the minimum of the néw salary range or to
that pomt above the minimum whieh will glve him a total salary increase equal to one
step in the range to which he is p10moted '

“{e) Each department head shall, in submitting his budget to the governor-elect and
to the joint committee on finance, 1equesb an’ anount for ment inereases. Such amount
shall be equal to the sum of:

. 1 Elghty per cent of the amount which would be 1equ11ed if every employe ehg1ble
for'a ‘merit merease during the budgetary pemod were t0 Teceive an increase equal to one
intermediate step; but if such 80 per cent is not an e\act multlple 01':’ $5, it shall be i in-
creased to the next higher $5 multiple. -

“2, The 'amount estimated to be 1equ11ed during sald period for the merit inereases
authorized by par. (d).

(3) Immedlately after the mgamzatlon of the joint commlttee on finance in each regu-
lar session of the legislature, the director shall report to sueh committee the following:

(a) The standard salary ranges for the various grades and elasses of. positions n the
classified eivil service.

" (am) Bxtra compensation for hours worked between 6 pam. and 6 a.m. by persons in
full-time positions, and part-time positions where employment 1egu]al ly equals:or exceeds
one-half time on a daily, weekly or monthly basis, and shall recommend rules f01 deter-
mining eligibility for such extra compensation. Such rules shall provide such extra. com-
pensation to all employes for such portion of regularly scheduled hours of work that fall
between 6 p.m. and 6 a.m., but may exclude hours so worked on an unscheduled basis.

(b) Recommendatlons, based upon experience in 1ecuut1ng the’ servme, data collected.
as to rates of pay for comparable work in other public services and in commereial and
industrial establishments, and any special studies, carried on, as fo, the need for, changes
in the compensation schedule for any grade and class or group of classes.

(¢) Any other matters that seem pertinent in developing and administering a com-
pensation plan for the classified service which takes proper acconnt of prevailing market
rafes, costs and standards of living, the state’s. employment pohcles, and the state’s ﬁna.n-
cial resources and needs.

(4) The standald salary ranges submltted by the duectm, as may he modlﬁed by the
qut committes on: finance, shall, for the ensuing biennium, constitute.the state’s compen-
sation plan for positions in the classified serviece; provided, that the personnel. hoard,
with the approval of the director and hoard on government operations, while the legis-
lature,i$ not in sess1011, may change the compensation schedule for any grade and class
when such action is made desirable by changing employment and economic eondmons

History: 1961 e, 277, 574, 645; 1963.¢c, 6, 224, ‘ . : :

71611 Examma,tlons procedure, where held. (1) All examinations for p0s1t10ns
in'the classified service shall be of such charactér as to determine the’ quahﬁcahons, fitriess
and ability of the persons examined to perform the duties of the class for which the regis-
ter is being ‘éstablished. The examinations may be written, oral;, physical, evaluation of
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training and experience, demonstration of skill, or any combination of such types,  The
examinations may take into consideration such factors, including education, experience,
aptltude, capacity, skill, knowledge, character, physical fitness and other qualifications, as
in the judgment of the duectm enter into the determination of the relative fitness of the
applieants. 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 questlon shall be so framed as to elicit information concerning the political or
religious opinions or affiliation of an applieant. Every precaution shall he 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 divector-shall utilize appropriate
scientifie 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 be.
determined by that ecomponent part of the several parts of ‘the total test. as‘in. the:judg-
ment of the director has been determined as most s1gmﬁcant in relatlon to ‘the JOb fo1 '
which the examination is given,

°(2) 1 The eompetitive examinations shall be flee and open to all a,ppheants Who are
cltlzens of the United States and who have heen 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 neaﬂy
meet the convenience of applicants and needs of the sexrvice. To insure competitive equal-
ity 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 administra~
tion -the furhishing of an amanuensis or.a reader when necessary, and the furnishing of
a place to take such examination, or such other similar prerequisites to insure equality:
in such examination. -Upon certification of the appointing authority of any state depart-
ment that a critical need for employes in a specific classification exists the director may
open competitive examinations to residents of other states who have fulfilled the prelim-
inary requirements stated in s. 16.12, In a.like manner the director may open examina-
tions, to qualified professional and technical applicants without regard.to -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:fm the:
class1ﬁed service, and to that end exammatlons shall be. held ab convement pomts in- the'
state. : o

(4) The dneetm may require eandidates Who have satisfied the p1ehm1nary require-
ments, to undergo an examination, in cases where oral tests or tests for manual skill 61
use of instruinents in constructive W01k may be necessary, at convement or de;ﬂgnated"
places in the state. .

(5) Whenever an oral éxamination of apphcants is'to be 1equued the divector shall
list in the examination announcement the qualifications which will he appraised in the
oral éxamination. The system of oral examinations shall be designed to produce ob‘]ecv“
tive data upon which oral ratings shall be assigned and shall be designed to 'appraise’
such factors as abilily 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 measured. Applicants ‘may use
names, dates and places, or other factual data necessary to substantiate evidence glven
A record of each oral examination shall be kept for the purpose of Valldatlon -and veview,
and for contributing to the ohjectivity of the entire process.

(6) The director may appoint specially constituted boards of examiners for. the
purpose of conduecting oral examinations as a part of the reeruitment procedure for
certain positions, Each such board 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-
fied, 1mpalt1al and of recognized attainment in their respective fields, 'Whenever such:
01al examinations of applicants are required, all questions asked and answers made shall,
be recorded and made a part of the records of such applicants.

(7) Records of examinations given under this section shall be retained for a period
of not less than one year. Inspeetion of such reeords shall be regulated by rules of the
personnel board. ‘ ‘ . : Co

History: 1961 c. 645, : ' . [T

16,12 - Application for admission to examma,mons forms, (1) The director shall
require persons applying for admission to any, exammatmn 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 p1oposed examination, a formal ‘application. =
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i(2) The director may require in connection with such application such certificates of
cltlzens, physmlans or others having knowledge of the applicant, as the good of the serv-
ice may requive.

(3) Blank forms for such applications shall be furnished by the depall;lnent of
adnmustlatmn without ¢harge 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 apphcant or after examination
to certify an ehglble ‘

(a) Who is found to lack any of the preliminary requirements established for the
examination for the position or employment for which he applies;

(b) Who is physically or mentally so disabled as to be rvendered unfit for the perform-
ance of the duties of the position to which he seeks appointment, except that a person
shall not be diseriminated against hecause of total ‘or partial blindness unless normal eye-
sight is absolutelv indispensable to do the physical acts to be performed;

(e) Who is addieted to the habitual use of intoxicating liquors to excess;

(d) Who has been gullty of any erime or of infamous or notoriously d1sg1aeeful con-
duct;

(e) ‘Who has been dlsnnssed from the pubhe service for delinquency or mlsconduct

{£) Who has made.a false statement of any material fact;

(g) Who dnectly or indirectly gives, renders, or pays or plomlses to give, render or.
pay any money, service or other valuable thing to any person for or on account of, or in
connection with, his test, appointment or proposed appointment;

(h) ‘Who plactlced or attempted to practlce, any deception or fraud in. h1s apphca-
tion, in his certificate, in his examination, or in securing his eligibility or appointment;

(i) Who refuses to furnish testimony as required Tn 5. 16.05 (3) (a); or.

. (j) Except on promotions whose work record or employment references are unsatis-
factory.,

(2) Whenever the director refuses to examine an applicant, or after an examination
to certify an eligible, as provided in this section, then said director, if requested 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 cause of such refusal to examine
or to certify, as the case may be. Appeal may beé had from the decision of the ‘director
in aceordance with s. 16.05 (1) provided notice of such appeal is received hy 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 director, as to the physmal ability of the applicant, or eligible, to perform the duties
of such pos1t10n Such findings shall be conelusive as to the physical qualifications of any
applicant, or eligible, so examined.

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

History: 1961 c. 645; 1863 c. 6.

16.14 Political or religious affiliations; no discrimination. No question in any
form of application or in any examination shall be so framed as to elicit information
concerning 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 discountenanced. No diseriminations shall be exercised, threatened, or promised,
by any person in the civil service against or in favor of any applicant, eligible, or
employe in the classified service because of his 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 employers or teachers, as to ability, shall be given to, or considered 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 be
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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 seetion, with the knowledge and con-
sent of ‘the applicant or employe, shall be sufficient eause 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, texm 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, reinstatement, transfer
or reduction under the provisions of ss. 16.01 to 16.30, and the rules made in pursuance
thereof; by appomtments from among those eertified to the appointing officer in accord-
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 director. The eligibility of.
individuals on reinstatement lists may be extended in like manner. But such eligibility
may not be extended for a period of more than 3 years.

(8) Appointments shall be made from the eligible list most nearly appropriate, and
a new and separate list shall he created for a stated position only when there is no’
appropriate list existing from which appointments may be made. The director with the
advice and approval of the board shall have authority to establish separate eligible lists
in various localities, provided that the director has given proper publicity to the intent
of the department of administration to establish such lists. For legislative posmons, the
department of administration shall certify thé names of all who make a passing grade
to ‘the appointing authorities. Insofar as possible appointments to legislative positions
shall ‘be made according to senatorial districts and the order in which names appear on
the eligible list. No person shall be appointed or employed under any title not appropii-
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 eompeﬁtlon examination equivalent to that required for such
position.

(4) In case of vacancy in a position in the clasmﬁed service where peculiar and exeep-
tional qualifications of a secientific, professional, or eduecational character are required,
and upon satisfactory evidence that for specified reasons competition in such special case
is impractieable, and that the position can best he filled by the selection of some desig-
nated person of high and recognized attainments in such qualities, the hoard upon recom-
mendation of the director may suspend the provisions of the statute requiring competi-
tion in such case, but no suspension shall be general in its application to such place, and-
all such cases of suspension shall be reported in the hiennial report of the department of
administration with the reasons for the same,

History: 1961 ¢, 645,

16.18 Glas51ﬁed service; notice of vacancy, preference to veterans, appointment,
objections to. (1) Appomtmg officers shall give written notice to the department of
administration of the existence of any vacancy to be filled in any office or employment
in the classifled service, under ss,'16.01 to 16.30, and the director shall celtlfv from the
register of eligibles appr opriate for the grade and class in which the position is elassified,
the 3 names at the head thereof, which have not been certified 3 times. Whenever an
employmg officer notifies the depaltment of administration of a vacancy to be filled he
shall indicate whether he wishes certification to be made from an appropriate re- employ--
ment or original employment register for the grade or class. Whenever eligibles are certi-
fied, they must he those candidates who have been graded highest in an examination held
in pursuance of ss. 16.01 to 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 condi-
tions being equal, a preference shall be given in favor of veterans of any of the wars of
the United States in accordance with the dates specified in s. 45.35 (5a). The employing
officerr shall not reject hecause of age any ehglble veteran, 55 years of age or less, whose
name has been certified to him. Prefevence is hereby defined to mean that whenever an
honorably . discharged veteran competes in any examination condueted by the hurean he
shall be accorded 5 points, and if such veteran has a disability whlch is directly or indi-
rectly traceable to war service, he shall be accorded another 5 points, in addition to earned
ratings 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 appomtment shall not be
counted as oneé of such: eertlﬁcates

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

History: 1961 c, 437, 645, . . . o ¥

. 16,19 Classified service; promotions. (1) Vacancies in positions in the classified
serviee.shall be fllled, so far as practicable, by promotion from among persons. holding
positions in the classified service, under rules made and enforeed 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 increase in the salary or other compensation
of any persons holding an office or position subject to the. provisions of  chapter 16,
beyond the limit fixed for the grade in which such ofﬁce or pos1t10n is cla351ﬁed shall, be
deemed a promotion.

(3) No promotion shall be made to a pos1t10n in the class1ﬂed service flom a p0s1t10n
in the unclassified service, nor shall any plomotlon be- made except as provided in s,
16,105 .(1). , : C

History: 1961 c. 645,

16 20 Classified serv1ce prowsmnal emergency, 11m1ted term appomtments. . Pdsi'-'
tions in the classified service may be filled without competition only as follows: . ‘

(1) Whenever there are urgent reasons for filling a vacaney in any posmon in. the'
classified service and the direetor is unable to certify to the.appointing. officer upon requis,
sition by the latter a list of persons eligible for appointment after a eompetitive 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 qualified after such:
noneompetitive examination; he may be appointed provisionally to fill such vacaney only,
until a selection and appointment can he made after competitive exammatlon, but ino:
such appointment shall be continued for more than 30 days a;nd suceessive appomtments
shall not he made.

(2) In case of an emergency an appomtment may be made without regald to the,
rules of this section, but in no case to continue longer than 20 days, and in no case shall»
suceessive emergency appointments be made.

- (8) Employment specified in' s, 16.105 (2) (bn) shall be des1g'nated as 4 hmlted term :
Employes in these positions are not considered career employes :and do not qualify for:
tenure, vacation, paid holidays, sick leave; memt mcleases or’ the 1‘1ght to conlpete m'
promotional examinations, : SR

16,21 Training programs, (1) DECLARATION OF POLICY. In order fo p1omote
efficlency and economy in the operation of the state government, to provide means for
the development of maximum. proficiency by employes thereof, to establish and main-
tain the highest standards of performance in the fransaction of the state’s business, and
to install and utilize effectively the best modern practices and techniques which hiave béen
developed, tested and proved, it iz necessary and desirable in the public, interést that self—
improvement be supplemented and extended by state-sponsored training programs. The
ohjectives of these programs shall he to develop skills, knowlédge and ahilities 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 quahty of pubhc‘
service, The bureau.of pelsonnel in co-operation. with appointing authontles shall co-
mdmate state-sponsored tlamlno programs. . ;

. (2) TrAniNg PROGRAMS. The director of pels,onnel, pulsuant to sub. (3) and under
rules to be established by the personnel hoard, may authorize appointing authorities to:

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

(b) Provide specialized training to quahﬁed pelsons thlough eduoatlonal st1pends in’
lieu of pay, bub in no event shall a monthly stlpend exceed: the minimum’ salary of the
p051t10n for which training is undertaken.

-{e) Provide specialized 1;1am1ng to designated persons. through prescmbed courses of
instruetion, including registration in institutes or short courses which are directly:related
to the performance of official duties. Pay the cost of requued tuition: or other necessary
fées and expense in connection therewith.. D S
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(d) Conduct on-the-job ecourses of instruction deemed necessary for the efficient per-
formance of departmental functlons and to offer honoramums to quahﬁed experts
instructing in such courses.

(e) Conduct other training proglams consistent with the standards set by this sub-
section.

(3) CONDITIONS PRECEDENT Unless otherwise empowered by law, any depaltment
desn'mg to initiate a training program umder sub. (2) shall certify to the director of
personnel, that (a) unencumbered appropriated funds are available or board on govern-
ment .operations funds have been so provided; (b) training costs estimated to exceed
$500, exeludmg the compensation of participants, have beer included in the budget and
apploved 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
adminjstration; (e) 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 hoard; and (d) the immediate
and necessary work requirements of the department’ will not be jeopardized because of
such training program.

(4) Girrs, GRANTS, AIDS, ETC. Nothing in this sectwn shall nullify the aeeepta_nce
or the special conditions of training programs financed by gifts, grants, bequests and
devises from individuals, partnerships, asgociations or corporations. and -all subventions
from the United States, unless pursuant to s. 16.54 or 20.953, such ﬁnancmg has been
1efused by the state..

(5) TFSTABLISH INTERNSHIPS: The d11ect01 of personnel shall estabhsh in: the clagsi-
ﬁed service''in-service training  inteimships designed to ‘give rigorous training in: pubhc
service administration for periods not to exceed 3 years under the direct supermsmn of
expemenced administrators. - .

+(6) RULES FOR INTERNSHIPS, The dirvector of pe1sonne1 shall dmft rules and 1eg11—
latmns relating: to salary increases, annual leaves, the plobatlonaly 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 eareer service, the direetor of personnel shall
€O~ operate with' the university regents in providing opportunities for 1e01plents of pubhe
Servme scholalshlp loans to secure ‘employment under the internship plan, ™ ’

" (8) ROSTER ¥OR SUPERSERVICE. The director of personnel shall maintain a perpetual
employment roster of men and women with special quahﬁcatmns for public service ad-
ministration obtained by seléetion from within the serviece upon the recommendation of
appointing authorities, and from the student hodies of the educational institutions main-
tairied by the state upon recommeéndation of their governing bodies, by selectlon from
outside the service, including nonstate supported educational institutions.

'16.22 'Probationary period; permanent appointment. (1 All original and all pro-
motlonal appointments to permanent and seasonal pos1t10ns in"the classified service shall
be for a probatlonary period of 6 months except as herein provided, but dismissal may
be'made at any time during ‘such period; provided that a profiotion’ 'or other change in
job'status ithin a department shall not affect the permanent status and rights previously
a,cquned by an’ employe within such department. An employe demoted under the ' pro-
visiong of 's. 16.24 (1) (a) shall not retain the permanent status previously acquived:
Upon ‘stich 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 ‘employes
shall be'removed stceessively from the ‘same position duving their probationary periods
without the approval of the director. The director may remove an employe during his
probatmnary period if he finds, after giving ‘Totice and an opportunity to be heard, that
such employé was appointed as a result of fraud or ervor. The director may authorlze a
longer probationary period not to, exceed 2 yeals for any classification allocated to range
12 and dbove within the schediiles for which increases are hased solely on ierit if the
duties of the p031t10n are such that a 6-month period does not provide the employe ivith
exposure to the various responsibilities' which are a part of the position or clagsification.
Upon: request by the appomtmg authority, the director!may terminate the plobatlonary
period ‘under such schedule prior to the authonzed ‘extended ploba,tlonary perlod but in
no case before a 6-month probationary period has been served.”

2y I‘1fteen days prior to the expirdtion of ‘an employe’s plobatmnary period; the
diréctor' shall notify the appointing officer 4s to the date on which the plobatlonary period
will termmate, and theleupon the appointing authority shall notify the director in Wwriting
whether 'or not thé services of the employe have been satisfactory and whether or not he



16.23 DEPARTMENT OF ADMINISTRATION 240

will continue the employe in his position, A copy of such notice shall he 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 & 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
class of position in which he was a regular employe. ' ,

(4) 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, may be
required by the appointing authority to serve a probationary period. However, comple-
tion of such probationary period shall not make the employe eligible for a salary increase
under s. 16.105 (2) (d). ‘

(5) An employe whose position is classified as a trainee shall be on a probationary,
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 qualify-
ing for the objective classification, he shall serve a probationary period as specified in
sub. (1).

Hi(st())ry: 1961 c. 645.

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
unless the same be specifically authorized by the director. Section 16.19 and the rules
adopted thereunder shall be read 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 civil

gervice law and rules and who has been separated from the service without any delinquency
or misconduect on his part but owing to reasong of economy or otherwise, may he reinstated
within one year, and in the case of legislative employes within 2 years, from the date of
such separation to positions in the same or similar grade or class in the state service; pro-
vided, that for the original entrance to the position proposed to bhe.filled 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. ‘
(8) 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 recur 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 persnant thereto shall he
removed, suspended without pay; discharged, or reduced in pay or position except for
just canse, 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-
cer, the employe may appeal to the board and within 30 days after the date of appeal, the
board shall hold a public hearing thereon. . .

(b) After the public hearing before the hoard, the board 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 bronght and served within 60 days from the date of the
hoard’s findings. o S

(2)  Provisional employes as defined in s. 16.20 (1), emergency employes as defined in
5. 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 diseretion of the appointing officer. Seasonal employes provided for
n 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 diseretion 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
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rules established by the personnel board. The seniority and serviee 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 eonfer 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 been 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 heen reinstated to such position or employment by order of the
board or any court upon review, shall be entitled to ecompensation 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 enforce the payment or other pro-
visions of such order.

. 16,25 Appointing officers to report appointments, promotions, reductions, separa-
tions, efiiciency, etc., standards of performance; service ratings. (1) Kach 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 éemployment, 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 efficieney of his subordinates and employes and other information, in such manner as
may be preseribed.

(2) In co-operation with appointing officers and prinecipal 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 1ules, 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 lay-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 be promoted, demoted, trans-
ferred or dismissed. In suech manner and at such times as the 1ules may require, each
appointing officer shall report to the director the service 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 permanent employes in the classified service and shall
enter thereon the name of each and every person who has been appointed to, employed,
promoted, reduced or reinstated in any position in such service, upon such evidence as
it may require or deem satisfactory that such person was appointed to, employed, pro-
moted, reduced or reinstated in the service in conformity with this chapter, and the rules
adopted pursuant thereto. This roster shall show in connection with each name the date
of appointment, employment, promotion, reduction or reinstatement, increases and de-
creases in pay, the compensation and title of the position, changes in title, transfer 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

discharge of his duty in connection with said roster.
History: 1961 c. 645.

. 18.27 - Pay rolls certified by director; mandamus; liability of appointing officer;
taxpayers’ suits. (1) Neither the director nor other fiseal officer of this state shall
draw, sign.or issue, or authorize the drawing, signing or issuing of any warrant on the
freasurer or other dishursing officer of the state to pay any salary or compensation to any
person in the service of the state unless an estimate, pay roll or acecount for such salary
or compensation, containing 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 been
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 pursuant
to s. 16,105,
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(2) Any officer, clerk, employe, or other person entitled to he certified by said director
to the secretary of state or other fiscal or disbursing officer of the state, as having been
appointed or employed in pursuance of law and of the rulés made in pursuance of law,
and refused such certificate, may maintain an aetion of mandamus to compel such duect()l
to. issue such .certificate.

(3) Any sums paid contrary to the provisions of this section may be recovered from
any officer or officers making such appointments in contravention of the provisions of law
or of the rules made in pursuance of law, or from any officer signing or countels1gmng or
authorizing the signing or counte1s1gn1ng of any warrant for the payment of the same, or
from. the sureties on the official bond of any of said officers, in an action'in the cirenit
court of any county within the state, maintained by the director or the personnel hdard or
by any member thereof, or by a citizen vesident 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 see-
tion when collected, shall be paid into the state tr easury 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 Lea,ve of absence and salary while serving in unclass1ﬁed pos1t1on. A per-
manent employé in the classified serviee appointed to a position in the unclassified service
shall be granted a leave of ahsence without pay from his former position in the classified
service for the period of his service in such unclassified position and for one yearithere-
after, during which time he shall he entitled to return to such former position or-to one
with eqmvalent responsibility and pay in the classified service without loss of seniority
or civil 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
appomted 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 conflict therewith. ‘ T

16.275 State office hours; standard work week; leaves of absence; holidays, 1)
(a) Except as provided in par. (f) heads of depaltments shall grant to each person in
their employ, based on his accumulated continuous state service, annual leave of absence‘
Wlthout loss of pay at the rate of;

1. Two weeks each year for a full year of service during the first 5 years of s servme 5 |
.2, Three weeks each year for a full year of service during the next 15 years of servme,

.-8: Four weeks each year for a full year of service after 20 years of serviee. : ,

. (b) An employe, with the approval of the head of his department; may - antlclpate

the annual leave which he could earn during the current calendar year except that no

employe shall be eligible to take annual leave until he has completed the first 6 months of:

a probationary period for an original appointment established pursuant to s. 16.22 (1),

(¢) When the rate of annual leave changes during the fifth or twentieth calendar year,
the annual leave for that year shall be prorated according to the appropnate rates.

' (d) ‘Annual leaves of absence shall not he cumulative éxcept that unused annual’__
leave may, subject to the rules of the personnel board, he carried over the ﬁlst 6 ‘months
of the year following the one in which it was earned.

(e) Classified employes who are regularly emploved for less than 12 months out of 8
year but who are employed 6 or more months in continuous service in the employmg de-
partment shall be granted pro rata annual leave consistent with par. (a). Such’ continu-
ous service need not be in a single calendar year. These employes, with.the approval of
their appointing authority, may anticipate the vacation which they will earn during their
eunent period of employment. :

“(f) Heads of departments shall grant to each person in their employ onJ anuary 1,
1959, or whose absence on such date is ecovered under par. (g), who was employed prior
to January 1, 1958, noncumulative annual leave of absence without loss of pay at the rate
of .3 weeks for a full year’s service and, based on his accumulated continuous state ‘service,
at the rate of 4 weeks after 20 full years of service. Employes covered under this para-

graph, with the approval of their appointing autliority, may' anticipate the ahnual leave
which they will earn during the current calendar year. Seasonal employes who ‘were em-
ployed 6 or more months in 1957 and 1958 and who are reemployed in the sarle or other
seasonal position in 1959 shall be granted pro rata annual leave ‘consistent with thls para-'
graph. : :
~ (g) The continnous service of an employe eligible for annual leave shall not he's con-
sidered interrupted if he: 1. was absent for not more than 30 caléndar ddys; 2. was on’
an approved leave of absence; or 3. left the serviee for any reason except to- take' other’
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employment and ig reemployed within' 3 years. However, employment by any other politi-
cal subdivision of ‘this state shall not he construed as othel employment.

(h) Any absence of more than 30 days exeept military leave and absence due to injury .
or illness arising out of state employment and covered by the workmen’s compensation
act shall not be cotinted in computing- years of continuous service under this subsection..
Employes subject to par. (e) and permanent part-time employes covered under par.:
(k) .shall be deemed to-have completed one full year of service for each such seasonal
or other part-time annual period of service in computing years of continuous service
under, this subsection.

(i) Annual leave shall not be earned fO] any period of absence without pay except
that for administrative purposes any app1oved leave of 30 calendar days or less may be
disregarded.

(3) The appomtmg authomty shall 1espect the wishes of the ellgﬂ)le employes as to
the time of taking their annual leave insofar as the needs of the service will permit.

(k) Permanent part-time employes whose employment regularly equals or exceeds
one-half time on a daily, weekly or monthly hasis shall be granted pro rata a,nnual leaves
consistent with par. (a).

(1) Heads of departments shall grant to each person in their employ on January 1,
1960, or whose ahsence on such date is covered by par. (g) and who received 2 weeks
annual leave without loss of pay in 1958 pursuant to the enactment of chapter 553, laws
of 1957, an additional week of annual leave without loss of pay in 1960, and to each person
in thelr employ on January 1, 1960, or whose absence on such date is eoveled by par. (g),
and who received one week annual leave without loss of pay in 1958 pursuant to the en-
actment of chapter 553, laws of 1957, an additional week of annual leave without loss of
pay ‘in 1960 and 1961, This palaglaph shall apply only to those employes entitled to
annual leave without logs of pay in 1960 and 1961, 1espect1velv

(m) Heads of departnients shall grant to each person in the employ of the state on
January'1,"1962 or whose absence on such date is covered by par. (g) and who received
or was entitled to receive a pro rata portion of 2 weeks annual leave without loss of pay:
in 1958 pursuant to the énactment of chapter 671, laws of 1957, a pro rata portion of an
additional week of annual leave without loss of pay in' 1962, and to' each person in the
eniploy of the state on Jannary 1, 1962, or whose absence on sueh date is covered by par.
(g), and who received or was entltled to receive a pro rata portion of one week annual
leave without loss of pay in 1958 pursuant to the enactment of chapter 671, laws of 1957,
a pro rata portion of ‘an additional week of annual leave without loss of pay in 1962 and
1963. This paraglaph shall apply only to those employes entitled to annual leave Wlthout
locs of pay in 1962 and 1963, respectively. :

"(n) Wlhere 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
cash the value of the food during the vacation period or noncumulative leave of absence,
1f not 80 utilized, to ‘such an employe.

“(2) Leave of absence iith pay owing to sickness and leave of absence witlout pay,
other than vacation, shall be regulated by rules of the personnel hoard, except that unused
sick leave shall accumulate from year to year not to exceed 60 days. Unused sick leave
accumulated in excess of 60 days shall lapse, but such lapsed sick leave shall be recorded
by the appointing officer. In the event of extended illness of any employe with lapsed
unused sick leaye recorded to his eredit, such lapsed sick leave shall he restored and may.
be used, in whole or in part, by such employe on recommendation of the appointing ofﬁcel
and approval thereof by the commissioner and the director.

(3) No annual leave benefits authorized by existing legislation shall be reduced by this
enactment (1961). o

~(4) Officials and- employes of the state who have permanent status or are seasonal
employes who have: worked at least 6 continnous months in prior seasonal employment.
and who are duly enrolled members of the national guard, the state guard, the officers’
Teserve corps, 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 time in the service of the state, to enable.
them to: attend military and naval schools, field camps of instruetion and naval exercises.
which ‘have been duly-ordered held but not to exceed 15 days, excluding Sundays and.
holidays entimerated in sih. (6) in the calendar year in which so ordered and held. There
shall be rio' deduction from or interruption in the pay from the state for the time spent in
such atteridance, irrespective of whether or not they receive separate pay for and identified
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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 seetion 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 advance-
ment the status of the employe shall be considered as though not mteuupted by such.
attendance, )

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

(6) (a) The office of the departments of state government shall be kept open on all
days of the year except Saturdays, Sundays and the following holidays:

1. January 1;

2. May 30;

3. July 4;

4, The first Monday in September;

5. The fourth Thursday in November or the day appointed by the governor as a day
of thanksgiving; ‘

6. December 25;

7. The day following if January 1, May 30, July 4 or December 25 falls on Sunday;

- 8. After 12 noon on Good Friday, in lieu of the period specified in s. 256.17;

9. The afternoons of December 24 and 31. ‘

(am) Compensatory time off shall he granted fo state employes for work performed.
on the holidays enumerated in par. (a).

(an) It is the intent of this section that all employes shall be granted 714 holidays
annually in addition to rvegularly scheduled days off and annual leave, the time to he. at
the diseretion of the department head.

(b) Heads of departments shall give employes time off for voting under s. 6.047 with-
out any deduction of compensation for time lost thereby.

(¢) Monday to Friday office hours shall begin at 7:45 a.m. and close at 4:30 p.m. Wlth
intermissions from 11:45 a.m. to 12:30 p.m. Departments may, with the permission of the
governor, adjust opening and closing hours and intermission periods as the needs of the
service requive consistent with the principle of the 8-howr day herein established. During
a proclaimed national emergency or a limited national emergency, the governor may ex-
tend the work week and adjust the working hours to use the available manpower of any or
all departments as it is deemed essential. Compensation for such extended work week or
adjusted working hours shall be adjusted as provided for in the state’s compensation plan.

(7) The standard hasis of employment for the state service shall be 40 hours. per
week divided into 5 days of 8 hours each, except that where the conditions of employment
cannot be fulfilled by adhering to the standard week, deviations may be permitted upon-
recommendation of the appointing authority and subsequent approval of the department
of administration.

History: 1961 c. 271, 282, 645; 1963 c. 436.
See note to 16,08, citing 52 Atty, Gen. 79.

16.276 Restoration of employment. (1) Any classified employe of the state of
‘Wisconsin who has enlisted or enlists or has been or is inducted or ordered into active serv-
ice in the armed forces 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 or P.L.
87-117, and any such employe whose services are specifically requested by the federal
government for national defense work as a civilian during a period officially proclaimed
to be a national emergency or a limited national emergency, who, in order to perform
such training or service, has left or leaves a position, other than a temporary position,:as
a ¢lassified 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. 19457 as though such services toward seniority, status, pay, salary.
advancement and pension rights under ss. 42.60 to 42.70 had not heen interrupted by such
designated ‘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, (e¢) he makes application
for re-employment within 90 days after he is released: from such training or services, and
(d) the eircumstances of the employing ageney have not changed as to make it impossible.
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or wmreasonable to so restore such employe and upon the employe’s request made at any
time hefore 6 months after he is relieved from such training or services, or absence dur-
ing. federal hospitalization because of injuries or sickness resulting. from such war or
emergency service the employe, upon presentation of proof of discharge other than dis-
honorable or other than (a) by reason of the sentence of a general court martial, (b)

on the ground that he was a conscientious ohjector who refused to perform military duty
or refused to wear the uniform or otherwise to comply with lawful orders of competent,
military aunthorities, (¢) as a deserter or (d) of an officer by the acceptance of his resig-
nation for the good of the service, release from such active service or federal hospitaliza-
tion shall be restored as hereinafter provided: :

(a) Any classified employe who had attained permaneney under s. 16.22 and the rules
of the personnel board pursuant thereto when he left state service shall, under this section,
be restored to a position of like seniority, status, pay, salary advancement, group insur--
ance 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, accumulation 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 rights under s. 23.14 as though his state employment had
not ‘heen so interrupted. Any permanent employe who leaves the service by reason of
being called to active duty in the armed forces under P. L. 87-117 and who has used his
yearly vacation in anticipation of a full year’s employment is presumed not to have inter-
rupted his employment as far as vacation pay is concerned, and any portion of his vaca-
tion for which he was paid which is unearned at the time of being called to active duty
may be made up when he returns to work. If such employe does not return to.the state
service, he shall within 2 years repay the state the amount he had not earned. The applica-
tion of this provision shall be retroactive to all state employes called to active duty under
P. L. 87-117.

(h) Any classified: employe who was serving hls probationary period, except in the.
capacity of ‘a substitute, under s. 16.22 and the rules of the personnel board purduant
thereto when he left state service shall, under the provisions of this section, be restored
to that point of serviee in his 1)1obatlonary 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 board 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 been so interrupted,

(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, be given written nnhtary
leave of absence by the employmg ageney. Notice of such severance from state service’
and the terms of any such leave shall be glven in writing by the employing agency to the
director for purposes of record.

(b) Any classified employe who leaves state service for civilian 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 ag supporting
evidence. Such civilian leave shall be allowed by the employing ageney and its ferms,
which shall conform to the rules of the persomnel board, shall be in writing. Notice of
such severance from state service shall be made in Wl'iting by the employing agency to
the director for purposes of record.

(e) All such military or civilian leaves of absence as heretofore may have been granted
are validated and shall he 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 Imhtary 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 he trans-
ferred to.a similar position with the same employing ageney if one is available, or if not,
his.name shall he placed upon an appropriate reemployment 1eglste1 in aecordance \Vlﬂl
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 board pursuant thereto.

((4) The restoration of classified employes of the state shall be governed by this sec-
tion and by the rules of the personnel hoard,
History: 1961 c, 660.
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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 ecivilian 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 Novembel 16, 1946, in accordance with: Publie
Tiaw 549 of the 79th congress was transferred to the selviee of this state shall have such
seniority rights as though he had been a member of the classified service of the state
dunng ‘r,he penod of 111s employment in the service of the Umted States.

16 28 Taxpayers’ suits, The ught of any taxpayer to bung any ‘action to 1est1a1n
the payment of compensation to any person appointed to or holding any office -or
place of employment in violation 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 injunetion 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
accordance with the rules of the pelsonnel board in force at the times of such payments ,

16. 29 "~ Duty and liability of appointing oﬂicer aged employes. (1) All ofﬁcels 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. o

(2) No appointing officer shall seleet or appomt any person.  for. appomtment
employment, promotion or reinstatement, except in accordance with the provisions of S8,
16.01 to 16.30, and the rules preseribed theleundel :

(3) Any person employed or appointed contrary to the provisions of ss. 16. 01 to‘
16 30, or of the rules established thereunder, shall he paid by the officer or officers - 80
employmg or appointing, or attempting to employ or appoint him, the compensatlon‘
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
actnal value of such services and ‘any expenses incurred 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 publie officer shall be reimbursed by the state for any sums:
so paid or recovered in any such action. :

" (4) ‘When an employe becomes physicdlly or mentally ineapable of of unfit for the
efﬁcient and effective performance of the duties of his position by redson of infirmities’
due to age, disabilities, or otherwise, it is the duty of the appointing officer either to
transfer him to less arduous duties or place him on a part-time servicé hasis and at a
part-time rate of pay or as a last resort vetire him from the'service. The appointing officer
may require the employe to submit to a medical examination to determine his fitness:to .
continue in service. The cost of such examination shall be paid by the employing depart-.
ment, In either case the same method of procedure shall be followed and. the same. right.
of appeal to the personnel hoard as provided in s. 16.24, o

.. History: 1961 c. 645. :

716.30 Politicial contnbutwns and certain pohtlcal activities proh1b1ted No. person
holdmg a posmon in the eclassified civil service shall dueetlv or indireetly solicit or
receive or be in any manner concerned Wlth solieiting or receiving any assistance or sub- ‘
seriptions or contributions for any political party or any political pwrpose whatsoever. |
No person shall orally or by letter solieit or be in any manner concerned in soliciting any
assistance, subseuptmn, 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 classified civil service shall during the hours when he is on duty engage in
any form of political activity caleulated to favm or improve the chances of any pohtmal
party or any person seeking or attempting to hold political office; nor shall he engage in
any political activity when not on duty to sueh an extent that his efficiency during work-
ing hours will be i 1mpa11 ed or that he will be tardy or absent from his work. Any v101a—
tion of the p10\71s10ns of tlns sectlon shall be adequate grounds for dlsnnssal

16 301 Obstruction or fa1s1ﬁcat10n of civil service examinations. 1) Any com-
missioner; or examiner, or any other person who wilfully, by himself or in co-opération
with one or more persons, defeats, deceives or obstructs any person in respeet of his or
her rights of examination or registration, according to-ss. 16 01 to 16 30 or to any 1'ules‘
or regnlations preseribed pursuant thereto, or

(2) Who wilfully, or corruptly, falsely marks, glades, estimates or 1ep01*ts upon the
examination or proper standing of any person examined, registered orcertified, pu1suant-
to the provisions of said sections, or aids in so doing, or
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(8) Who wilfully or corruptly makes any false representations concerning the same,
or eoncerning the person examined, or

(4) Who wilfully or corruptly furnishes any person any special or secret information
for the puipose of either improving or injuring the prospects or chances of any persons
80 exanined, registered or certified, being appointed, employed or promoted, or

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

116.302 Prohibited appointments punished, Whoevel, after a rule has heen duly
estabhshed and published, according fo 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 be deemed guilty
of a misdemeanor. If any person shall be convicted under this section, any public office
which such person may hold shall by force of such conviction be rendered vacant, and
such person shall be incapable of holdmg office for the period of 5 years flom the date of
suieh convietion.

16.303 Mlsdemeanors, how punished.. Misdemeanors under the p10v1s1ons of S,
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 hoth.

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

(2) Duries or THE BOARD,  The board shall have anthority and it shall be its’ dutys

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

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

, (e¢) To make and render merit awards to or for the henefit 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 snch personnel, facilities and equipment as the hoard
may. require-for the proper performance of its work. The board may request and shall’
receive from any state department such assistance -as it may require, and each'such
department shall make available to the board, upon its request, any of its pelsonnel and
facilities required for the furtherance of the W01k of the board.

(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 sueh 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’ be payable at such’ times
as the hoard may fix and determine,

(5) Rures AND REGULATIONS. - The hoard shall have full power and authority tfo
adopt and promulgate rules and regulations governing the operation of any plan or plans
established under this section, the eligihility and qualifications of state employes partici:
pating therein, the character and quality of suggestions and accomplishments subnntted
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 be deemed neecessary or appropriate for the
proper adnnmstmtmn of this section or for the accomplishment of the purposes thereof.

16. 31 Hazardous employment injuries, sala,ry continued.. (1) Whenever a con-
servation warden, state forest ranger, field employe of the conservation department who
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is subject to call for fire control duty, member of the state patrol, state motor vehicle
inspector, full-time member of the state fair police department, state university full-
time policeman, state beverage tax investigator, fire watchman employed at the Grand
Army home, or guard or institutional aid or a state probation and parole officer or any
other employe whose duties include supervision and diseipline of inmates at a state penal
institution, including central state Liospital, the state sehool for boys, the state sehool for
girls, or while on parol supervision outside of the confines of the institutions, or super-
vision of persons placed on probation by a court of record, or supervision and care of
patients at a state mental institution, suffers injury while in the performance of his
duties, as defined in subs. (2) and (3), he shall continue to he paid his full monthly
salary by his employing department upon the same basis as he was paid prior to the
injury. Such full monthly salary shall be paid to the employe while he is unable to work
as the result of the injury for not to exceed 3 months., When the employe is paid such
salary under this section there shall he no deduction from his sick leave credits, com-
pensatory time for overtime accumulations or vacation.

(2) “Injury” as used in this section is physical harm to an employe caused by accident
or disease.

(3) "As used in this section “Performance of duties” means duties performed in line
of duty by:

(a) A forest ranger or field employe of the conservation department who is subject
to call for forest fire control duty or ﬁle watchman employed at the Grand Army home
at all times while:

1. Driving or riding in a vehicle, aireraft or boat under circumstances which require
hazardous maneuvering or speed in excess of the normal or posted limits in the perform-
ance of fire control dutles,

2. Engaged in an effort to save lives, recover dead bodies, or protect pubhc or private
property;

3. .Going to or returning from a fire and while engaged in the suppression of a five; or

4. Engaged in public demonstration or training exercises provided such demonstration
or training exercises are authorized by the appomtmo authority.,

(b) ‘A conservation warden, a member of the state patrol, state motor velucle in-
spector, university full-time policemen, full-time member of the state fan police depart-
ment, and state beverage tax investigator at all times while;

1. In the proeess of making an arrest or investigating any violation or suspeeted viola-
tion of the law or the quelling of a riot or any other violence;

2. Engaged in an effort to save lives, recover dead bodies or protect public or private
property;

3. Driving or riding in a vehicle, aireraft or boat under eireumstances Whlch require
hazardous maneuvering or speed in excess of the normal or posted limits in the perform-
ance of law enforcement duties; or

4. Engaged in public demonstration or training exercises provided such demonstration
or training exercises are authorized by the appointing authority.

(e) A guard, institution aid, or other employe of state penal and mental institutions,
ineluding central state hospital, the state school for boys, the state school for girls and:
state probation and parole officers, at all times while:

1. In the process of quelling a riot or disturbance or other act of violence;

2. In the process of restraining patients, inmates, probationers or parclees and ap-
prehending runaways or escapees, including prohationers and parolees;

3. When injury is inflicted as the result of an assault or act of violence by a patient,
inmate, probationer or parolee; or

4. In the process of making an arrest or investigating any violation or suspected
violation of law pursuant to pohee powers authorized by s. 46.05 (2) and rules adopted
pursuant thereto.

(4) In case an employe is denied henefits provided by this scetion by the employmg
department, the employe shall have a right of appeal to the personnel hoard. The. per-
sonnel board shall conduct hearings under the rules preseribed by the board and shall
make an order granting or denying the application for benefits or making a determination:
as to the duration thereof. The personnel board shall, pursuant to s. 16.05, adopt rules
for the administration of this section.

History: 1961 c. 262, 667,

16.32 Junior professional class, In order to establish a pool of young men and
women with sound aeademic background, a strong desire to acquire knowledge and abil-
ities, an aptitude for the publie service and a strong interest in government employment
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from among the seniors and recent graduates of our institutions of higher learning as well
as from other sources, from which to dvaw for a variety of positions in which such back-
ground, aptitudes, interests and ahilities provide a reasonable probability of sucecess of
the job, the personnel board may by rule establish a broad classification of positions in
which the following provisions shall supersede existing provisions regarding classification,
certification and appointment.

(1) The board may, with the co-operation of the appointing officers, hy rule establish
a classifieation with broad requirements from which a variety of positions could be filled,
and for which a substantial number of college graduates with broad academic training
would be eligible.

(2) If such classification is ereated, the board shall by rule provide that certifications
and selections may be made from among any applicants who have attained ehglblhty or
by a process of selective certification: from among all. eligibles.

. (3) If such classification is created, the board shall by rule provide that exammatlons
for eligibility for such classifications shall be held annually not later than Mareh 1, and
examination sites may include college campuses in Wisconsin,

(4) The board may by rule waive the residence 1equnement for ehglblhty for these
examinations,

(6) Appointing officers may recommend to the board that this procedure he used to
recruit personnel for any position with which the provisions of this section are compatible.

(6) The hoard shall explore means of making this section more effective, and shall
make a report of its findings and recommendations to the legislature when it convenes in
1965.

History: 1963 c. 390,

SUBCHAPTER III;
FINANCE.

16.40 . Department of administration, duties, powers, It shall be the duty of the
department of administration and it shall have power and authority:

(1) PrePARE BUDGET. To discharge all duties in connection with the compilation of
the hiennial state hudget report imposed by ss. 16.42 to 16.46. :

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

(8) FINANCIAL 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 eompari-
son with the prior year; to prepare at the end of each fiscal year not later than October
15, a statement of the condition of the general fund showing the cash balance; the
accounts receivable, the accounts payable and the continuing unexpended and unencumn-
bered appropriation balances; and to prepare not earlier than January 1 nor later than
February 1, in odd-numbered years a tentative statement of the estimated receipts and
dishursements 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 biennium. 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) FurnNisE INFORMATION: To furnish such other mformation regarding the
finances of the state and the financial operations of departments as may bhe called for by
the governoy, the governor- -clect, the legislature or either house the1e0f or any member
thereof.,

(5) BOOKKEEPING FORMS. To prescribe the forms of accounts and other finaneial
records to be used by all departments.. Such aceounts shall he as nearly uniform as is
practical, and as simple as is consistent with an accurate and detailed record of all
receipts and disbursements and of all other transactions affecting the acquisition, cus-
todianghip and dlsposmon of value. The director may call upon the state auditor for.
advice and suggestions in preserihing such forms,

(6) TAxE TESTIMONY. In the discharge of any duty imposed by law, to admmlstel
oaths and take testimony and to cause _the deposition of witnesses to be taken in the
manner preseribed for taking depositions in civil actions in eireuit courts, :

(7). CoLLECT REVENUE INFORMATION. To colleet from any available source and to
correlate information concerning any and all anticipated state revenues,
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(8) CoOLLECT INFORMATION ON DISBURSEMENTS. To colleet and correlate information:
from . all state departments concerning any depaltmental disbursements and the proper
time thereof.

(9) FORECAST REBVENUES AND BXPENDITURES. To forecast all revenues and expend1—
tures of the state. » : : e

(10) DETERMINE MINIMUM CASH BALANCES. To determine the minimum cash bal-
ances needed in operating banks at all times to meet the operating 1eq1u1ements of all
state departments. .

(11) ADVISE INVESTAMENT BOARD DIRECTOR ON SURPLUS MONEYS. To advise the’ exeou-
tive dirvector of the state of Wisconsin investment board daily coneermng 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 director shall furnish such 1'ep01-ts of
investments as may be 1equned by. the department of administration,

(13) Co-OPERATE IN IMPROVEMENTS OF STATE FUND MANAGEMENT. To- co—opera‘te
with the. exectitive director of the state of Wisconsin investment board, the state tieas-
urer, the department of taxation and other revenue departments for the purpose of effect
ing 1mp1'ovements in the management and investment of state funds. ; .

‘History: 1561 c. 33, .

16.41 Departmental accounting, information, aid. (1) All depaltments shall keep
their accounts and other finanecial records as preseribed by the director under s. 16.40 (5),
except as otherwise specifically dirvected 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 conneection with the
preparation of the state budget report and the budget bill and in auditing aecounts, as
the director or the governor may require.

(2) The director and his duly authorized employes shall have free access to all finan-
cial acecounts of every state department, and it shall be the duty of each such department
to assist the director in plepamng estlmates of 1ece1pts and expendltules for melusmn in
the state budget report. : »

(3) Upon request of the director all state depar tments shall furmsh such mformatlon
concerning anticipated revenues and expendltules as may be 1equ11ed by him f01 effec-
tive control of state finances. . ' e ‘

16.42 Departmental reports., Hach department, other than the legislature and the
courts shall, in each even-numbered year on the date prescnbed for it by the d11eet01,r
furnish to the director the following data:

(1) A detailed statement of its actual and estlmated 1ece1pts during the pr eeedmg and
the current biennium, and its estimate of the réceipts during the succeeding b1enn1um,

(2) A détailed statement of its actual and estimated disbursements during the pre—".
ceding ‘and the current blenmums and an estlmatew of its needs in the succeedmg blen-‘
mum, '

3) A full explanation of its requests for applopmatlons in the succeedmg b1enmu.m,
11_Lcllldmg a statement of the work proposed to be done and the activities to be carried. on;

(4) A list of all employe positions and their salaries at the time of such réport show- -
ing basie salary, cost of living bonus, 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 bienninm as well as all contemplated new
employe positions and the salaries to be pald such statement to be furnished on fOIis
prescribed by the director;

(5): All: fiseal or other information 1e1at1ng to the department that the duect01 or: the
governor may -require on forms preseribed by the director;

{(6) Should ‘any department fail to furnish the ahove data by the date speclﬁed ‘the
director is empowered to make budget estlmates f01 said depaltment hoard or comm1s—‘
sion.

'16.43 Budget complled The dneetm shall eomplle and submlt 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, exeept the
recommendations of the governor and the explanation thereof. :
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" 116.44 Budget hearings, After the filling of such ecompilation, the governor-elect
shall hold public hearings upon the requests of the several departments, at which the
heads of those departments and any interested citizen may be heard in relation to any
matters referved to in the departmental estimates. The director shall arrange a schedule
of ‘the tinie and place of such hearings, to suit the convenience of the governor-elect, and
shall give notice thercof to the interested departments and also to.the public through
the press. The director and the state auditor shall attend all such hearings and shall give
such advice and assistance to the governor-elect in the conduet of such hearings as he may
desire.

16.45 Budget message to 1eg1s1ature Not later than February 1 in each regular
session of the legislature, the governor shall deliver his budget message to the 2 houses in
joint session’ assembled. With such message he shall transmit to the legislature the bien-
nial state budget report and the executive budget bills' together wlth suggestions for the
best methods for 1alsmg the needed revenues.

16.46 Biennial budget, contents. The biennial state budget report shall be pre-
pared by the divector, under the direction of the governor, and a copy of a budget-in-
brief thereof shall be, funushed to each member of the legislature on the day of the deliv-
ery of the budget message. The biennial state budget 1eport shall he furnished to each
member of the legislature on or about February 15 of each odd-numbered year and shall
contam the following information :

(1) A summary:of the actual and estimated receipts of the. state government in all
operating funds under existing laws during the preceding, the current and the succeeding
b1e11n1ums, 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 current bienniums and of the
requests of departments and the 1ecommendat10ns of the governor for the succeeding
blenmum ;

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

(4) A statement showmg how the total estimated disbmsements during each year of
the succeeding biennium compare with the estimated receipts, and the additional revenues,
1f any, needed to defray the estimated expenses of the state;

(6) A statement of the aetunal and estimated receipts and dishursements 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 succeeding biennium. Fistimates of ‘expenditures shall be classified to set forth
such. expenditures by: funds,: mganization units, appropriation, object and activities at
the discretion of the director; ‘

:(6) Any explanatory matter which in the Judgment of the governor or the du'ect01
W111 facilitate the understanding by the members of the legislature of the state ﬁnanclal
condltion and of the budget requests and 1ecommendat10ns ,

16.47 Budget bill. (1) The executive budget bills shall incorporate the governor’s
recommendations for appropriations for the succeeding biennium. One bill shall cover
each of the following operating funds: the general fund, the highway fund and the conser-
vation fund. Hach appropriation in each bill except those for highway. construction and
aids to loeal units may be divided into 3 allotments; personal services, other operating
expenses, and capital outlay, or applopriatione may be made in total for all expense.
The -appropriation method shall in no way affect the amount of detail or mamner of
_presentation which may be 1equested by the joint committee on finance. Appiopriatlon
requests shall be divided into 3 allotments; personal services, other operating expenses
and capital outlay. Tmmediately after the delivery of the budget message, the bills shall
be introduced without change into either house hy the Jomt finance committee and when
introduced shall be referred to that committee.

(2) No bill affecting the general fund and cortaining an appropriation or inereasing
the cost of state government or decreasing state revenues shall he passed by either house
until the general fund bhudget bill has passed both houses; except that the governor or the
joint committee on finance may recommend such bills to ‘the presiding officer of either
'house, in’ writing, ‘for passage and the legislature may enact them. Such bhills shall be
accompanied by a statement to:the effect that they ‘are’ emergeney: bills recommended by
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the governor or the joint committee on finance, and such statement shall be sufficient to
permit passage prior to the general fund budget bill.

History: 1963 c. 16.

Creation of statutes covering sale of placements does not violate constitutional
land and improvement by department of prohibitions and is not in conflict with (2).
public. welfare and appropriation of pro- 52 Atty. Gen. 89.
ceeds to department for acquisition of re- ‘

16,48 Recommendation of joint finance committee on fiscal policy. At any time
dmmg the regular session but not later than 10 days after the passage by hoth houses of
the budget bill 1e1atmg to the general fund, the joint committee on finance shall report to
the legislature in the form of a joint 1esolut10n, to be introduced in either house, its rec-
ommendations as to fiscal policy concerning state revenues and appropriations for the
next biennimm, Sueh 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 applopmatlons in the budget bills; the estimated condition
of the genelal fund at the end of the ensuing hiennium; and such other mformatlon as

the ecommittee deems pertinent,

..16.49 Lobbying by officers. No department or any officer or employe thereof shall
plesent 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 procure an increased appmpna’mon other than
th10ugh the regular and orderly p1esentat1on of budget requests in the manner provided

in tlns chapter or to the governor in emergencies.

16.50 Departmental estimates. (1) ExpexpiTUrRES. HEach department except the
legislature and the courts 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 functions. The direetor 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 fimes as the director may require. Revised and
supplemental estimates may be presented at any time under rules to be plescrlbed by the
director.

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

(3) LIMITATION ON INCREASE OF FORCE AND SALARIES. It is unlawful for any depavt-
ment, except the legislature and the courts, to inerease the salary of any employe, to
employ any additional employes, or to expend money or ineur any obligations except 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 he 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 estimafe, or any item therein, may appeal from his de-
cision to the governor, who, after a hearing and such mvestlgatlon as he deems necessary,
may set aside or modlfy such decision.

(5) DisBursEMENTS. The director shall not drvaw his watrant for payment of any
e‘{pendltules 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 govérnor.

16.51 Department of administration; pre- aud1tmg and accounting; additional
duties and powers. The department of admnustlatlon in the discharge of p1e -auditing
"and accounting funetions shall:

(1) SuGGEST IMPROVEMENTS. Suggest plans for the 1mp1ovement and management
‘of the public revenues and expenditures.

(4) DIRECT COLLECTION OF MONEYS., Kxcept as otherwise plowded by Iaw, direct
and superintend the collection of all-moneys due the state.
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(5) Keep AND sTATH AcCOUNTS. Keep and state all accounts in which the state is
mtelested as provided in s: 16.52.

(6) AupiT cnAiMs., Hxamine, detemune and andit, according to law, the claims of
all persons against the state as provided in s, 16.53,

(7) AUDIT CLATMS FOR RETURN OF PRISONERS. Receive, examine, determine and audit
claims, duly certified and approved by the state department of public welfare, from the
colmty clerk of any county in behalf of such county, which are presented for payment to
reimburse such county for certain expenses ineurred or paid by it on and after July. 1
1937, in reference to all matters growing out of the return of eseaped conviets from the
state prisons as defined in s. 53.01. Expenses shall only include such amounts as were
necessarily incurred and actnally paid and shall be no more than the 1eg1t1ma'ce cost would
be to any other county had the offense or erime occurred therein. .

‘History: 1963 c. 232.

16.62 Accounting. The department of administration shall:

(1) KEEP SEPARATE ACCOUNTS. Keep 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 ineumbrances, expenditures, disbursements and investments thereof, showing the
particulars of every ineumbrance, expenditure, dishursement and investment.

(2) RevENUE ACCOUNTS. Place revenne estimates on the books of accounts and eredit
actual veceipts against them as of the last day of each quarter. Any receipts applying to
a prior fiscal year received befween Aungust 16 and the next succeeding August 15 shall
be eredited by the director to the fiscal year in which said August 16 falls. Kxecept in the
case of revolving and continuing specifiec appropriations, any refund of a dishursement
or reimbursement to a specific or sum sufficient appropriation, applicable to any prior
fiscal year, received hetween said dates shall not be credited o any applopmahon but shall
he considered as a nonappropriated receipt.

(3) KEEP 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 unineumbered and the unallotted balance of each appropriation.

'(4) COUNTERSIGN RECETPTS. Countersign all receipts issued by the state treasurer
for any money paid to him and enter them to the credit 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 he
transferred by the divector as encumbrances against the appropriation for the current
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 fiseal 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 fiseal year in which said August 16 falls; but such
charges shall not be paid if they exceed the mmencumbered applopmatlon balance as of
Augustv 15 of the fiscal year preceding the year of payment.

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

(6) PRIOR APPROVAL OF PURCHASE ORDERS, ETC. (a) All purchase orders, contracts,
or printing orders shall, before any liability is inecurred thereon, be submitted to the
director for his approval as to legality of purpose and sufficiency of appropriated and
allotted funds therefor. In all cases the date of the contract or order shall govern the
fiscal year chargeable. Upon such approval, the director shall 1mme(hately encwumber all
contracts or orders.
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(b) Pursuant to s. 16.74 and subjeet to ss. 16.53 and 20.902 local pulchases may be
made or miscellaneous expenses incurred by any state department.

(e) Any department feeling itself aggrieved by the refusal of the dnectm 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 mvestlgatlon as_he deems
necessary, may set aside or modify such’ decision.

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

(8) REFUND ACCOUNTS, The divector shall establish rules permitting state depalt-
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
management, of any property of the state, of which an account is kept in lisoffice; to
1ende1 statements thereof to him; and all such persons shall render such statements at
such time and in such form as he shall require. ‘ ‘

. 16.53 Pre-audit procedure.. The depaltment of admmlstratlon shall pre -audit
clalms in accordance with the following procedures:

(1) CLAIMS AGAINST STATE. - (a) Audit. All claims agamst the state, When payment
thereof out of the state treasury is authorized by law, shall be audited by the director.:

(b) Pay rolls. Pay rolls, to he 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 plowded by law, all other claims to be entltled to
audit, shall : ‘

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

2. Conform with statutory plomsmns and be necessarlly mcumed in the pelformance
of duties required by the state service.

... 3. Include receipts for all ifems of travel expenditure in excess of $2, unless other
Satlsfaetory evidence is aceepted by the auditing officer. ‘

4. Include the claimant’s affidavit, or statement under the penalt1es of pel']m‘v settlng
forth that all items of tlavehng expenses were incurred in the performance of duties
required by the public service, 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 preseribed by the diveetor.

5. Exclude items of travel expenditure for tips, porterage, parlor ear seats other than
sleepmg car berths, or for expenses not necessarily incurred in the performance of dutles
required by the public service.

6. Execlude items of expenchtule ineurred w]nle traveling out81de the state bV any
oﬁiee1 or employe of any state department or institution : thereof unless in the dlschalge
of his duties required by the public service. : : « B

7. Exclude except upon the order of the governor items of expenditure f01 expenses
of more than one officer or employe of any state department or institution thereof while
attending any convention, 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. He may also determine whether such requests shall. be made on an. indi-
vidual hasis 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 ageney with such detail as he may desire. 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 eonsldeled Aas one
‘convention, ass001at1on, society, business conference or meetlng :

. 9. Be apploved by the proper state officer.

" (ca) Supervision of expenditures. All state depaltments shall dlhgently review and
supervise the travel expenditures of their employes and are authorized to adopt 1easonable
rules governing such expenditures. P
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. (d) Salaries, eto., when payable. 1. The salaries, wages, compensation of and reim-
bulsement 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
disbursements made during such month, or at the fermination of such service, and shall
be charged against the proper appropriation for the respective office, commission, board
or body with which the person receiving the same is connected.

- 2. All such salaries, wages or compensation not exceeding the 1ate of $100 per month,
shall be payahle semimonthly.

3, The salaries, wages, compensation of and reimbursement to leglslatlve 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 any claim presented against the state, and may require
oral or written answers as to any faets relating o the Justness of the claim, or as to the
liability of the state.

(4) AvUDir ORDER INDORSED ON CLAIM; RECORD. The order of the director auditing
any claim ghall be indorsed on or annexed ’co such claim, shall specify the amount allowed,
the fund from whiech the same is payable, and the law that authorizes payment of sueh
claim ‘out of the treasury; and said order with the claim and all evidence relative thereto
shall be ﬁled and preseérved in his office,

- (5) WARRANTS ; WHAT TO SPECTFY, The director shall draw his warrant on the state
treasulel payable to the claimant for the amownt allowed by him upon every claim audited
under subsection (1), specifying from what fund to be paid, the particular law which
authorizes the same to be paid out of the state freasury, and at the director’s discretion
the post-office address of the payee; and he shall not eredit 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 use 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 diveetor, until such aunthority is revoked in writing.

(7 ) CERTIFICATION OF BOARDS, EVIDENCE OF CORRECINESS OF AGCOUNT. The celtlﬁcate
of the proper officers of the hoard of regents of state colleges, the regents of the univer-

sity of Wisconsin, the state department of public welfare, or the proper officers of any
other board ‘or' contmission organized or established by the state, shall in all cases be evi-
dence of the correctness of dny account which may be ¢ertified by them.

(8) .CLAIMS REQUIRING LEGISLATIVE ACTION. All claims of every kind against the
state requiring legislative action shall be made in duplieate, in the manner plomded in
sub. (1) and shall be filed in the office of the director. The direetor shall examiine the
same, sée if ordered by competent authority and if properly made, designate the fund.to
which they are chargeable. The director shall as soon as practicable refer such claims to
thé claims ecommission established under s, 15.94 for its findings of fact, its conclusions,
dnd its report thereon to the legislature for action. Whenever a bill appropriating money
for a claim becomes a law the ‘director, before drawing his warrant therefor on the treas-
urer, shall see that the proper account on which such appropriation is based is filed in his
office.

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

Cross Referencet See 108,39 (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 agrienlture or for any other purpose other than the admin-
igtration of the tribal or any mchmdual funds of Wisconsin Indians, the governor ‘on’
behalf of the state is authorized to accept the funds so made available. In exercising the
duthority herein eonferred, the goverior may stlpulate as a condition of the acceptance of
the act of congress by thls 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 Wiscongin 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
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board, commission or department so designated by the governor is hereby authorizéd and
directed to administer such fund for the purpose designated by the act of eongress 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 department of the state government designated to
administer any such fund, shall, in the administration of such fund, comply with the
requirements of the act of congress making such appropriation and with the rules and
regulations which may be prescribed by the United States government or by the depart-
ment of the federal government making such fands available.

(6) 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 submit 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 apploved by the governor and reported to the joint committee
on finance while the legislature is in session and at other times to the board on govelnment
operations,

16.66 Uncollectible shortages. On or before March 1 of each odd year the atto‘r-
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 bhill to be
prepared appropriating from the several state funds a sum sufficient to liquidate the
tneollectible shortages in state accounts caused by such embezzlement, and submit sueh'
bill to the joint committee on finance for introduetion,

SuscmapTER 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 hbody connected with the state government, mcludmg all educational,
ehantable, 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, commigsion or
body, by whatever title any such person or persons may he elsewhele designated,

(3) 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 “contractual services” include gas, eleetricity, steam, telephone, tele-
graph, freight, express, drayage, towels, drvinking water, postage, printing, hinding and
similar services, and any contract involving less than $1,000 for construction work to he
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, supplies, paper, coal, fuel, stationery, apparatus, furm-
ture, equipment, all other permanent personal plopelty and miseellaneous capital, and
contractual services and all other expense of a consumable nature for all state offices. All
such materials, services and other things and expense furnished to any such office shall be
charged to the proper appropriations of the offices to whom furnlshed as provided in
s, 20.125,

(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 prices on any items mentioned in this subsection
which are to be used on publie works and paid for in whole or in part by public funds.

(3) All mimeograph, multigraph and similar work,

. (4) Coal and other solid fuel for state owned or operated heating or heatmg and
power plants wherein the annual requirements are in excess of 50 tons, to be pulchased,
on contracts pursnant to specifications supplied under s. 16.90.
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+.16.72. Purchasing, duties. (1) The department of administration shall check or
have checked, as to gquantity 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 specifieation,
either ehemical or physical or both, prepared to describe 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 accorded without cost, the assistance, advice and co-operation of other
state offices and officers. Each specification adopted for any commodity shall, in so far as
possible, satisfy the requirements of any and all offices which unse it in common.

16,73 Purchase state-made articles, All materials, supplies, apparatus, equipment
and other things required to he furnished by the department of administration which are
manufactured at the state prison or at any of the other public institutions of the state
shall be purchased by the said department of administration from said prison or institu-
tion,

16.74 Requisitions;- disposal of surplus items. Except as otherwise provided in
ss. 16.71 to 16.82 and in the rules adopted pursuant thereto, all supplies, materials, equip-
ment and contractual services shall be 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 rules 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
public sale of supplies, materials and equipment which are obsolete; In' either case due
credit shall bé given to the department releasing same,.

16.75 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 he purchased from the lowest responsible bidder. All orders
awarded or contracts made by the department of administration shall be awarded to the
lowest responsible bidder, taking into .consideration the location of the institution or
agency, the qualities of the articles to be supplied, their eonformity with the specifications,
the purposes for which they are required and the date of delivery, but preference shall
always be given to materials, supplies and provisions of Wisconsin producers, distributors,
suppliers and vetailers. Bids shall be received only in accordance with such standard
specifications as may be adopted by the department of administration in the manner pro-
vided in this subsection. Any or all bids may he rejected. Each bid, with the name of the
bidder, shall be entered on a reecord, and each record with the successful bid indieated
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 description of the article to be purchased, the amount of the bond 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 hest interests of
the state to purchase certain patented or proprietary articles, other than printing and
stationery, it shall have power and anthorify 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 are 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 contract shall state in substance that its contin-
uance beyond the limits of funds already availahle shall be contingent upon appropriation
of the necessary funds. ‘

(5) The department of administration shall have power to require of hidders or con-
tractors suech suteties as, in its judgment, are deemed advisable. It shall have power to
deecide as to the responsibility and eompetency 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. C '

. (6) Subsections (1) to (5), except as to their requirements in eonnection with print-
ing and stationery, shall not be deemed to apply to the purchase of supplies, materials or
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equipment from the federal government or any agency thereof and, with the approval of
the governor, may be Walved with respeet to purchases from p11vate sources when ‘such.
action is deemed to be in the best interests of the state.

(7) Stationery and printing shall be purchased from the lowest responsible blddel' .
without regaad to the amount of the purchase, except when the depaltment of admmlstra- :

tion exercises the discretion vested in it by s. 16.82 (4).
History: 1961 c. 532, .
See note to Art. IV, sec. 25, cltlng‘ State 18 W (2d) 325, 118 NW (2d) 845.
ex rel, Democrat Printing Co. v, Schmlege, )

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

(2) The department of administration may enter into continuing agreements and
flexible contraets in ant1c1pat10n of the needs of departments, which provide for deliveries
of specified articles at stated prices, which prices may be lowered through market condi~
tions, but not inereased at any time during the life of said continuing agreements or flex-
ible contracts, except as may result from adjustments of the base price in contracts for
coal let upon speclﬁeatlons as plOVlded in 8 16.90 (1). No such continuing agreements or
flexible contract shall exceed one year’s duration. . .

16.7656 Nondiscriminatory contracts. (1) Contlactmg 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, 1e11glon,‘_
color or national origin.

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

(a) In comnnection with the performance of work under this contract, the eontractor
agrees not to diseriminate against any employe or applicant for employment because 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 seleetion for training, including apprenticeship. The econtraetor agrees to post
in conspicuous plades, available for employes and applicants for employment, notices to
be provided by the contracting officer setting forth the provisions of the nond1scr1mmatlon :
clause.

(8) Subsections (1) and (2) shall not apply to contracts to meet special 1equ11'ements
or emergencies, if approved by the director of the fair employment d1v1s1on of the
industrial commission.

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

(6) The head of each contracting agency of the state shall be primarily 1espons1ble'
for obtaining ecompliance by any contractor with the nondiserimination provisions pre-
seribed by this section, according to procedures recommended by the fair employment
division of the industrial commission, This division shall make recommendations to the
contracting agencies 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
functions under this section. The fair employment division shall establish such rules. as
may be necessary for the performance of its functions under this secbion, and shall make
annual reports on its progress to the governor.

(6) The fair employment division of the industrial commission may receive complalnts-
of alleged violations of the nondiserimination: provisions of such contracts. Complamts
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. .
Bach contracting agency shall report to the division the action taken with respect to all
complaints received by the agency, including those transmitted by the division. The divi-
sion shall review and analyze the reports submitted to it by the eontracting. agencies,

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

(a) Immediately inform the violating party of the v101at1on

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

(c) Direct the violating party to take action necessary to conect if- poss1ble, any
injustice to any person adversely affected by the violation:
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. -(d) Direct the violating party to take immediate steps to prevent further violations
of this seetion and to report its corrective action to the state ageney involved.

~:(8) If further violations of this section are committed during the term of the con-
tract the state agency 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 d1v1s1on to place the name of the party on the ineligible list for state con-
tracts, or the state agency may terminate the comtract 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 contraets 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 mvestlgatlon, the fair employment divi-
sion: determines the contractor’s employment practices comply with this seetion and pro-
vide adequate safeguards for its observance.

(10) The fair employment division of the industrial ecommission shall encourage the
furtherance of an educational program by employer, lahor, civic, educational, religious
and other voluntary nongovernmental groups in order to eliminate or reduce the basic
‘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
'bodles, to assist in achieving the purposes of this section.

' (11) A violation by a prime contractor shall not impute to a subeontlactor nor shall
a violation by a subcontractor impute to a contractor.

18,77 Andit 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 bill 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 heen. 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 confractual services contrary to the provisions of ss.
16.71 to 16.82 or the rules made pulsuant thereto, such contraet shall he void, and any
.such officer shall be,liable for the cost theieof, and if such supply, material, eqmpment or
contractual services so unlawfully pur chased has been paid for out of pubhc moneys, the
amount thereof may be recovered in the name of the state in an action filed by the
“attomey general agamst such officer or subordinate and his bondsmen, Such ecause of
_action shall be deemed to have arisen m Dane eounty, and summons shall be served
‘therein as in eivil actions,

_16.78 “Warehouses. The department of ‘administration shall have authority to
establish necessary warehouses wherein it shall be permitted to store such staple and
vstandald artwles as ave needed by various state officers.

16.79 Duties of department of administration. The depaltment 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 complete such
-sets: of said reports as may be 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 1eq1111ed to meet the pub-
?he demand; including the constitution and additional copies of élection laws; also hlank
fnomina'tion 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 cent and nee-
: essary postage or other transportation charges.
-+(b)! The department of administration shall confer with the seeretary of state and the
dttorney general as.to what law pamphlets, blanks and other election supplies shall be so
: pmnted .or purchased, and offered for sale.
- (5) To determine the form, style, quantity, and method of 1ep10duct10n, -when not
fspeolﬁcally preseribed by law, of all materials-offered by state departments and agencies
for reproduction. Any state department or agency which objects to the determination
‘ made under this subsection may appeal the decision of the depaltment of administration
to the governor. .
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(6) To contract for or to perform all mlmeogmph multlgraph multilith or similar
reproduction serviees.

(7) The authorization to perform multilith or similar reproduection services 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.

(9) To keep current the information pertaining to the organization of the state gov-
ernment, therehy continning and supplementing the information initially furnished in a
legislative council staff report (in loose form, with holes punched for insertion of plastic
back elements) to the committee on efﬁcwncy in state government, on the 01gamzat10n of
Wisconsin state government, issued in Febrnary 1963, state departments, agencies or
officers shall furnish the department of administration on July 1 of each even-numbered
year such information as the department requires. As soon as possible after July 1 the
department shall 1epubhs11 the volume showing the current structure of state governmeit
and transmit copies theveof to the state departments, agencies, officers and to each legis-
lator. :

History: 1963 c. 451,

16.80 Records of state offices, (1) COMMITTEE ON PUBLIC RECORDS CREATED, 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 is established, under the
executive department a permanent committee on public records, to consist of the gov-
ernor as chairman, the divector of the state historical society, the: attorney general and
the state auditor, or their designated representatives, . ‘ :

(2) DEeriNITIONS. As used in this seetion:

. (a) “Public records” means all records, documents, correspondence, original papers,
files, manuscripts or other materials bedaring upon the activities and’ functions of the
state agency or its officers or employes except the records and corlespondence of any
member of the state legislature.

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

(¢) “Committee” means the committee on public récords.

(3) DuTiES oF THE COMMITTEE, The committee:

(a) Shall safegnard the legal, financial and historical interests of the state in public
records.

(b) Upon the request of any state agency, may order upon such tem‘nsﬂ as the comi-
mittee finds necessary to safeguard the legal, financial and historical interests of the state
in public records, the destruction, reproduction by microfilm or other process, temporary
or permanent retention or other disposition of publie records.

(¢) Shall make reasonable rules to carry out the purposes of this section. -

(d) Establish a system for the protection and preservation of essential pubhc records
as directed by s. 22.03.

(e) Shall establish the minimum period of time for retention hefore destmetlon of
any eity or village record.

(4) ArprovaL TO DESTROY. No public 1e001ds may he destroyed \Vlthout the written
approval of the originating office or its 1ega1 successor and the written approval of the
committee on public records.

(5) PROCEDURE FOR DISPOSITION OF NONCURRENT PUBLIC RECORDS. To secure the de-
‘struction or other disposition of noncurrent public records, the head of any state agency
or his designated representative shall forward to the eommitteé an inventory of the records
involved, certifying that as far as his agency is concerned the records may be destroyed
or otherwise disposed of immediately or at some specified future date. Such records. shall
he open at all times to inspection by the members of the committee or their demgnated
representatives.

(6) PROCEDURE FOR PHOTOGRAPHIC REPRODUCTION OF PUBLIC RECORDS. Any state
agency desiring to photographically veproduce public records in' order to permit the
destruction of original records having permanent value may submit a request to the com-

“mittee to reproduce photographically such records together with such information as the
committee requires. Upon receiving written approval from the committee, any :state
"agency may cause any public record to be photographed, microfilmed or otherwise. repro-
duced by photography. The photographic 1eploduct10n shall comply w1th this section
and the rules adopted pursuant thereto.

(7) WHEN REPRODUCTION DEEMED ORIGINAL RECORD. Anv photoglaphm 1ep10duct10n
shall be deemed an original record provided:
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(a) That the device used to reproduce the records on film is one “which acculately
- reproduces the content of the original;

(b) That each reel or part of a reel of microfilm carries at the beginning a title talget
giving the name of the agency, brief title of records series, the dlsposal authorization
number assigned hy the committee and at the end the camera operator’s certificate show-
“ing thie disposal authorization nwmber, reel number, hrief title of record series, a brief
description of the first and last document on the leel or part of reel of film, together
with a statement signed by the operator substantially as follows: I certify that I have
on this ..., day of ...., 19...., photographed the above described documents in accord-
ance with the standa,lds and ploeedules established by s. 16.80.

‘ (¢) That a statement shall be filed with the committee that the reproduction is upon
Afilm which complies with the minimum standards of quality for permanent photographie
1e(301ds, as established by the committee, and that the film was processed and developed
in aceordance with minimum standards established by the committee. The certificate of
‘the operator and the statement of compliance shall be presumptive evidence that all con-
d1t10ns and standards preseribed by this section have been complied with.

" (8) ADMISSIBLE IN EVIDENCE. (a) Any photographic reproduction meetmg'the re-
quirements of this seetion shall be taken as, stand in lieu of and have all the effect of the
_original document and shall be admissible in evidence in all courts and all other tribunals
or agencies, administrative or ot11e1W1se, in all cases where the ongmal document is
admissible,

(b) Any enlarged copy of any photographie 1ep10duct10n on film made as p10V1ded
by this section and certified by the custodian as provided in s. 327.08 shall have the same
force as the photographic reproduction itself,

(9) PRESERVATION OF REPRODUCTIONS. Provision shall be made for the pleservatmn
of any photographic reproductions of public records in convemently access1ble files in the
ageney of origin or its successor or in the state archives.

(10). CONTRACTS FOR PHOTOGRAPHIC REPRODUCTION. (a) Contracts for photographm
reproduction of records to be made as provided in this section shall be made by the direc-
tor as provided.in s. 16.71 and the cost of making such photographie reproduction shall
be paid out of the appropriation of the state agency having the reproduction made.

(11) MISCELLANEOUS REPRODUCTION OF RECORDS (a) Each state agency shall, when
providing photographic copies or enlargements of records, require of the requestor pay-

- ment of the actual cost thereof. Fees collected shall be paid by the state agency into the
. fund from which its appropriation was made and credited to such appropriation, except
as otherwise provided by law.
- (b) Nothing in this section shall be. construed to prohibit the responsible officer of
any state agency from reproducing any document. whatsoever by.any method when it is
necessary for him to do so in the course of carrying out his duties or functions in any
case other than where the original document is to be destroyed; but no original publie
“record shall be destroyed after mierofihning or other reproduction without the approval
of the committee as provided in sub. (3). : : o

'(12) - ACCESS TO PHOTOGRAPHIC REPRODUCTIONS.  All persons may examine and use the
photographie reproduections of publie records subject to such reasonable rules as may be
made by the responsible officer of the state agency having custody of the same,

(13) HISTORICAL SOCIETY AS DEPOSITORY. (a) The state historical society, as trustee
for the state, shall be the ultimate depository of the archives of the state, and the com-
mittee may transfer to the said society such original records and 1ep1oduct1ons as it deems
proper and worthy of permanent reproduction. The society may deposit in the regional

_ depositories established under s. 44,10, title remaining with the society, the records of
state agencies or their distriet or regional offices which are primarily ereated in the geo-
graphic 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 immediate 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 materials
entrusted to its care in library, museum or archives, including temporary removal to safer
locations, as may be dictated by emergeney conditions arising from a state of war, eivil
rebellion or other catastrophe.

(b) The state historieal society shall, in eco-operation with the staff of the committee,
as soon as practicable, adequately and conveniently classify and arrange such state records
or other official materials as may be transferred to its care, for permanent preservation
under thiy section and keep the same accessible to all persons interested, under such
propér and reasonable Tules as the historical society finds advisable. Coples therefrom
shall, on application of any citizen of this state interested therein, be made and certified
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by the director of said historical society, or his authorized representative in charge, which
certificate shall have the same force as if made by the official ongmally in charge of them.
“Records which haye:a confidential character .while in the possession of the original
: custodian. shall retain such confidential character after transfer to the historical society
unless the board of curators of the historieal society, with. the congurrence of the original
‘eustodian, determines that such records shall he made aceessible to the public under such
~proper and reasonable rules as-the historieal soclety adopts. :
CHistorys 1961 .c. 567; 1963 c. 219, 397. . .

"16.81 Records ‘management sexrvice, The executlve department is’ authorizéd to
establish and maintain a records management servme in the depa1tment of admlmstra.—
Jton:

(1) To. adwse state departments on the standar ds, procedures and techniques 1equned
,f01 the efficient creation, use and destructlon of state records,

(2) ‘To. establish and maintain intermediate records st01age centers at such magm
mstallatlons ag the director deems advisable.,

. (8) To advise the committee on public records 1ega1d1ng the des11ab111ty of appl ovmg
=departmental requests to destroy recmds G PO,

16 82 Powers of department of adm1n1strat10n. In ad(htmn to other’ powels vested
in the depaltment of administration, it and its duly authorized 1ep1esentat1ves ’

(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 1nst1- :
tutlon as pertain directly or 1nd11ectly to the purchase of, control of, or dlstrlbutlon of
‘supphes, materials' and - equlpment , -

“(8) May require any officer to fumlsh any and all 1easonable data, mformatlon or
statement relating to the work of his department. e RS

“(4) (ay May reproducé printing of classes 1, 3 and 4, ‘and excerpty from the Statutes
:,undel clasy 2, by machines or’ processes knowi as multlglaph multicolor, niultilith, mim-
eog‘laph ‘or photo offset or ‘by a conibination of them) or by smnlar machmes or
processes. Agencies peiforming work under this’ seetlon shall make reports as are
“required to the: department of administration whieh shall ‘compile and plepale such sum-
mary teports as the board on government operations requests.

‘(am) May, during a period when a contract for any class or subclass of pubhc prmt-
‘ing has'expired and a new contract for the following biennium has not beén entered. into
under ch. 35, obtain public printing from private printers at prevdiling commercial ‘rates,
or may’ ploduce public printing by machines or processes known!as multigraph, multi-
eclor, minltilith, muneoglaph or photo nffset or by a combination of: them or by similar

' machmes o 'processes.

4 (h)* In deciding whether to use tlns dlSCletloll, the d11ecto1 shall take 1nto cons1de1a—
tion' the #vailability of machines; equipment and personnel for such:work in‘any ageney;
the maintenance of a uniform work load for employes of thé. department of administra-
‘tion;: the urgeney-of the work; the relative cost of reproduction. by, the department of

~administration as agamst the cost of outside . work; the plefelence of .the:state agency
ordering the work. . ,

...+ .(e) The eost of work done unde1 thls subseetmn shall he chalged to the ageney 01der—
ing the work,,

(d) This subseetlon and 's. 35. 015 shall be hbe1ally construed S0 as to effeetuate ‘the
Ieglslature s intent to vest broad diseretion in the diréctor to determine )Vhai; public print-
ing in the classes covered. shall be done by the state itself, and which by the state printer.
.Such liberal construction shall e\rtend to the. d11ect01 8 determmatlon to use the power
.,confened to the, detemnnatmn of what work is to be 1ncluded in the classes’ covered, and

. to.the determmatlon .of whether a given machme or proeess is sumlal to those enumelated

. ‘Hlstory: 1961 c. 532; 1963 c. 465
. - Note: Subsection (4) (a) is' prmted ‘as dmended and (4) (am) as created by Cha.ptel
‘465 laws of 1963 a.lthough these cha.nges are not effectlve untxl January 4,19

G A e e e 5‘v'- SUBGHAP'I"ER V
T TS PR {; ENGINEERING.

16 85 Department of admlmstratlon powers, dutles The depa1tment 6 admm-

(1) To take ehalge of and superv1se all engmeermg or, alchltectmal se1v1ces 01 con—
i struetlon work perfomled by, or, for; the. state, or .any department boald 1nst1tut10n,
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commission or officer thereof, mcludmg nonprofit-sharing eorporatlons organized for the
purpose of assisting the state in the construction and aequisition of new bmldmgs or
improvements and additions to existing buildings as contemplated under ss. 14.89, 36.06,
and 37.02, except the engmeermg, architectural and construction work of the' state ]ngh—
way commission and the engmeermg service performed by the. industrial conirission,
department of taxation, pubhc service commission, board of health and other: depart-
ments, boards and commissions when such service is not rélated to the mamtenance, con-
struction and planning of the physical properties of the state; ' :

(2) . ‘To furnish engineéring and architectural services whenever requisitions thelefor
are presented to him by any depaltment board, commission or officer;

(3) .To_act and assist any department, board, commission or officer 1equest1ng such
co- operation and ass1stance, in lettmg contracts fo1 engineering or a1ch1tectural work
authorized by law and in supervising the work done thereunder;

(4) To approve. the appomtment of a director connected with each state- owned power '
and, electric 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 aeeur- .
ately the cost per unit of product or service. The supermtendent or other person havmg
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 dirvector shall determine,

(5) (a) To -have charge of, operate, maintain and keep in.repair the, state eap1tol
building. and the grounds connected therewith, the executive residence, the light, heat and .
power: plant, state office buildings and:such othel state properties as may be designated
by law; to appoint such number of policemen as may he necessary to safeguard all public..
ploperty placed by law in his charge, and personally or by any such policeman, to arrest,
with or without warrant, any person violating any law within or around any of said
properties, Nothing in thls paragraph limits or nnpans the duty of the chief and each
policeman of the police force of the munieipality in which the property is loeated ‘to -
arrest and take befove the proper ¢ourt or magistrate persons found in a state of intoxi- /
cation or engaged in any disturbance of the peace or v1olatmg any law of the state, exoept
8. 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). Tull-time domestic employes who
worl in the executive 1es1dence shall be appointed on a project basis. .,

(b).To assign each state officer .entitled by law to be supplied with oﬂ'ice room, to a..
suitable room or.rooms in the capitol, other than to the rooms reserved by either house of .
the legislature, so long as rooms for that purpose arve available. In assigning officers to .
rooms. in the .capitol. preference shall be 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:subjeet to. the approvaliof the governor. Applications for temporary quarters
for committees or other bodies shall be made to the director Who shall have authomty to
make assignments therefor. :

(e) To let concessions for periods not exceedlng 2 years for the operation of a barber
shop, and cigar stand in the eapitol, under such terms and conditions ag 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. olasmﬁed service, of a prmelpal engi- -
neer .or architect for departments, boards and commissions and when such continuous
service is needed. No such engmeel or alchltect shall be employed \Vlthout the Wmtten
apploval of the director.

(7) To rebuild and 1epa11 chscarded machmery of the sevelal state 1nst1tut10ns when
found feasible, and put the same back. into. service in the same department or in any. other .
state depaltment and upon 1cq1us1t10n to furnish services and. material and, loan equip-;
ment at fair rentals based on the cost thereof, in connection with the constmctmn, oper- :
ation and maintenance of heating and power plants, utilities and equipment.

" (8)' The director or his designated -assistants shall make a biennial mspectlon of each
building of each institution of the state. Upon completion of such mspectlon, he shall:
report his findings to the governol and to the boald comnnsswn or ofﬁce1 m eha1ge of
such 1nst1tut1on

(9) To prepale a Wisconsin State Capitol Guide Book in pamphlet form with
apploprlate cover containing information regarding’ the state capltol its bullchngs and
glounds tobe sold as near cost as practicable,

(10) To prepare in co- opelatmn with the state, ag’enmes concerned plans f01 the
future growth and development of vanous state institutions and to. serve as technical
advisor to the state building eommission in connectlon with the development of the state
long-range building program provided for in ss. 13.351° and 14 86, .
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(11) To have the responsibility, subject to approval by the governor, for all funetions
relating to the aequisition, 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 ¢omprehen-
sive long-range basis. To this end the department of administration shall co-operate with
the state building commission in order that the projected program of new construction
will conform with the state’s long-range building plans.

(13) To approve admiinistrative district boundaries of the several state agencies
unifying them where possﬂ)le in order to facilitate the acquisition and maintenance of
suitable distriet hearquarters in the several parts of the state.

(14) POWERS, DUTIES; DEPARTMENTAL TRANSFER., No public monument, memorial, or
work of art, except sueh as are or hecome the property of the umvelsltv or the state
historieal socwty of Wisconsin, shall be constructed by or hecome the property of the’
state by purchase wholly or in part from state funds, or by gift or otherwise, until the
gsame has been approved by the department of administration as to design, structure,
composition and location and arrangements made for its care and maintenance which are
satisfactory to the department of administration. “Work of art” means any painting,
portrait, mural decoration, stained glass, statue, has-relief, ornament, tablets, fountain
or any other article or structure of a permanent character intended for decoration or
commenioration. The governor, the legislature or any committee thereof may, at any time,
request a report as to the recommendations of the department of administration on any
of the above matters and the department shall make such report within 30 days of the
receipt of such request.

History: 1961 c. 191 ss. 3, 106; 1961 ¢. 622, 645; 1963 ¢. 6.

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, hoard, ecommission or officer by whom employed, subject, however, to the
general divection of the department of administration and the immediate dirvection of the
department, board, commission or officer. ‘

16.87 Approval of contracts by director and governor; audit. Eve1y 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, hoard, 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 confract involving $2,500 or more, except highway econtraets, -
shall be made unless the wriften claim therefor is audited and approved by the dirvector.

Engineering surveying services are, but service within the meaning of 16.87. 49 Atty.
land surveying services are not, engineering Gen. 70

16.88 Charges against projects, The cost of services furnished pursuant fo 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 be ascertained with reasonable accuracy.

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 eonstruction purposes on hehalf of the state, except as provided in this chapter.
No major repair or major improvement shall be authorized or undertaken hy the hoard,
commission or officer in charge of any institution prior to the completion of a report of
the director; exeept in cases of emergency, which shall be first reported to the director
before any work thereon is commenced.

16.90 TFuel 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 opelated
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 prowde for an adjustment
of the hase price as affected by an increase or decrease in the miners’ wage scale during
the life of the contraet in the distriet in which the coal purchase is p1oduced or for
increases 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 such tests in connection there- -
with as may be deemed necessary. '
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(2) Test all fuel purchased for state-owned or operated heating or heating and power
plants wherein the annual requirement is in excess of 12,600 therms and where purchased
on a heating value and quality basis.

(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 he 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 be made upon vouchers approved by the dirvector,
but upon being audited and paid shall be charged against the proper appropriation to the
officer, department, board 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 tofal of such payments charged to their respective appro-
priations and institutions, but approval of such payments by them shall not be necessary.






