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STATE OF HISCONSIN ) 
) ss 

OFFICE OF TH,E C01'tTi'lISSIOT:1ER OF nANKIHC) 

TO ALL TO HBDH TI-TESE pr:.E;:~EN'l'S SFf.ALL COrm 5 GREETINGS: 

1, Vim. E. ]\fuesse, Commissioner of Banking of the Office of the Commissioner 
of Banking, and custoC/,ian of the official records of said office, do hereby 
certify that tIle annexed repealed and amended rules and regulations, relat
ing to bank holidays, time deposits, paying and receiving stations or 
branches, and retention of books and records, 'iTere duly approved and c~dopted 
by th,is office on April 16, 1968. 

I certify further that said copy has been compared by me Nith the original 
on file in this office and that the same is a true copy thereof, and of the 
linole of such original. 

IN TESTII10NY \'JEl~lJ.EOF. I have hereunto 
set my hand and caused my Official 
Se.a1 tp be affixed. Done at the 
13l'll n~rlIa 0,,·"te nfficp B',,]'ld-l'r-n 1 1:' 0 J.C) !_ La - '_'_ _ _ __ . '-~ __ . "~ 16, 

in the City of Madison, this 27th 
d~y of May, 1968. 

Commissioner of Banking 



('iiU:i: uF 'I'll;, (HTICL (ill ','1:1': cnill'n~'~~Tm'lF;' (1(' 1:1\\I:T.iir: 
,\j)(}T'T1i.:C:, ,\'\fi-:iJ.iHi1C eHZ l~Erl',FLLir: IHlLl;;; 

l'Ut'Sll,:Ji t t'l ;l1JUlOritv vested in thc cOl\\rni:"::;:i.ntH~t' of hnnldui', [))' :C;f)cl.:.:JO.ti,'~ 

:'2.\L,2(1, ? [I,ili! ((~) (a), )'{:Li)!l (1) en, 220.:2:'\, 1,';,8. :;Ud",'", Lhe (,Ol1l1lll:,;;ior)cr 

()f l.~;·l.rll3.u::~ \-:-.1""["1>' l·(~lH~;-t1;~:, amendE) ;·u\d nd.npt:--:: 1"Ul.C~i ;.Lc) r=0110'..."3: 

'i'li <'PIIl<)rJll I,'it:' l:il() provic;iclTlS of Cllaptc.,T' 25:1, 1,::1\,1" of 1(167, el,,'ll"[(,], 

ii, 0:' clll r ':U;;I:;'U: ,\1))IJl;T~:Tr;/\TIVE CmlF, :,,~ ,'lIHCllClc(l to T'''~,ld: 

PAYINC AND RECEIVING STATIONS OR BRANCHES 

.l:kg r;,(Jl'f. :;tal:im} or branch j,:; unit or: <T1 L<:Illl:. As" fltal:iou nr 1'01l1CI\ 
,": nOI; ',H):",:;c'C:t;co,i ()[ any lcp;al identity separatc: from tIl('. bnnL, a ,;tnti,l[l or 

j"I:::ncLl C3n n'.lIl 1.1.() ;tS::)('!::,; al\lJ h[w no li,'lhi1iti L',; in it:;.; ()\'.'rt rip-ill:" '}'I}Pl'cforc, 
t:IL' 'l'c:('(yr;!E> ),,:ti,]d:;dned i:-y the st:;:lt.i.on or l!r;l1lCl"l 8118111)1) f(1r cClIItn,'.l purpo,c;cr; 

on]v ;)Iid UtJi. (oJ.' 1:llc' j)IJCj'o:o,c of indlc,ltLnl';l ,;c'nnr,lt(' 'i<iClltLl,V c'itlle1'" dil'('c,t.lv 
or hvlmj',lic:1I'.;,)JI, 

I),i:,p, ;:.r.I:: I',(jul::; ;lr;di('Cqrd~;. (I) l,'n)' ('(llltT')] 11\JrI'Oi'i',": c'ldy ;1nc] nnl :1,; 

'"vide)I)!'l'. 1.1l' :1,11 nl.LcllIc,l to Fc:"T,l"T.:tlill,' l'iti),:'!" :l)',:;c'LI,: 11'[ 1.1;11 i],iti.('i' a f;11I')';('.li:1C\' 

If,tI:'('I' 1.0 :,'(' 11;(11,.'11 ,Jr; ":,;L,:;tl0JI (ur 1)1';\1IC'I) emili"oJ 11"~i'('l,1I \ili'l" I,e l':;ll.'lt:LirJ('r.l 

dl: t;;(' :;(:(ltIOJl (I)' l,t,llil":, C()III),uriC'r..i or ;1 [!'.1. :lllll.i..LI:d tu ti,c~ I"n\ ]ou'i.[\;,? :lC(:I')\JI~t.," 

[",(1[1,: ;:. n,{ ""."ll\ll1ls (',':IC',\,<: 1)U[,(':'O art' 

i': r, t: iI l :: 1.: 1 t j 0 i'J 0 r ':,j' ill] ell) 

Chr('r'd ,\. ,J_ t.' L:\ 
i',olllv (,F'}~'il.'c' :.I.cc.ount 

Crcel; t 

I nd:I1J i dll:~d d (..,),0:'; 1. t ,c: 

~:,TvLll ~,; 11Clln~d t:r; 
CcyttF'icat(.':; nf 111.'1'Ot;'Lt 
(\ Lil,-:r d ('pc'rdt ;lcen l,ll1l:s -" 

(de Uti. J cd) 

;;ntc: If :11'1 pOht:ini: 0[' rlcpnrdt ilccounL~: or 'iJii'II::ill'O ;11,: t],,) :;1;1.1, ,iOIl or 
I l';ilW: I i ,":i"l(', f n1"JTICU ,1 L the ; >;:d.~ eli I~ 
("'I,d I'ot' I,,,h,: :.',t;,II..:io1'i or-ilr-dllell to 

.i L:~ ,-('cor(I:'-;") ;{f;; ~~~jl()\,,1n alio'vc ll!)(~C'r 

';H'i chi'rl' \ICHlld U:r'11 1(, )1(1 

:\(11,( ;n'')' .\CP('I·,~:i 1 CO';! ITDI" ill 
!! (; r e< ~ it.> t I 



(2) The only C)(PilIl~d on of tId:, control If'c/;;,{')O thn t \\1 III he pennh;sihl (' 
wJ1J he L(l provJde for more t.han 0)1(' correspondent l>nnk ;lU:OUOt t1fc;cd solely 
by the station or branch, or to provide. for adclttionnl cie)10sit accounts. 

(3) It is to be noted that no provision is made for investments nor 
for any income or expense accounts. The home office account will he merely 
a balancing account to facilitate maintenance of proper control over all 
accounts. 

Bkg 8.03 Daily report to main office. (1) A daily report shall he made 
by the station or branch manager to the home office at the close of each 
day's business, which report shall cover all of the station's or branch's 
transactions for the day, said transactions to be entered in the general 
journal and general ledger maintained at the home office. The daily report 
shall show in detail the total of debits and credits to deposit accounts and 
correspondent bank accounts as well as properly identified debits and credits 
to the home office account. 

(2) All loan activity, receipt of income and payment of expense will be 
reflected in changes in the cash on hand and home office accounts as neither 
loan, income nor expense accounts shall be carried in the "station (or branch) 
control ledger." 

(3) The subsidiary detail of deposit accounts may be maintained at the 
station, branch or at the home office. 

Bkg 8.04 Checks drawn on main office. Checks on individual accounts 
carried at the home office, either cashed or deposited at the station or 
branch, shall be forwarded direct to the home office at the end of each day. 
The total of such checks shall appear as a separate debit, properly identified, 
in the home office account and also on the daily report to the home office. 

Bkg 8.05 Deposits for main office accounts. Deposits made at the station 
or branch on individual accounts carried at the home office slmll be forwarded 
direct to the home office at the end of each day. The total of such deposits 
shall appear as a separate credit, properly identified in the home office 
account and also on the daily report to the ho~e office. 

Bkg 8.06 Interoffice activity. (1) In cases \vhere there are two or more 
stations or branche~. interoffi6e transactions, such as checks and deposits 
on accounts carried at station or branch "B" accepted at station or llranch "A", 
shall be reflected in the home office account by debit or credit as in tile case 
of checks and deposits on accounts carried at the home office. Separate totals 
for checks on each station or branch, properly identified as to station or 
branch, shall appear as debits to the home office account, and separate totals 
for deposits for each station or branch, identified as to station or branch, 
shall appear as credits to the home office account. Such checks and deposits 
should be fonmrded direct to the station or branch office \\There the accounts 
are carried for immediate posting to the subsidiary individual ledger 
maintained at that point. 

(2) Checks on accounts carried at the home office or other station or 
branch offices and cashed or deposited at one of the other offices shall not be 
cleared through a corrf~spondent bank, nor shall an "in transit" account be used. 
Such items must be debited to the llOPle office account at the st8tton or branch 
where cashed or deposited. 



:(nn oy b'·'H1C.h :Ld"ni:,-f:'-cation or C '.'.('C\.'0 ,·'.lank Ch(~i' !:~: 

·.:::or!;; he'''l eheri:.'.'J;;:'; acccmn1:s .ill fJ :;.ai·,·',on or b::. ·,:h may he 
h<: \1ante of th(=\. stai~iQn OJ." b'I!"';'ln(~'11 ~:.n 8.dditi()n l) the p,,3me 

hOl11e «fiee of eel: bank. 

:j" U:), :~;U::ltion 0:( b.t'anch 1'.>"\.1.b::,:). 3CCOU:1.t.:;, Memorand.um rer:l'cds of 
':8')Y'b. U:ans8.C(':lons, nI..'i.c;·, :3.S :i.ncome a·1d. ex.p"~·lSC" loans, .... f:e., may be 

;) B'::ation or branch f:o i.:he. (ex.tent cle:'~:lred but sUich re'rds sh'''.11 
Ddt of the 1V sf' . .c'.tion (or:)):BDCh) control ..leo ?,e !:' ,," 

8.09 Home office account. The daily repOl"t submitted by t~~ station 
t)'C<3HCb i\Wnagex shall "nelude d.e~~a:;.led. trc1Jlscr5.pl: of the i1home of :,ce account" 

(0;, t fe' d2Y, w5J:h complel:(J ident:UI.-c:.'tio'O. of e.9.c'.1. ,~'::ntry" 

go ,) Loan recore'.s. All ],0;)nS made thro lL1g;, a 5':a1:ion oX" 1)'[:nch may 
(d. hf:r be !?nterc(\ in the loan reg:5.Sl>rolC and liability .Lcd?,fn· maint,d, u:':'c\ at the 
hor!).c offjicc or jl.1I the .lo~;n regist(:!~ Dnd llabillty 'cl['.dr~cr mainta:lned ;Jt each 
nJividua station or branch. 

Bkg R.ll Incorporating station or branch acti~ity in main office accounts. 
station or branch transactions covered by the station or br(Dch 

's report shall be incorporated in the general journal and general 
maintained at the borne office as of the date cove.red by the rsport. 

(2) The transactions reported by the station or branch manager shall be 
entered in control accou.n.ts in the gf~neral ledger 'I·ihich '\,d,ll then n,~fJ,ect the 
eonsolldnt.ed tOLD.I of like accounts of both station or branch and h:"ne office. 
If des:ixe:d, subsid.:tary accounts, 0"11)' in the case of accounts car;c:',,",3. in th,,," 
nsta,tiort branch) c.ontrol ledger ~ n may be c.arrj>2d 2.f ter the cont: 01 accounts 

thf' breakdown a~: between Gf:a'~ion or branch .and home off:lce, 

(3) The daily statement prepared at the home :)ffic~ shall show the totals 
of UIE' eon.trol accounts -:July. 

(4) 'The general ledger of the home office r.'ha 1.1 not. show the ::('gregation 
of <Hly :!.nV('f~tmcn(:s or loa.ns for the benefit of the st;:!.tion or blrauc l' 0 

(5) SubsidJary n~con:J.s of St2.ti.OD or branch 3ctiv:",ty may be m;,':.ntained at 
the horne o,(.f lcc to tlw extent des:tX'E'.d. 

Bkg 8012 Checks and deposits for stations or branches. (1) Cbecks and 
ts on a(>col!J.nts carried at the statLon or bran.ch ~'Thieh have Of'''::D accepted 

at tbe hOlW~ office shall be posted d:trect to th,~ :IndivIdu.al deposif control 
account :L:o the gen.eral ledger as of the day acce'P": ed. Such. cheeks ;][10 deposits 
shall then be forwarded direct to the station or tranch for posting to the 

tation (f)'/~ braneh) control ledge.r" and su.bsidiary ledgers. 

{2) No "StatJ.ons 1f
, "branches." or "in transit" account for station or b:r.anc'l. 

tx'ann:ac LeOn." shall appeer on the books of the home office, All en':C:.':Les covering 
13ta Uon branch transac~ions 8h2.11 be posted cUr ect t(· ':he prope" general 

0) ::= founcl pra.ct:\c:1l, the suhsidiary detaiJ of deposit acco'.,:nts may be 
me '>-,Lal 11"(' IYt hc· hOI'lJe cffice in Hh~;,ch case ch·eck5 and dC'()ostts "ll remain at 



yr ! \ ;-~ri<?'l1Se :·II'C{.)IjJ.n '1'r-1P' )10nl0. of:::ice n.:·)_y m.,'~jq(~;11n a VYf;U~: J{::--:~nself 

'i. \' tOle n(;).~aJ Jr' fo (,,"1(: "';~:"'tion. 0" hran::' '-,) ,,,hieh \n'''' be 
o· " cd only ;:;·J.C h en::' .. ,:", a::; I::over PJlC E' SlJ C.r' c;e tcanS8 . i,ons , 

!.lore)!'= ':Jff.h-::<-' ;v]vances r~2.:ch of $10 in (:(11111('("'1.100 \"ith c j·.cmsacti_on 
t 1yc j=:tation O'K~ branc.h, \\lbic.·h $10 :Ls r ccoveT.,:':J.1_e from c.' i:omer 2.t 

b" Home office m".:l debit "f:ta.i:iop (OJ- \-'Y-;=\nch) SlISP 'se" 
colle~tion at the st~tion or branch. 

tztion or branch supervision. Periodic visits are t, be made to 
iihe 'Jr L:canch n. membe'r or th.ebaEk Is aud it department. or an 
',f" Ii hi? !},-'uk or hL:: represel-.i.tE.tive. to vec'L'y cach on hand, "::.2<.1:1011 or 
:,1";" b ~Loay'. u01 acco'x:'tt and l~,,ci.b',Ji ledger in c.or.nection thexF:rth. th,e 

U_(!I!t:]Ji.:s 0 corre8w~·ndeIit ba. accol..ln[:s a.t th.e station or brEI It if 
iJ.~"J"c", .o'nd verific8.tion of depos::_t CO'1I:,,:ol::, , Such vlstt c. eire to be 

Htl.;H:,nOlJrAced'I.Dci ape'. to l)'~ made at 1J::."lst monthly, clnd more often if (fC'~;irable. 

Aud t hwcL:i on::; of every :~wture n.(~c,d not be covf':eed a eHch visit b· i: should 
be coveo>c' Jrequ(,ntly dncLng the a-r through a cll;:mg pattern of .,-,1terI13 ing 

l;crd: tOil 0 :; ta tlor\ O!" branch pC'uwnnel should \'-·er::U.r c' eposi t ;n.:( loan 
eontn.d. Dccounf.:s <'It lea:;I: monthly l,\)'h'~n these reco1::]s aT,", postE"d at 'li~ station 
'Or br"nc.h., 

Tha t por U.on of Sec r::1.on Bkg 9001 of the WISCONSIN ADHINISTRATI'B CODE 
Bhmtdng the 3ch,·"d.1J Ie for 'oreserva.Lion of bank recor:d s > J 2· amended ,H [ollm"rs: 



SCHEDULE FOR PRESERVATION OF 
BANK RECORDS 

ACCRUALS 
Daily Acc~~al Sheets .••••. 
Nonacc~'lJ.ing Recorcls ....• , , 

AFTER HOUR DEPOSITORY 
Content Record ..••.• 
Contract Cards. 

BORROi'lED FUNDS 
Register of Rectiscounts ....•.••...•••.... 
Register of Securities Pledged .•.•.•••..•. 

CAPITAL 
Dividend Checks 0 ............................... ., .... It eo .................... " .... e .......... e .. .. 

Dividend Register II 0 ............................................... .. 

~linutes of Directors' Meetings,... • •••••• 
~linutes of Stockholders' Meetings. • •••.•• 
Proxi e s ..... e ..................... II .. .. .. .. ...... " .... III .. • .. .. .. co .. .. .. .. .. .. .. .. .. .. • .. .. ............ CI .. .. 

Stock Certificate Book.,., .......... e ............................................................ .. 

stock Register .......... 8: .. 0 ....................... eo ....... 0 ...... 0 ............. III " .. " • 0 .. (I .. lIP .. 

CASH 
Advices of Creclit .......... e- ••••••• o ••• ettc •••••• o •• o ••••••••••• 

Batch Sheets (also Nat'l. Cash & IBM Master Tapes) .••••••••••• 
Cash Item. Register .... 0 .............. e .................................................. .. 

Cash Variation Records. • •••••••••••••••••••••• 
Clearing House Sheets~. ce •• c.e ••••••••••••• 

Interior Proving Records.... • ••••• 
Ou.tgoing Cash Letters... • •.•••• 
Return Item Records..... • •••••• 
Teller 1 s 1-!lake -up Sheets •..•..••••••••.• 

*Schedule (1) 

Minimum retention period 
·of original record after 
which the record may be 
microfilmed and then 
destroyed. The microfilm 
will be retained for the 
period set forth in 
Schedule (2). 

2 Yrs. 
2 Yrs. 

3 Yrs. 
3 Yrs. 

3 Yrs. 
3 Yrs. 

5 Yrs .• 
after Paymt. 

5 Yrs. 
Permanent 
Permanent 

3 Yrs. 
Permanent 
50 Yrs. 

3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 

*Schedule (2) 

Minimum retention period 
of microfilm record fol
lowing the period estab~ 
lished in Schedule (1). 

4 Yrs. 
4 Yrs. 

3 Yrs. 
7 Yrs. 

17 Yrs. 
17 Yrs. 

10 Yrs. 
10 Yrs. 

CI ••••• OO •• ~. 

· '" ... ., . ., .... 
· . ., .... ., ...... 
• •••• It •• it ., • e 

• " ••• D ..... ., •• 

3 Yrs. 
••• oe ••• 'Il.coO 

3 Yrs. 
17 Yrs. 
.... ., ., to .... ".0 ... 

Co ., ., ....... " •• ., 

3 Yrs. 
3 Yrs. 
3 Yrs. 

Sct 

Overall IJlj 

·tention pE 
the origir 
the combir 
inal and I 

ord as pel 
Schedules 

6 
6 

6 
10 

20 
20' 

15 
aft 
15 

Per 
Per 

3 
Per 

50 

6 
~ 
-' 

6 
20 

3 
'=< 

t 
t , 
t 
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CASHIER'S CBECKS 
(See Official Checks) 

CERTIFIED CEECKS 
(See Official Checks) 

CERTIFICATES 0r DEPOSIT 
a. :'lanual records 

Certificates after payment ..............................• 
Certificate Ledger ...................................... . 
Certificate Register .................................... . 

b. Coxputer records 
T'eeLly (;-T'onthly) Trial Balance and JournaL ...........•.. 

CLi_sts each certificate outstanding and num':Jer plus 
interest paid to date in ledger form order) 

\'~eeklv ~·[2.intenance report 
~ew ceLcificates issued 
Old certificates paid 
Interest paid 
:::ame and address changes 

) 
) 
) ............... . 
) 

E"tr'; of social security numbers, etc.) 

Club Accounts (Christmas, vacation, etc.) 
Coupons ...................................................... . 
Journal ........................•....................••..•..... 
Ledger Cards ...............•...........•...................... 
Hithdra,-:'al Receints ............•..........•......•............ 

CLUB CEEC~S 
(See Official Checks) 

COLLECTIr:~S 

Collected, ...............................................•.... 
Receipts ..................................................... . 
Register ......................•............................... 
Remittance ...................•.............................•.. 
Returned ..............................•...•................... 

;"Schedule (1) "'Schedule (2) Schedu 

5 Yrs. 10 Yrs. 15 Yr 
5 Yrs. 10 Yrs. 15 vr 
5 Yrs. 10 Yrs. 15 Vr 

3 Yrs. 17 Yrs. 20 vr 

5 Yrs. 5 Yr 

1 Yr. ... e tt ~ " eo. " {I 1 Yr 
3 Yrs. 3 Yr5. 6 Yr 
3 vrs. 3 Yrs. 6 Yr 
3 Yrs. 17 Yr5. 20 Yr 

3 Yrs. 3 Yrs. 6 Yr 
3 Yrs. 3 Yr5. 6 Yr 
3 Yrs. 17 Yrs. 20 YI 
3 Yrs. 3 Yr5. 6 Yr 
3 Yrs. 3 Yrs. 6 YI 
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CORRESPOI'mCJCE 
Routine, , .................................................•.... 
Important - covering commitments, decisions or policies ....... . 
Registered ~lail Receipts (Return) ............................. . 
Stenographers 1 Fote Books ..................................... . 

DEPOSITS 
Daily Report of Accounts Opened and Closed .................... . 
Resolutions ................................................... . 
Signature Cards ...................•............................ 
Trial Balances,., .. ,', ........................................ . 

DEPOSITS - DUE TO BA:-;KS 
Cash Letters (Deposits) .........•.............................. 
Cash I,etters (Remittance) ..................................... . 
Reconcilements ................................................ . 

DEPOSITS - SUBJECT TO CHECK 
a. Hanual records 

Account Analysis ......................................... . 
Deposit Tickets 

Returned to custor:::ers "lith monthly statement ... , ....... . 
Not returned to customers uith monthly statement ..•..•.. 

Journals (Daily List of Checks, Deposits) ..•...•.......... 
Ledger Sheets (or stubs Fith ledger sheet information) .... 
Overdrafts .....................•..............•........... 
Public Fund Computations ................................. . 
Service Charge Records ............... , ................... . 
Stater:lent Stubs (,~i th analysis information) .............. . 

Undelivered Statements, Cancelled Checks ................. . 
Proof 'lachine Journal ...................•................. 

b. Computer records 
*Daily Trial Balance and Journal •......................... 

;, (In the event cOL:puter statement record furnishes 
only "bob-tail" (short form) statement, (showing 
only total checks issued for month and total 
deposits credited for month) this '_7i11 necessitate 
retention of "Dailv Trial Balance and Journal" for 
over-all retention period of 20 years, in lieu of 
detailed monthlv statement.) 

*Schedule (1) 

Optional 
3 Yrs. 
3 Yrs. 
1 Yr. 

C'ptional 
3 Yrs. 
3 Yrs. 

Optional 

3 Yrs. 
3 Yrs. 
3 Yrs, 

0Dtional 

• " :r & ~ ... • ., • " 

3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 

Optional 
3 Yrs. 

Optional 
10 Yrs. if 
undeliverable 

3 Yrs. 

1 Yr. 

*Schedule (2) 

Optional 
17 Yrs. 

3 Yrs. 

Optional 
17 Vrs. 
17 'irs. 
Optional 

3 Yrs. 
3 'Irs. 
7 Yrs. 

Optional 

15 Yrs. 
12 Yrs. 
• .. 0" ......... 

12 Yrs. 
3 Yrs. 

Optional 
. .. ., .. "., .. ., . 
Optional 

1t .. I: or .. r ., '" •• 

• ... ~ .. c .......... 

• t" 11-" e 'I: \I "". 

Schedu: 

(iptiOI 
20 Yr~ 

6 Yn 
1 Yr 

Optio] 
20 Yr! 
20 Yr~ 

Opti01 

6 Yr~ 
6 ""\7.,..., 

.: L, 

10 Yr: 

Outio 

15 Yr 
15 Yr 

3 Yr 
15 Yr 

6 Yr 
Optio 

3 Yr 
Optio 
10 Yr 
undel 

3 Yr 

1 Yr 
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Statements to depositor (mo.) 
Duplicate of statement ............................•..... 

or 
~·~icrofi1m of statement ................................. . 

P_nalvsis ~eports (Service charges) ..................•....• 
Cverdraft List ...........................•................ 
nuarter1y ~aster File Report ....................•......... 
Batc~ Proof List (sometimes called Conversion run) ....... . 
1)e1;it!Credit Card Entry Report ........................... . 
Excention Reports, as 

Large checks 
~~e~; and closed accoun ts 
Stop Payments 
Checks drmm against uncollected 
Lost check books, etc. 

) 
) 
) ................ . 

funds) 
) 

Unposteu l-cem Report •...•...........................•.•. 

DTJE TIW~; 3)3KS 

Banl: Statements ...........................•..................•.. 
Drafts (Paid) ............................................•..... 
IncoTIlir;? Cash Letters ...................... , .................. , 
:?ecor,ci1ements ..............................................•.. 
Draft Register ...•............................................. 

EXPE:~SE 

Chec].~s . , ........... , , ...... , ............................. 0 ••••• 

Invoices ................. o ••••••••••••••••••••••••••••••• " •••• 

Ee::,ister ...................................................... . 
Salarv ?eceivts ............................................... . 
Vouchers ...............•...................................•... 

GAJmrSE::;:: ACCOU~~TS 
Court r:'rders ................................................. 0 • 

P.ele2ses .•.......... 0 ••••••••••••••••• 0 ••••••••••• 0 •••• 0 ••••••• 

GENERI..L LE:DGER 
Dailv Statements .........•............... 0·' •••••••••••••••••••• 

General journal .•... 0 •••••••••••••••••••••••••••••••••••••••••• 

General Tickets ..................................•............. 
Ledger S~"1E.ets" '" e .. '# .. ~ .. <). '" '" <I- e '" ..... '" c .. co Q ....... ., ~ .. Of .. '" $ ...... ., ., .. '" ,. '" ., '" '" ...... ~ 4 C 

Tax Exemnt Income Register ...........................•........• 

*Schedu1e (1) 

3 Vrs. 

1 Yr. 
1 Yr. 
1 Yr. 
1 Yr. 
1 Yr. 

1 Yr. 

2 Yrs. 

6 Yrs. 
c 5 Yrs. 

3 Yrs. 
3 Yrs. 
5 Yrs. 

5 Yrs. 
3 Yrs. 
5 Yrs. 
4 Yrs. 
3 Yroo. 

3 Yrs. 
3 Yrs. 

25 Yrs. 
25 Yrs. 

3 Yrs. 
25 Yrs. 
10 Yrs. 

*Schedu1e (2) 

12 Yrs. 

15 Yrs. 

10 Yrs. 
3 Yrs. 
7 Yrs. 

10 Yrs. 

10 Yrs. 
7 Yrs. 

10 Yrs. 

7 Yrs. 

7 Yrs. 
7 Yrs. 

7 Yrs. 

Sched 

15 'i 

15 ) 
1 ' 
1 ' 
1 ' 
1 ' 
1 ' 

1 ' 

2 ' 

6 
15 

6 
10 
15 

15 
10 
15 

4 
10 

10 
10 

25 
25 
10 
25 
10 
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INSURANCE 
Blanket Bonds ....................... ,', ...................... . 
Other Policies After Expiration .............................. . 
Registered Mail Floater Policies ......... .................... . 

LETTERS 0F CREDIT 
Applications .................... , ............................ . 
Cancelled Letters ............................................ . 

LOANS 
Applications. , . , ........................................•..... 
AppraisAl Renorts (Old) ............. , ........................ . 
Average Balance Cards ........................................ . 
Collateral ?egister (l,:'ith Receipts) .......•........•.......... 
Collateral Securities Tickler and Appraisal .................. . 
CrE:,:.i.L files (Old) .....................•..•... , .............. . 
Discount Committee ~,~inutes ...................•.............•.. 
Debi t and Credit Tickets .......... , .......................... . 
Escro,v Books and Receipts ........................•....•....... 
Foreign Exchange Records ............•....•.................... 
Journal Sheets ............................................... . 
Loans and Discounts Ledger ............... ,., ... , .. " ....... , .. 
Loans and Discount Register .................................. . 
Note Tickler ...................................•...•.......... 

OFFICIP"L CHECKS (Cashier's, Bank [foney Orders, Gift, 
Christrr,as, etc.) 

a. Manual Records 
Checks &fter pC)'Thent: ...••...........•.................... 
Certified Chect~s after payment .......•................... 
Register ................................................ . 

b. Computer Records 
Daily Trial Balance and Journal ......................... . 
Weekly (monthly) ~!2intencnce Report ..................•... 
:faster File >!aintenance Report 

'-'Schedule (J) 

f: Yrs. 
3 Yrs. 
6 Yrs. 

3 Yrs. 
3 Yrs. 

3 vrs. 
3 Yrs. 

Optional 
3 Yrs. 
3 vrs. 
6 Vrs. 

20 vrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 

Optional 

5 Yrs. 
5 Yrs. 
5 Yrs. 

3 Yrs. 
3 Yrs. 
1 Yr. 

;'Schedule (2) 

17 Yrs. 
17 vrs. 

Optional 
17 Yrs. 

7 Yrs. 
7 Yrs. 
2 Yrs. 

17 Yrs. 
17 Yrs. 
17 Yrs. 
Optional 

10 Yrs. 
10 Yrs. 
10 Yrs. 

17 Yrs. 
17 Yrs. 

tI ...... " ........ 

Schedl: 

6 Yr 
3 Yr 
6 vr 

20 Yr 
20 YI 

:3 YI 

3 Yl 
Optic 
20 Vl 

3 Y1 
6 YI 

20 Y1 
10 Y1 
10 Y1 

5 Yl 
20 Yl 
20 Yl 
20 YJ 
Opti( 

15 Y~ 

15 Y: 
15 Y: 

20 y. 
20 y. 

1 Y: 



F) 

')r20RT~ 

;.l.:dit ........................................................ . 
i'.ud i t ~Torkin? Papers ......................................... . 
Bank Examina tion Reports; ..................................... . 
"Call" Statements ............................................ . 
E:2rnin?;s Report ~ Cit; .. ~ a , .... ~ ~ ........ e ,. .. ~ (0 ~ .... ~ .... It It .. ~ .... It .. C .... " .. "" ., .. <II ...... 

Federal reserve P,eports ...................................... . 
Income Tax Returns and Tax Audit Reports ..................... . 
Le;zal ".eserve Calculation Forms .............................. . 
"':onthlv Reports to Directors ................................. . 

SAFE DEPOSIT DEPARTMENT 
Contract Cards ............................................... . 
Entrance Records ....................................••........ 

;,.· .. ;;::..l.-1.::&l Records .......... II ... ~ ................... ., .... ~ .... I. .................... " .. D " .. 0" " Q .. C 0: ~ 

Vault Report (Opened and Closed) ............................•. 

SAfEKEEPING 
Bonks and Receipts .•...............................•...•...•.. 

SA \T~GS DEPnSITS 
a. ~anual Records 

Deposit Tickets ............................•............• 
Journal .............................. '" .............•... 
l2dger ......................... , ........................ . 
Signature Cards ................ , ........................ . 
\,:'itl1dra,,!al Receipts .............................•..•..... 

b. Computer Records 
Daily Trial Balance and Journal ...................•...... 
Pyramidal (\:1eekly) Trial Balance and Journal ............ . 
Semiannual statement to customer (Cycled) ......•.......•. 
Batch proof list .........................•.........•..... 
'[as ter File '1aintenance Report ...................•....... 

SECLTD,ITIES 
Advices of Securities ForVlarded ...•.............•......•...•.. 
.. !:.!-p'praisal.1O " ......... 10 " • fI e .. 10 " " ~ ... t 'C' .............. " .. " ... II .... " .. 1\1 8 " " .......... 0" II II 10 

Customers' order to Buy or Sell ....•................•...•..... 
Invoices (Purchase or Sale) ...•.................•.........•... 
~eceipts for Securities Delivered ...................•......... 
Securities Ledger .......•................................•.... 

:::Schedule (1) 

10 Vrs. 
2 Yrs. 

Permanent 
20 :rs. 
20 Vrs. 
20 Vrs. 
20 Yrs. 
1 ,\.l'r .. 

6 Vrs. 

3 Yrs. 
3 :rs. 
6 Yrs. 

after clo.c:ing 
6 Yrs. 

3 Yrs. 

3 Yrs. 
6 Yrs. 
3 Yrs. 

3 Yrs. after acct. 
3 Yrs. 

1 "r. 
3 Yrs. 
3 Yrs. 
1 Yr. 
1 Yr. 

6 :rs. 
Optional 

3 Yrs. 
3 Yrs. 
6 '!rs. 
3 Vrs. 

closed 

*Schedule (2) 

1 Yr. 

17 Yrs. 
17 Yrs. 

17 Yrs. 

12 Yrs. 

17 Yrs. 
17 Yrs. 
17 Yrs. 

17 Yrs. 
17 Yrs. 

..... e * .. II II .... 

Optional 
17 Yrs. 

7 Yrs. 
.... Oo III fI' '" It f> .. 6 

17 Yrs. 

Sched 

10 Y 
2 Y 

Perm 
20 v 

20 Y 
20 Y 
20 y 

2 Y 
6 Y 

20 Y 
20 Y 

6 Y 
afte 

6 Y 

20 Y 

15 ]' 
6 Y 

20 Y 
20 vrs. after 

20 Y 

1 Y 
20 Y 
20 Y 

1 v - ~ 

1 Y 

6 1: 
Optj 
20 '\ 
10 '1 

6 ] 
20 ] 
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STATIm; OR BRjL~CH RECORDS 
Daily renorts to main office .........................••....... 
Station or branch control ledger sheets ...................... . 
Station or branch loan liability ledger ......................• 
ReconcileTI'ents of "home office account" ...................... . 
ReconcileT'lent Register(if posting and reconciling of 

corresvondent bank accounts are performed at station 
or branch) ................................•................• 

TRAVELERS' CEECKS 
Applications ................................................. . 

TRUST DLPAPT'I:~T 
Approval ~iles of Co-Trustees ...................•.........•..• 
Brokers! Purchase and Sale Confirmations ...........•.......... 
Cancelle~ Stc~k Certificates ................................. . 
Cance11ecl 1,Touchers ..........•................................. 
Correspopcience: 

Routine .................................................... . 
Imflortant--covering cOTIlT[1.itments> decisions or policies ..... . 

-Debit and Credit Tickets ..................................... . 
Dividend chec~s issued as disbursing agent ................... . 

Document Files .........................•...•.................. 
EXDense Vouchers .............•................................ 
General Journ21 .............................................. . 
General I,edger .............................•.....•............ 

Ledger Records Trus t ..................•....•............... 

LeciRer Records Cormnon Trus ts .........•...........•......... 

Stock Ledgers as Transfer Agents ...•.......................... 
Trust Checks .. , .............................•..•.........•.... 
Trust COITlIT,ittee ~'iinutes ...•.•......••.••.................•...• 
Trust Investment Committee Ninutes ....•.......•..•......•..... 
Voucher Receipts ...•.•................•............•....•..... 
Voucher Records .................•.•.....•.•.........•.....•... 

*Schedule (1) 

3 Yrs. 
3 Yrs. 
3 Yrs. 
3 Yrs. 

3 Yrs. 

3 Yrs. 

6 Yrs. 
after closing 

6 Yrs. 
10 Yrs. 
10 Yrs. 

Optional 
10 Yrs. 
10 Yrs. 
10 Yrs. 

6 Yrs. after 
closing & release 
10 Yrs. 
Permanent 
Permanent 
20 Yrs. 
after closinf 
20 Yrs. 
after closing 

6 Vrs. after 
individual 
acct. closed 
10 Yrs. 
20 Yrs. 
20 Yrs. 
10 Yrs. 
10 Yrs. 

*Schedu1e (2) 

17 Yrs. 
17 Yrs. 
17 Yrs. 
17 Yrs. 

17 Yrs. 

14 Yrs. 
4 Yrs. 

30 Yrs. 
30 Yrs. 

Optional 
10 Yrs. 

30 Yrs. 

14 Yrs. 
10 Yrs. 

20 Yrs. 

20 Yrs. 

30 Yrs. 
Permanent 
Permanent 
30 Yrs. 
30 Yrs. 

Schedl 

20 YI 
20 YI 
20 YI 
20 Yr 

20 YI 

3 YI 

20 YI 
after 
10 )'r 

40 YI 
40 "I 
Optic 
20 Yr 
10 Yr 
40 Yr 
20 Yr 
closi 
20 Vr 
Perme 
Perme 
40 Vr 
after 
40 VI 
after 

6 YI 
indi-v 
acct. 
40 Yr 
Perma 
Perma 
40 Yr 
40 Yr 
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UNCLAP1ED BALANCES (Savings, Ched:ing, nfficlal Checks, 
Bank Drafts, etc.) 

a. Manual Records 
Ledger Sheets .......................................•.. 

\':i thdra\"al Tickets .................................... . 

Hi thdra,,,al Checks ...............................•...... 
Reports to State Treasurer ......................... ... . 

b. Computer Records 
Daily Trial Balance & Journal ........................ :. 
Weekly (monthly) maintenance renort ................... . 
Master File Maintenance Renort ........................ . 

UNITED STATES DEPOSITS 
RepuJ.: ts to Federal ~ese=-ve ..............................•... 
Reports to Treasurer of U. S ..........................•..... 

IHTEHELD TAX DEPOSITS 
Deposit Tickets ..•.............. , ...•........••..•..•....... 
Depository Receiuts ........................•..........•....• 
Depository Transmittal I.etters ............•................. 

:':Schedul e (1) 

6 Vrs. after 
escheat, Payt. 

6 'Irs. after 
escheat 
30 Yrs. if 
undeliverable 

3 Vrs. 

3 Yrs. 
3 ''!rs. 
1 Yr. 

6 Yrs. 
6 Yrs. 

3 Yrs. 
3 Yrs. 
3 Vrs. 

*Sc:hedule (2) 

24 Yrs. 

24 Yrs. 

17 Yrs. 

17 Yrs. 
17 Yrs. 

17 Yrs. 
17 Yrs. 

7 Yrs. 

Schedl 

30 Yl 

30 Yl 
30 Yl 
unde: 
20 Yl 

20 Yl 
20 y, 

1 Y1 

6 Y: 
6 Y: 

20 Y: 
20 y. 
10 y. 

*Schedules (1) and (2) ~ot apu1icable if microfilm is used as the original record for daily transactions. In such cases the 
original Dlicrofilm record uill be retained for the minimum retention ueriod set forth in Schedule (3). 
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'1'11(, [OlJO\vLI1)'. amendJllenu; are I\Indc pursuant to ChilptCt' 75, l,mls of 1<)G7, 
nlld ~1ccti.lln 227 .(}2 (1) (h): 

Bkg 2.01 is amended by substitutinf?, "commissioner of banking" for "commis~ 
[;Joner of banks" in the first senten.ce. 

Bkg 9.01 (LI) is amended by substituting "commissioner of banking" for 
"commissioner of banks" in the last sentence. 

Bkg 10 is amended to read: 

PROCEDURE BEFORE THE BANKING REVIElV' BOARD 

'Bkg 10.01 Use of statutory procedure. In any case where the statute involved 
provides a procedure inconsistent with these rules the statute shall govern to tIle 
extent of such inconsistency: If in any case the forms set out in these rules be 
found not appropriate, par~ies may devise forms substantially similar to those 
herein prescribed, to meet such situations. 

,meg 10.02 Definition of. terms. "Commissioner" refers to the commissioner of 
banking. 

,Bkg. 10.03 Notice of appeaL Any interested person aggrieved by any act, 
order or deterrnination of the commissioner of banking under Chapters .220, 221, 222, 
223, IUs. Stats., may file ,.,i th the commissioner of bankin~ \vHhin 10 days af ter the 
act, order or determination to be reviewed an ori!jinal and 8 cop:i.es of a Notice of 
Appeal in the manner prescribed by section Bkg lO~05 in tile following form: 

To the \ilisconsin Banking Review Board: 

The undersigned hereby appeals from the order of tbe commissioner of 
banidng dated' ., 19 ,whereby it ,,,as ordered that (here set 
'forth the substanciOfthe order). 

The nature of petitioner's interest is: (liere set forth the nature of 
petitioner's interest). 
~he grounds of appeal are the following: (Here set forth the exceptions 

or objections relied 6n, and if no answer has been filed, then also an 
answer to the findings of fact in the order, in tIle manner prescrihed by 
~k~ 11.11, Rules of Procedure for proceedin~s and hearings had hefore tile 
cO~Missioner of banking). . 
Dated 19 

nkg 10.04 Time of llearing. Upon the filing of said notice, the commis
sioner of banking shall fix a time for hearing by giving at least 10 days' ~,7rittcn 

notice of the ~ime and place when said matter will be heard to the person app1yinr 
for revi.e,., or his attorney and upon any other person who participated in the 
proceedings before the commissioner or his attorney; stating the issues to be 
considered. 

Ukg 10.05 Notice'of hearing. Notice of hearing may be ~iven by registered 
mai.l addressed to the party at hi.s last knmm post offtce .'lddress, or to ht8 
attorney or n:'.cord, return receipt reque:.:;tecl, and the return n~cei.pt signed by 



f he ad d n's:-;l'(~ (lr 1\ L-; nl',('.[1 t :~!J a] 1 he pres Ulllp t L VL' cvic1 ('\lce t hn t S 1I C h 110 t i. Cl~ ',-'iI:C; rcc e ived 
by the ilddrcsf3cc 011 tlle day stat.ed on the receipt. PalH'rS rCfjuired t.o LlC filed ,,,itll 
the board may be mailed to the follmving address: 

Office of the Commissioner of Banking 
Madison, Wisconsin 53702 

Bkg 10.06 Procedure for hearing. Continuances Fmd nclj Ollrnments of hearings may 
be granted by the board for cause shOlm. The appellant may appear in person or by 
any officer, regular employe or attorney. A.ny other interested person may 11keHise 
so appenr. Proceedings shall be in conformity to Sec. 220.035 (2)(c), Wis. Stats. 
\v'istnesses compet.ent to take an oath shall he S\vorn by the chairllwn of the hoard or 
the presiding 0 fficer and may be examined on behalf of the bOIln:1 by the chairman or 
presiJinB officer or by a representative of the attorney ~eneral actin~ 118 cO\lnsc] 
for tile board, or) with the permission of the chairman or presiding officer, 1)y allY 
employe of the bOClreI or commissioner of hanking or by any other interested party or 
their att.onll.'Ys. Any lnt.erested party or <'my of lIis A.genls, officers or employes 
llWY be exandned adversely as prescr:Lhed hy Flection 325 .lff) His. StiltS. In.:111 other 
respects, proceedings shall be had as prescribed .in chapter 227, IHs. St.ats. 

Bkg 10.07 Subpoena. The board shall have subpoena pOHers as granted by 
section 325.01 (4), Wis. Stats. 

Bkg 10.08 Prehearing conferences. Prehearin~ confetences mRY be held at the 
convenience of the parties and shall be conducted by the commissioner of hankin~ or 
any other employe of the commissioner designated by him, \-.Tho shall keep and preserve 
a record of any agreemerit as to the issues or stipulation or admission of fact Ivhich 
may be made at such conference. Such record shall he attached to the fIle and 
constitute a part of the official record of the case. 

Bkg lO.09Filing briefs. Except as provided in section 227.12, Wis. Stats., 
arguments s11all he submitted to the hoard in \-.Tritin8, unless otherHise ordered. 
Elght copies of such \Hitten arguments shall be filed Hith the commissioner of 
banking, \-.Tho shall forthwith send a copy to each member of the hoard. The time for 
filing arftumelltA alla11 he fixed by the officer presiding at the hearin~. 

lIkg IO.IO !\'llcgntions and proof. The provisions of secti.on 263.28, lVis. St.ats., 
"dth rer:(~rence to variances bet\veen t.he allegl1tions and the proof, sllal1 apply to 
proceedings under thuse rules. 

lIkg 10;11 Stay of enforcement. T11e institution of the proceedin~ for revieH 
shall not: stay enforcement of the commissioner's decision, hut the board may oreIer 
a stay upon such terms as it deems proper. 

',-';, , 
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I')k[~ LL() I ts ;]lI1ended by sllh~,tttutinp, "conllntss]oncr of kl1lJdnl'QI for commis
:d unCi' of I><I1Ji,:, ill Lile fJ nll.: <1nd second :,entences. 

Bk/, 11.02 is ilillenued by subst:Ltuting "commissioner of bankinr;" for commis
~1ioner of j,;1l1ks, deleting "State Office Building" and adding zip code "53702 '1 

Clfter the Hard "IVisconsin." 

Bkg 11.03 is amended by substituting "commissioner of banking" for comm:Ls
sioner of banks. 

13kg 11.08 is amended by substituting "BEFORE THE COHNISSIONER OF nANKING OF 
lHSCONSIN" for BEFORE THE COHMISSIONER OF BANKS OF lHSCONSIN in the las t sentence. 

Dkg 11.09 is amended by substituting "Office of the Commissioner of Banking" 
for 1 Hest Hilson Street, and adding zip code "53702" after the Hard IHsconsin. 

Dkg 11.10 is amended to read: 

Bkg 11.10 Notice of hearing in contested cases. In all proceedinr,s instituted 
by the conMissioner on complaint or otilerHise for the revocation or suspension of 
any license or permit or in any other contested matter the notice of hearinR shall 
contain 11 stntement of the issues involved and may be in substantially the fo11m"in['; 
form: 

BEFORE THE COMMISSIONER OF BANKING OF HISCONSIN 

To ____ ~ ____ (Name) 
(Street Address) 

---- (City and State) ---- -~--- ' 
Respondent 

Take Notice that a hearing \,Ti.11 be held on the day of 
at the office of the Commissioner of Danl:ln[,; of Hiscollsin 

'1,n ;:r;-dison, Hisconsin, (or such other place as may be designated) 
at 0 ' clock t1., in the matter of (here insert briefly 
the' fl-uT;Tect matter of the l~f~aring). The issue involved and the 
matters there to be consiclereel are: (here insert Ivith reasonable 
part:i.cularity in numhered par3r,rllphs the particulnr matters and 
tId.ngs complained of Yin at issue vi th respect to the subj ect 
mat ter of the hearinp;I), to vhich you are required to make nns\,Ter 
in Hriting at least __ 1 __ days before the time set for hearin? 

Dated nt Nadison, \oJisconsin, this day of 
CONHISSIONER OF MNKINCrOP-IVISCniTsIN 
By ----- -------

Bkg 12.02 (1) is amended by substituting "commissioner of banking" for 
commissioner of banks. 

Bkg 12.10 is amended by substituting "commissioner of bnnkinp;" for 
. commissioner of bank,S in the first sentence. 

Ulq', 12.11 (1) is amended by substituting "commissioner of klllldnr;" for 
c()!OJ1Jiscd oner or banks in the firs t sen tence. 

1,,'1, ' 



- 1G -

nkf' . .1.2011 (2) is 3mended by Sub3tituting II commissioIler of hankingll for 
corrllllL"sloner of banks. 


