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Chapter Bkg 9
RETENTION OF BOOKS AND RECORDS
Bkg 9,01 Retention of records; reproduction thereof; destruction of
obsolete records
Bkg 9.01 Retentlon of records; reproduction thereof; de- PERIOD IN YEARS
struction of ohsolete records. (1) Section 220,285, Stats., AP _Pem‘g‘f“F
A 1 ds k b . C—After Closing
provides that all records kept may be copied or reproduced AP—After Payment
by any photostatic, photographic or miniature photo- ... Ledger
graphic process which correctly, accurately and perma- Daily Statement of Condition v....vvvune.e.s 20
nently copies, reproduces or forms a medium for copying General Journal
or reproducing the original record on a film or other dura- (:; g a bYP“’d“l“E:;}‘:"itmﬂf ge“""i‘lll iiedge' 2%
ble material. That section also provides that such photo- () 1 an original book of entry, with descrip-
graphic, photostatic or miniature photographic copy orre-  General Ledger Sheets ................... . P
production or copy reproduced from a film record made General Ledger Debit & Credit Tickets ....... 10
from a bank record is deemed to be an original record for  rusurance
all purposes and shall be treated as an original record in all Blanket Bonds. . ...vvevetviveinaaniaiane, 6
courts or administrative agencies for the purpose of itsad- ggerdl’oi}cgsr(a‘fteg °’;,P"at1‘;;‘) T ERIACRIEEEY g
missibility in evidence. The schedule following sets forth ords of Folicies In korce, L remidit
A . " . f Payments and sums recovered .............
the minimum retention period for records in either their Incestments
e ’ nresimen
original f?rm cf>r regroducgd form, in order tg ensure the Bond Ledger RecordS. . oneeeessennsnsssnes 20
preservation of such records so long as there is a reasona-  Broker's Confirmations .........11ve. 0. 10
ble possibility they may be required to establish a claim on Broker's INvoICes .. vvvvevsivnnrianennrs e 10
behalf of the bank or to defend the bank from a claim gf"kef’g ii‘fl%md"'m -------------- ETIRRITRR g
: ' uy an ders . .oooeiianes Cirerrreeras
made against it. Descriptive Literature on Issues Optional
. Disposedof .o.vvanenn. rrrierrriiaraanas
{2) The consent from the commissioner for the destruc- " °
tion of obsolete records after the minimum retention pe- L"Xl’}';licatiom 1 Yr. After Last
riod is permissive and is not to be interpreted asrequiring 77T prrmremmrrmniremn Scheduled Payment
destruction at the end of the period. The commissioner of or 1 ¥r. AP in fuli,
banking hereby gives this blanket consent for the destrue- whichever is sooner
tion of records in accordance with the following schedule: g:}:{:::% ;{e“gﬁzr‘;‘:"g%‘;& nfanl Optl’g"a'
DESCRIPTION OF RECORD TYPE Donit and ettt Tokets 111 A
I Admindsiratice Journal
(a) If a byproduct of posting lability ledger 2
PERIOD IN YEARS {b) If an original book of entry, with descrip- 20
P—Permanent tions ...... e ereea s ra s
AC—After Closing Liability Ledger +.\vvvvvuaeernrenannrienras 10
AP—After Payment Loan Committee Minutes.........veevvns . 20
Auditing and Accounting Note or Discount Register
Audit Reports (by outside auditors).......... 10 (a) If a byproduct of posting liability ledger 2
Bank Call Reports . ........covueeruninnses 20 (b} If an original book of entry, with descrip- 20
Bank Examination Reports ..cvevvevivauenes P tions ......... srrreness R R REETRLE A
Branch or Station Daily Reports to 10 Note and Discount Tiekler .......ovvvvniane. Optional
BRI OCE v srarresenernnnnnnranns . Resoluions ......... Vieeseiiraieaaaeaieas 7 AP
Cash Reserve Computation Sheets ........ Cie 2 M
Daily Financial Statements .......... PP 20 i’{‘.me Books - s .
Earnings & Dividends Reports .............. 20 Mimutes of Directors’ Mectinga.....oveees. P
Monthly Reports to Directors (and 10 nutes of Stockholders’ Meetings.......... R P
Executive Committee) ., ..ovvvvvvrinnininaes Personnel
Reconcilements of Bank (due to) 10 Retention of personnel records should be
deposits....... ek baareerars ey in conformity with regulations of
Reconcilement Register, due from banks.,.... 10 Federal and State Agencies.
Tax Returns and Tax Audit Reports ......... 20
. II Cash
Capital
Dividend Checks,vvviniinane Veveerbvinnrer 16 AP Di:fdf rom l;‘anksco d
Dividend Reglster ........ o : 15 vices from Correspondents...........vuie 2
Proxies ...evviacnans errererraeraanasts 3 Bank Statgments Termreesesreesanaananens 5
Receipts for Stock Cortificates p gmgts ]g;sc:)r. ....................... cerees 6 I%P
(recommended that receipts obtained R;: oncilem eﬁt Remster """""" tereerrne 30
be affixed to certificate book stubs) ........ e T TR s e ey trereeerer
Stock Certificate Books, and Stubs .......... . P Proof Clearings & Transit
Stock Ledger . vovvveiiennnionneiiennaes ver 50 Clearing House Settlement Sheets,,,......... 1

Register, May, 1993, No. 449



14 WISCONSIN ADMINISTRATIVE CODE

Bkg 9.01
PERIOD IN YEARS
P—Permanent
AC--After Closing
AP-—After Payment
Proof Sheets or Tapes for Deposits, 1
Departmental or Teller Totals,
Incoming & Outgoing Clearings and
Transit Ifems ovvivanssransrrsronsvrransnis
Tellers
Cash Items Records (Register) .......v00neus B
Cash Variation Records.......... e 10
Return Items Records ........... . i3
Tellers Cash Book (or sheets) ...... . 5
Tellers Cash Tickets......o0vneini, 1
‘Fellers Blotter, Journal or Proof ............. 2
III Deposits
Certificates of Deposit .
Certificates, after payment ............ Vasvns 10
Certificate Ledger...ovvviiivnviiiienernanes 15
Certificate Register. .......ovrrvvivnnernnnes 15
Computer (EDP) Trial Balance & 15
Journal Records....covvenianns
Computer (EDFP) Monthly or Week]y 5
Reports ..oovvnevvniannnns Ceerrrrierteanes
Commercial Deposils (Subject fo Check )—Individ-
uals & Firms
Computer (EDP) Records:
Conversion (initial entry) Run........ Vreee 1
Customers’ Statements ......... 10
Daity Joumnals & Trial Balances ........... 1
Daily Reports on Changes in Master Files, 1
Large Balances, New & Closed Accounts,
Bervice Charges, Overdrafts, Unposted
Items, Uncollected ¥Funds, Exceptions, etc,
Deposit Tickets (or duplicates} ............ 10
Ledger Journals {or bookkeeper’s daily 1
list of checks charged in total)......vcvi0
Ledger Sheets,..vvurivirensscinsninsnnass 10
Overdralt Register or Record .............. B
Resolutions . ovvueierieaiiaiensnrieienanios 10 AC
Returned Checks Records vvvvennnnss b
Service Charge Records «vvvveninnarisnnnins 3
Signature Cards..uovueiiiirensrrirennenes 10 AC
Stop Payment Orders....ccvvvennviannes 2
Trial BAlances ,.oveecusieaiasrnanisinnias 2
Unclaimed Balances Record +..vvvvvinnnns . 20
Undeliverable Statements & 10
Cancelled Cheeks .o vvviiniennnnnerannnas
Chub Accounts (Christmas, Vacation, efe.)
Checks, after Payment ....0viiueeanen 10
Check Register....vvvienrirennns Cearenta . 15
COUPONS +1enviiaanenronsnrssssrnssnsenen 1
Journal coiiiiiiiniiiii i e e rireraeas 5
Ledger Cards .o vvvvnvivaririananrornnes 5
Withdrawn Receipts....... hsmnmnrananern 15
Due to Banks
Bank Ledger Sheefs . ..vvuuvivvriavaniuninsa 16
Cash Letter Memos for Credit............... 5
Cash Letters for Remittances.........ovueeie 5
Reconcifement Register .........co000iaiin 10
Official Checks (Cashier, Certified, Expense,
Money Orders, ele.)
Cheeks +vvvinieirinnreisnnsaciinannins 15 AP
Check Registers ..... 15
Computer (EDP) Journal & Trial 5
Balance cvicveiriiiniiionsiniiisaniaanans
Computer (EDP) Weekly or Monthly b
ReBOTES v vvvniavarnertaascssiniansisscis
Receipts Issued for Cerlified Checks, ...\ .vuvs 10 AP
Sarings
Computer (EDP) Records:
Daily Journal & Trial Balances .........v0 1
Pyramidal Journtal & Trial Balance......... 15
Semiannual Statements to Depositors....... 15
Proof Listing, Account, Exceptions 1
and Maintenance Reports ....viavvieenes
Deposit Tickets.......... 10
Journal {or Machine Control Tapes) ......... |3
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PERIOD IN YEARS
P—Permanent
AC—After Closing
AP—After Payment
Ledger CardsorSheets ....vivvvvirnnrinnnss 16
Resolubions ...vvvvviieriiiieniinsanniaas o 10 AC
Signature Cards ......cc0iiieiiiaann. Caaaan 10 AC
Unelaimed Balances Record . ....vvvvnveiannn 20
Withdrawal Recelpts ...oovvivniiienniiaans 10
IV Miscellaneous
Collections
Coupon cash letters, outgoing +..vvvvevninnss 5
Incoming collection letters ...oovvininiiaaen 5
Recelpts covvvniiinniiinciireniiiiseninan 5
Register ..vvvniiiininrannnns e iarei ey 16
RebUMNS. oo vucnriivaniseririserirassernnes 5
Customer Services
Brokers® invoices, confirmations and 15
statements L.oiiiieeiinaniieninianriann.
Letters of credit applications .........ccv0u00 20
Letters of credit ledger accounts ...........00 20
Night depository (after hour} Agreements or 10
(311 1.7 vaas
Night depository (after hour) Recelpts haeiae 10
Safe Deposit Vault;
Access or entrancerecords.......ovviiiinin, 20
Cancelled signature eards or leases ......... BAC
Contract or lease agreement records ........ BAC
Rental records ...oovvivreruraneinnincnnaas 5
Safekeeping records and receipts .......c00ues 20
Securities buy and sell orders 20
{customer’s) .,..... Fsieesetasrnnabranntbn
Travelers” Checks applications............... 3
General
Attachments, court orders, 10
garnishments & releases.....ovvvivvinnenis
Correspondence—Routine Optional
Covering commitments, policies
OF deciSIONS o\ uuviiuaviaasiirararnrrsnaria
Escrow account records. .vvnvrinrineinnens 10
Foreign Exchange remittance records......... 10
Paid bills, invoices & statements 10
(for exXpenses, eC.) vuuivaerirnnnceniananes
Protest notices. ... viviiiniiieiiiiiinanans 1
Stencgraphers’ notebooks ........v0iiiiiins 1
Telegrams, cables & radiogram copies ........ 10
Vault records; openings & closing ........vu0 5
Withheld taxes accounts; deposit 10
tickets, receipts & remittances .. .....0.0000
Registered Moil
Incoming and outgoing records .. ..cuvvvenuns 5
Return receipt cards. ..o ivnainnnnrinnes 5
V Trust Depariment
Approval Files of Co-Trustees ..ovvvvrernrees 1¢
Brokers' Purchases and Sales 2AC
Confirmations. ..ooivveiiiensinnsiviosans
Cancelled Stock Certificates ..v.vvnverniearan P
Correspondence:
Routine ..vvuisiiriieniriionerssansnaansse Optional
Important (covering commitments, 10
decisions or policies) ... ........-
Debit and Credit Tickets and 10
Other Posting Media .........vviervrenas
Dividend Checks Issued as 20
Distributing Agent ....coiiiiiiiiininoaas
Document Riles. . vvvviievnianrrivanseasass 20 AC and Release
Expense Vouchers...ooovvieeenciinnarsiionss 20
General Journal....cvvviiiiiieiirarnianes P
General Ledger «.vovuviiiiinsniiiaarorasnas P
Investment Reviews and Analyses ., vvoviven, 10
Ledger Records—Trust ,...... P
Ledger Records—Common Trusts ........... P
Stock Ledgers as Transfer Agents .....ovvvvenn T Yra. after Individ-
ual Account Closed
Tax Returns, Federal and State:
Estate coiuviiiiiniiiiiiiiiniiiiininnines P
2 20 Yrs. after Final
Accounting
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PERIOD IN YEARS
P—Permanent
AC—After Closing
AP—After Payment
TRCOME, svivrrrnrneransnrenacinrasaronnns 20 Yrs. after Final
Accounting
Trust Cheeks....covvieniiinnnniiniiies ver 14
Trust Committee Minutes ......... Vebreanes P
Trust Investment Committee Minutes ....... P
Voucher Receiptsor Records ........cvuvuuen 6

History: 1-2-56; am. Register, July, 1963, No. 91, eff, 8-1-63; am, Regis-
ter, July, 1968, No. 161, eff. 8-1-68; am. (4), Register, August, 1971, No,
188, eff, 9-1-71; am, Register, September, 1973, No. 213, off. 16-1-73.
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