
FAQ: Electronic Record &Document Imaging or 
Scanning 

Are the documents and other records on my computer also "public records?" 
Yes, the Wisconsin Public Records states: 

Chapter 16.61 of the Wisconsin Statutes defines public records as "all books, papers, maps, 
photographs, films, recordings, or other documentary materials, regardless of their physical 
form or characteristics, produced or received by any state agency or its officers or employees in 
connection with the transaction of public business, except the records and correspondence of 
any member of the state legislature." University records thus consist of all documentary 
materials (including copies) produced or received by any university department, office, or staff 
member in connection with university business and retained as evidence of university activities 
because of the information they contain. 

Computer storage is cheap. I’ll just keep my computer records. 
It is best practice is to destroy all records that have met their retention requirements at the 
same time, regardless of format that they are stored in. Records in paper and electronic 
formats that have met their retention period, but continue to be kept are still subject to public 
inspection, audit and litigation/legal holds. Maintaining electronic records beyond their 
approved retention periods can be used to show lack of compliance with state laws and 
regulations in a legal or an audit proceeding. 

We have a document imaging system. Do we have to keep the paper? 
No, however, records with retention of more than 5 years from creation and records which 
document financial, contractual or legal actions should be maintained in a "trustworthy” digital 
system. A "trustworthy" system is one that can prove that the digital copy is an exact duplicate 
of the original paper throughout its lifecycle. A digital copy (scanned image) can replace the 
original if held in a "trustworthy" digital system.  

Do I have to keep the electronic version of a record and a paper version such as 
a word, excel or pdf? 
Records that your office have in both electronic and paper formats and are exact duplicates 
should both be destroyed once they have met the retention periods in the Records Retention 
and Disposition Schedules approved by the Wisconsin Public Records Board. You may destroy 
one format of the records (either paper or electronic) if you plan to retain the other for the 
retention periods listed in the schedule. This should be documented in your departmental 
records procedures. 

 

 

http://www.virginia.edu/recordsmanagement/schedules.html
http://www.virginia.edu/recordsmanagement/schedules.html


What should I image documents at? 

 

(From National Archives and Records Administration’ Technical Guidelines – pp.32-36)  

 

What fields should I use to index with? 
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