[image: ]Global Schedule Opt-Out

Beginning June 13, 2019, all City Departments will automatically adopt Global Records Schedules for commonly-created records. If your Department needs an exception to this adoption for administrative or statutory reasons, use this form to request to opt out of adoption of one or more schedules. Indicate the reason for opting out or existing, ACTIVE schedule in the “Details” box.
Please note that if your department does not create a particular record, the existence of a Global Schedule does not imply a requirement to do so, and opting out is generally not necessary.

	Department Name:
	Department Number:

	
	

	Department Head
                     
	Division Head
                    

	Department Records Coordinator
                     
	City Records Officer
                       

	City Clerk (on behalf of the CIMC)
	Date

	                       
	

	Option 1 – Opt-Out with Active Schedule. If an existing schedule, renewed in the past 10 years, meets your retention needs better than the Global designed to replace it, indicate that schedule number in the “Details” box.

	[bookmark: _GoBack]Option 2 – Opt-Out with Intent To Schedule. If no alternative records series exists for a particular schedule, you must work with City Records to create one within 1 year of approval of this form by the CIMC. Please indicate a brief rationale for the need for a different retention/disposition in the “Details” box.

	Schedule #
	Series Title
	Change Requested

	Details

	1
	[bookmark: Text1]18-0001
	Example 1
	[bookmark: Check1]|X| Option 1
	|_| Option 2
	17-0999 (Local Example 1)

	2
	18-0002
	Example 2
	|_| Option 1
	|X| Option 2
	The Department is required by Wis. Stat. X(y)(z) to retain these records for 15 years.

	3
	
	
	|_| Option 1
	|_| Option 2
	

	4
	
	
	|_| Option 1
	|_| Option 2
	

	5
	
	
	|_| Option 1
	|_| Option 2
	

	6
	
	
	|_| Option 1
	|_| Option 2
	

	7
	
	
	|_| Option 1
	|_| Option 2
	

	8
	
	
	|_| Option 1
	|_| Option 2
	

	9
	
	
	|_| Option 1
	|_| Option 2
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