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. INTRODUCTION

The Wisconsin Machine-Readable Records Project (NHPRC Grant
#81-144) was conducted by the State Historical Society of Wisconsin
between August 1981 and July 1983 as a follow-up to the Wisconsin
Survey of Machine-Readable Public Records (NHPRC Grant #80-8).1
Both projects assessed the impact of computer ‘technology on record
keeping by state government agdencies and addgessed the implications of
contemporary information technoelogy for archival preservation of
public records. ‘ 5

-

The initial survey project identified machine-readable records
in several state agencies, evaluated existing records management,
disposition, and retention bolicies governing machine-~-readable
records, and developed a set of recommendations for improving records
management and archival control of these materials. The second
project, The Wisconsin Machine-Readable Records Project, addressed
several specific problems which were identified by the survey and
attempted to implement some of its recommendations. The requisites
for ‘a machine-readable records program included the need to
incorporate machine-readable records into existing records management
. procedures, develop in~house archival capacities to handle
machine~readable récords;‘and identify external technical resources
for use in processing and preservation of data files. The project had
three main goals: :

(1) Develop and implement a records management program for
machine-readable records. '

(2) Develop the state archives resources for the administration
of a machine-readable records program.

(3) Prepare a manual for the management of machine-readable
records.

. During the course of the project the staff worked with agency
records managers to develop acceptable guidelines for description and
scheduling of machine-readable records. , Arrangements were made with
the University of Wisconsin's Administrative Data Processing (ADE) for
processing and preservation of machine-readable records and a member
of the archives permanent staff was trained to assume regponsibility '
for handling machine~readable records. As a result of the development
of in-house procedures and capabilities to accession, process, and
preserve machine-~readable records with technical assistance provided
by ADP, the state archives has integrated machine~readable records
into its éxisting public records program as an ongoing function.

lArchival Preservation of Machine~Readable Records: A Final
Report, Martin David, et al. (Madison: State Historical Society of
Wisconsin, 1981).




Some oOf the project's qoals Were not fully attained due to
sevelal unanticipated problems. The development and implementation cf
& comprehiensive records management program requires considerably more
time and staff support than was anticipated orig:nally. The project
staff found that implementation of a records management program
wasimpossible without broad-based acceptance of its significance,
objectives, and param rs by records managers. The development of
guldelines for~sched4§:§g machine-readable records required. ongoang .
discussions with recoxds managers throughout the course of the
project. -A consensus on an acceptable approach to scheduling
machine-readable records emerged only as the project approached
completion, leaving little time for implementation of these guidelines.

The project staff also encountered numerous uvnanticipated delays
in -gaining access to machine-readable records, approval of records
schedules, obtaining copies of data files for preservation, and

letion of processing projects. Some of these delays were specific
to the environment of the project. During the course of the project,
legislation governlng the Public Records Board was revised
significantly. As a result, a new and expanded Public Records and
Forms Board was created and until its members were appointed and
organized no action was taken on records schedules for several months.
In addition, the Wisconsin Legislature passed a new Open Records Law
which became effettive on January 1, 1983. Records managers' concern-
with the new legislation diverted their attention from problems
associated with machire-readable records.

P .

Some Qf the delays we encountered are likely to occur in other
situations because thay stem directly from the unique characteristics
of machine-readable records and the administrative environment in
which they are created. A lack of guidelines, familiarity, and
precedents for scheduling and trangfer of -machine-readable records to
the archives often led to a reluctance to transfer records without
formal approval from the legal tustodians, high-level agency \\
administravors, and data processing staffs. Some administrators were N
reluctant to transfer machine-readable records without an evaluation
of security procedures at the arthives to prevent inadvertent or
unauthorized disclosure or alteration of the ‘contents of the records.
Some gquestioned the ability of anyone other than the original
custodian to properly interpret the contents of data files. While all
of these concerns are legitimate, .they caused frequent delays in the
approval of schedules and transfer of machine-readable records --
delays which seldom are encountered with textual records.

.Finally, the project staff proposed a manual on the
.identification, descriptidén, scheduling, and appraisal of
machine-readable records for use by agency records managers and data
processing personnel. This manual was not prepared for twe reasons.
First, final QU1dellnes for description and scheduling were not
adopted by the Records and Forms Management CounC1l or tne Public
Records and Forms Board when the project was completed. Second, one
goal of the project was to -integrate machine-~readable records into
existing records. management procedures. e project staff decided
tiuat a separate manual for machine-readable records might encourage
agency personnel to treat these records uljiquely rather than in
conjunction with related input documents 4nd output reports. As a

b
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long-term goal of the OWQOLHq machine~teadable records program, the
archives staff intends to submit revisions to the current Deparcment
of Admin.stration manual on inventorving, scheduling, and dispos:tion
of state records. Revisions to this manual are proposed for 19€2 or
1984. The project archivist prepared an internal procedures manual

. for use by the archives staff in handlinc¢ machine-readable records.

This Final Report summarizes the Wisconsir Machine-keadable
Records Project. Part One contains*a narrative hisﬁorywof the
activities of the project. Part Two briefly describes its
accomplishments. Part Three addresses some of the unanticipated
problems and unresolved issu€s. Part Four summarizes the current

tatus of machine-readable records in Wisco.sin. Finally, Part Five
outlines the objectives for an ongoing, self-sustaining
machine~-readable records program at the SHSW. We hope that this
report will provide guidance and models for other archives which plan
to establish programs for machine-readable records as well as a
heightened awareness of some of the special problems associated with
computer-generated records.
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PART QONE: A NARRATIVE HISTOégdeﬂTHE PROJECT

e

1.1 Preparation

?

The Wisconsin machine-readable .records project got underway in
August 1981 when Margaret Hedstsom, project archivist, began full-time
work orn the project. Michael J. Fox was selected as the permanent
staff archivist to receive training and assume ‘long-term responsibility
for machine~readable records. Max J. Evans was the project director.

_ Efforts were made to publiciZze the project tlirough letters to
more than eighty agency records managers informing tnem of the
training and services being offered by the project staff. 1In
preparation for the project, the staff archivist reviewed technical
and archival literat relevant to machline-readable records. To"
increase their techn?ﬁiﬁ competency, both the project archivist and
the staff archivist participated in several short courses offered by
the University of Wisconsin's Madison Academic Computing Centelr (MaCC)
throughout the course of the project.

1.2 Scheduling Activities v

A general records schedule for machine-readable processing files
was prepared by the the project staff and submitted to the Public
Records and Forms Board in 1981. The purpose c¢f the general schedule
was to exempt temporary (non-master) machine-readable records from the
regular review process which requires the Public Records and Forms
Board to approve the dispgsition of all public records. The Board
delayed aCQion on the general schedule pending comments from agency
records managers, data processing personnel, and other interested
parties; ' '

\
. During the following year, the general schedule was distributed
widely and revised several times based on comments frofm agency
personnel. Circulation of the general schedule stimulated juterest in
and discussion of a wide range of issues related to machine-readable
records among records managers and data processing personnel. A final
version of the general schedule was passed by the Public Records and
Forms Board at its meeting on October 3, 1982. .

Records managers were encouraged to develop schedules which
cover input documents, machine-readable master files, paper and
microform output reports, &nd other related 3eries with one
comprehensive schedule for all of the components of an automated
system. The project scaff worked with a few records managers to
develop records schedules and draft Records Disposition Authorizations
(RDA's) for specific records series which included rw«cords in
machine-readable form. RDA's covering at least 41 machine~-readable
records series were approved by the Public Records Board during the
course of the project. ‘

) (
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t.he Public . Records and Forms Board. TN ' R

1.3 Outreach and Traifing Te

. ;
. THe project staff encouraged the development ot 'recorcs

management polibies for machine-readable records an¢, offered training

aﬁdfassistance when.requested by agency records managers. The staff
worked, closely with Ehe Records and Forms Council, ah orgar.zation of '
ﬁgency records and forms managers which olscusses records managemene
1ssues 'and serves Aas a liaison between records management office s and .

g

¥

In March 1982, the Records and Formg Council established a
Committee on Machine~Readable Records to discuss the ‘'general schedule
for processing files, mechanisms for drafting records disposal
authorizations, and other issues pertaining to machine-readable -
records. The purpose of the commlttee was to discuss these issues and
draft .recommendations in the -area 'of machine-readable records for
approval by:the entire Council. "The complttee consisted of records’
managers and systems analysts from the departments of Health and
Social Services; Industry, Labor and Human Relations; Public
Instruction; Revenue; Transportation;  and the University of Wisconsin;
the Executive‘Secretary of Ehe Public Records Board; and the project

-staff. The Machine-Readable Records Committee ‘held periodic meetings

through June 1983 and serveéd as an important source for input from
agency'personnel regarding their concerns with machine-readable
records. At its final meeting on June 9, 1983, the Committee agreed
on a policy statement for scheduling maching-readable records which
was, presented to tje entire Records and Forms Council on June 21, 1987,

<«

The project staff met with records management and data
proce551ng personnel in several agencies when requested to provide
training or assistance. During the course of tﬂe project, the staff
provided on-site assistance in the departments of Administration;
Agriculture, Trade and Consumer Protectlon,,Employee Trust Funds;
Health and Social Services; Industry, Labor and Human Relations;
Natural Resources; Revenue; Transportation; the State Electiongs Board;

-and the Registrar's Office of the University of Wisconsin-Madison.

Generally, the assistance provided consisted of suggestions and
guidelines for drafting comprehensive schedules covering an entire
automated system or data base. )

1.4 Accessioning and Processing of Machine-Readable Data Files

)
-

As an initial step in accessioning, processing, and preserving
machine-readable records, the archives entered into an agreement with
the University of'Wisgonsin's Administrative Data Processing Center
(ADP) for storage and processing of drta files beginning in February
1982. Between April and June 1982, all data files accessioned during

the Wisconsin Survey of Machine-Readable Public Records were
transferrcd to the ADP tape library and subsequent accessions were, -r
processed and stored there. Throughout the course of the project, the
staff became familiar with a variety of services available from ADP.

Some complex data-files required initial processing at the

University of Wisconsin's Madison Academic Computing Center (MACC)
which supports more utility programs and software packages than ADP.

_12—
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In February .1982, John Davis was hired to serva‘as a consuf‘ant 0 the
project on tecnnlcal problems which reqU1red use of the MACC UNIVAC
1102 computer. _#L\yrote programs to convemt the Tax Kodel Database
From‘%yStems files to raw data flles and worked or other tecnnical
problems. During the oourse of the project, éne staff accessioned and
completely or partially processed data from'the Wisconsin Tax Model,
the Fielded Sales Analysis System, the Foster Homes ‘Research Project,
and tax rolls from several scﬁ*neastern Wisconsin countles and

. muv*c¢pa11t1es. The pro;ess;nb of some of the™data sets 1s ongoinyg.

»

3

-

1 5 Development o~ Intcrnal Erbcedures and Staff Tralnlng

)

\

fhe pr03ect arch1V1st spent a con51derab1e amount of rime
developing internal p(ocedurea for acce551on1ng, processing, and
descrlblng machirie- readable -data files. The objectlve of these
procedures is:to 1gtegrate macnlne -readable records into the-eXisting
systems for management of publlc records in che archives and to handle
the special processing and preservatlon requirements of machine-
readable records: In February 1983, the project archivist desi.ned a
tape management log to keep a record of the physical location,
technical specifications, and ' maintenance procedures performed.on
machine~readable records *n Lhe archives holdings. The 1log is written

s in the form of a Wang woro proces ;ing document. which is updacable and

allows retrleval of inf®rmation aboutceach- data file by file name,
series number, or tape number. It can be searched to identify all

tapes in need of special maintenance routines. .

-

L L Data set naming conventions were developed which conform to the
technical requirements of the ADP tape likrary system and “the
established procedures for assigning series numbers to state
government records. Guidelines for writing docqmentaﬁion in the form
of user's guides were also developed. A transmittal form was
developed for agency use in transferring machine~readable records to
the archives. This form records .all of the administrative and
technical information needed to keep records of the trinsfer and to
read the file when it is recelved by the archives. The project
archivist drafted an internal Proceduyres manual-’ for mach1ne~readab1e
records in May and June 1983 and trééhed the 'staff archivist to ‘carry

out tne procedures. . v v
u. j ”

s

“Q
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‘PART TWO: PROJECT ACCOMPLISHMENTS '

2.1 Development of a Records Management Program for Machine-Readable
Records ) '
The project.staff developed the conceptual framework for a

records management program for machine-readable records based on the

integration of machine-readable records into existing procedures for

management, scheduling, andfdisposition of state records. Some of the
policies and procedures are outlined below.
B ;J

2.1.1 The General Schedule for Machine-Readable Processing Files

A'general schedule. for machine-readable processing files was
approved by the Public Records and Forms Board in October.1982 {see
Appendix A). The schedule exempts machine-readable processing files,
which are defined as relatively temporary files used to create,

. correct, reorganize, update, or derive output from master data files,
from the review procedures required for other public recoris. It

perm s agencies to use the'r discretion in determining the retention -
peri ds for these temporary files. The general schedule also states
that only processing files are covered by the schedule and agencies

are required to submit disposal authorizations for all other records.

2.1.2 Development of Policies for §cheduling Master Data Files and
Permanent Machine-Readable Data Sets

. The  Machine-Readablit. ..2cords Committee of the Records and Forms
Management Council adopted a general policy for scheduling
machine-readable records. The policy was drafted by Joyce Endres,
records manager and Suzanne Stout, systems analyst in the Department
of Industry, Labor and Human Relations. The’policy encourages the
inclusion on records disposal authorizations of machine-readable
records' not exempted by the general sch2dule for processing files. ' .
The basic oObjective of the policy is to promote scheduling of records
regardless of their stcrage media or physical format. The policy was
discussed by the Records and Forms Council at its meeting on June 21,
1983. The guidelines will encourage records managers to draft
comprehensive records schedules which cover input, docum-nts, e
machine-readable data set$, and paper and microform or+.dt on one
comprehensive schedule for an entire automated information system.
Several model disposal authorizations were developed during the course
of the project. . The policy statement and model RDA's are included in
this report as Appendix B. ) :

2.1.3 Training and Consultation
The staff provided limited training to agency records managers

1n drafting schedules for machine-readable records. Although the
staff publicized the availability of tralRing sessions on scheduling

)

-1 -]
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to records managers and other interested parties, there were few
requeste for formal workshops. Ore formal workshop was presented for
che Department of Rfiployee Trust Funds. Most training was provided
through ccasultative activities which occurred when the members of the
precject staftf were asked for aavice on drafting records schedules and
1dentifying specific data files which mitht be transferred to the
archives for preservation.

2.2 Development of the State Archives' Resources for Handling
Machine-Readeble Records

Development of archives capability to accession, process,
maintain, preserve, and provide access to machine-readable records was
a major goal of the Wisconsin Machine-Readable Records Project. Upon
completion of the previous survey project, it was determined that the
arcrhives needed to become self-suffcient in all stages of an archival
rprogram for machine-readable recorc.s rather than relying on a social
science data archives, the University of Wisconsin's Data and Program
Library Service (DRLS), for technical services. Many of the
machine-readable records scheduled for transfer to the archives were
outside of the collecting areas of DPLS and ié,seemed likely that the
- anticipated volume of .accessions would place an.excessive burden on’
the facilities and staff of DPLS. Moreover, the archives staff placed
a higher priority on integrating machine-readable’ records into
existing records management and archival programs Tor state rezcords
than on integrating tham intc the procedures used by DPLS. The
accomplishments of the 'pruject in developing the skills and procedures
needed for an archival program are outlined below.

-

2.2.1 Selection of a Computer Service Bureau

) Arrangements were made with ADF to accession, process, and store
mast<r copies of data files which are part of the archives holdings.,
We chose ADP in part because the archives already had established a
relationsrip with the computing center for other data procCecosing
services, including technical support for SPINDEX, the ¥..dwest State
Archives Guide Project, and & Wang word processing network. While ADP
does not support the wide raﬁge of hardware »and software packages
available at the University of Wisconsin's academicC computing center
(MACC), the hardware and software available at ADP has been adequate
for most applications. The IBM 3083 mainframe computer at ADP is mor.
compatible with other mainframes used by state agencies than the
UNIVAC 1100 at MACC. ADP has a secure tape library which the ADP
administra}ion is willing to allow the archives to use for storage of
master data files at virtually no cost.

The master copies are stored in the ADP tape library on magnetic
tape supplied by ADP. Most data files received by the archives can be
read and copied at ADP. ADP has some statistical packages (SAS) and
utility routines available for further processing and verification .of
data sets. Data sets stored in the ADP tape library can be accebsed
only by authorized archives staff members from their Wang word
processing terminals. Security back-up copie$ are stored in the
archives.

-
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2.2.2 Additional Computer Support from MACC

Some complex data sets cannot u¢ transferred to ADP directly. .
This 1S especially true of data sets generated on the MACC UNIVAC 1100
computer with the use of special statistical packages such as SP5S gnd
Stat Job. MACC also has available a wide range of utility programs
for reformatting data files. The archives has an ongoing account at
MACC and the staff archivist has become familiar with the services and
utility programs available at MACC to process data files which cannot
be processed at ADP. The staff archivist acquired sufficient training
to perform simple routines. Contract analysts are hired when more
compleX problems require programming Ssupvort.

2.2.3 Staff Training

A permanent staff member war trained to assist agency records
managers in scheduling and Qo appraise, process, and describe
machine-readable records. Upon completion of the project he assumed
responsibility for assisting records custodians and records managers
with drafting retention schedules for automated systems, appraisal,
initiating transfer of records scheduled for disposition in the
archives, processing, documentation, and supervision of maintenance
procedures. He will also present workshops and provide consultation
and guidance to agency personnel when requested.

2.2.4 Development of Internal Procedures

Internal procedures were developed to accession and process
‘machine~-readable records. A set of naming conventions provides
guidelines for determining series numbers and Keeping track of data
sets stored at ADP. An automated tape maintenance log keeps a record
of the location, contents, and physical status of all data sets in the
custody of the archives. Documentation guidelines were developed
which conform to the format of other archives finding aids and assure
that minimum documentation requirements for machine-~readable records
are met. These procedures are outlined in the internal Procedures
Manual for Machine-Readable Records which is included as Appendix C of
this report. '

- 17 -
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PART THREE: UNANTICIPATEDL AND UNRESOLVED PROBLEMS

During the course of the project, the staff encountered several
problems which were not fully anticipated in the project planning.
The project also uncovered some special problems which we were not
able to resolve during the course of the project due to a lack of time
or resources. Although the initial survey project identified several
general issues and attitudinal problems, the project staff assumed
that they would be resolved through.systematic education and training
of records managers. However, few records managers were interested in
participating in training workshops until policies for scheduling
machine-readable records were established.

Many of the problems stem from the unique characteristics of
machine~readable records and advanced information technology. Others
are related to the unconventional involvement of archivists in
activities related to the creation and management of current records.
Part Four of this report discusses some of these problem areas because
other archivists may have' to confront similar obstacles.

3.1 Records Management Concerns

The staff found that imple tation of a records management
program was impossible without br'Gad-based acceptance of its
significance, objectives, and parameters by agency records managers.
Some of the issues and concerns raised by records managers are
summarized below.

3.1.1 Are Machine-Readable Records "Record Materiai?"

Some agency personnel expressed the opinion that
machine-readable records should not be considered record material.
This opilion was based on the assumption that the information in
machine-readable records is duplicated in source documents and output
reports. In the case of processing files, a general schedule was
considered unnecessary by some because processing files are viewed as
analogous to working copies or drafts of paper records. One agency
suggested that the retention recommendations shown on RDA's for paper
files covered machipe-readable records by implication.

3.1.2 Data Processing Centers Have Adequate Control Over
Machine-Readable Records Through Their Internal Procedures.

Some agencies expressed the opinion that adequate procedures for
the orderly destruction of obsolete data were in place through the
internal procedures at the data processing centers. This comment
often was coupled with the positien that the approach to scheduling
proposed by the project was outmoded and inappropriate for
contemporary information technology and that -only data processing
personnel possess technical eXpertise and knowledge of the records

'
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sufficient to determine their retention. Such terms as "processing
files" and "master files", used in the general schedule ancd in
guirdelines for scheduling, are difficult to reconcile with on-line
data base systems. Some agencies which were using such sophisticated
systems considered cheir internal procedures preferable tc the
approach proposed by the project.

3.1.3 Machine-Readable Records Are Impossible To Preserve Due To
Their Technical Characteristics.

Some agency personnel raised doubts about the possibility of
long-term preservation of machine-readapble data. Their conc¢erns were
based on reservations about the fragile nature of the storage media
and the need for companion software systems to interpret it. Others
guestioned whether the state archives had the physical ané technical
capability to preserve these records. )

3.1.4 Can The Data Be Interpreted By Secondary Users?

The project staff received a vocal and persistent objection from
one agency regarding the ability of secondary users to interpret data
accurately. The agency recommended that it remain the sole

" distributor of its machine~readable records for at least 20 years.
Potential users would obtain an explanation of the data from the
original custodian. These objections increased when the archives
staff recommended that copies of data files be transferred to the
archives each year upon completion of file processing.

3.,3.5 1Is Security Adéquate?

Some questions were raised about the adequacy of security
procedures for machine-readable records. The archives has maintained
confidential records in hard copy for several decades and security
procedures have not been questioned by the original custodians.
However, machine-readablle records are subject to considerably more
scrutiny in the area of data security concerns than normally is
encountered for textual records.?

3.1.6 What Is The Fiscal Impact On The Agencies Of Transferring
Machine-Readable Records To The Archives?

Several agencies were concerned about the potential cost of
transferring machine-readable records to the archives. Their

iFor example, the records manager for the Department of
'Revenue and the project archivist drafced a retention schedule for
individual inc.me tax files in August and September 1981. The
recommendation proposed that the master files be transferred to the
state archives each year because the data is considered valuable for
both internal agency research and potenial outside users. 8Statutes
and administrative rules which restrict access to the data were to be
observed and access to the record would be controlled by the original
custodian. Due to concerns about data security of these highly
confidential records, approval of the schedule by administrators in
the Department is still pending.
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reservations were based in part on the assumption that the agencies
would be required to provide the archives with computer tape and in
some cases with the software necessary to process the information.,
Although the archives does not accession software or retain software
dependent data files, some costs arise in the transfer of
machine-readable records which are not associated with the transfer of
hard copy files. For example, a retention schedule could recommend
that an agency periodically transfer data from a data base to a tape
for long-term preservation. Normally, the archives provides the
agency with the tape needed@ for such a transfer, but no standardized
procedures have been established for determining the costs of removing
the data from a data base or reformatting it. The archives has
expressed a willingness, in principle, to cover such costs.

3.1.7 Records Managers Lack The Skill, Time, And Resources To
Schedule Machine-Readable Records.

The lack of resources available to records managers was the most
common concern raised about scheduling machine-~readable records. Even
records managers who fully accepted the principle of developing RDA's
for machine-readable records, expressed concern about the amount of
time and staff resources required to do so.

, To ease the burden on records‘managefs, guidelines for
scheduling were simplified considerably. Originally the project staff
proposed that records managers and other records custodians would
draft RDA's which contained a complete description of the records and
provide enough information for an initial appraisal. These
expectations were relaxed considerably in order to reduce the burden
on records managers and encourage them to include machine-readable
records on RDA's. Records managers are encouraged to focus attention
on machine-readable records in conjunction with normal revisions of
retention schedules rather than through retrospective and remedial
efforts. Currently, RDA's serve to inform the archivists that a
machine-readable record exXists and provide only a very brief
description.

3.2 Data Processing Concerns

The .ack of integration between records management and data
processing activities is an ongoing concern. The relationships
between records managers and data processing staffs vary among
agencies, but in dgeneral, there is little awareness of the role of
records managers or the archives in the management and retention of
machine-readahle records.

Effective implementation of a records management program will
require more involvement with data processing staffs. Procedures for
systematic transfer of archival files should be incorporated into data
processing routines and documented in procedures manuals. Until such
procedures are developed, implementation of the disposition
recommendations on RDA's occurs »n an ad hoc basis. Initiating
transfer of archival records remains in the hands of the archivist who
must check the records schedules periodically to identify data files
due for transfer.
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ldeally, 4 records management program will benefit from
additional input from data processing personnel in the areas of
1dentification and scheduling ot machine-readable records. Data
processing personnel could provide technicali training and assistance
to records managers. Problems with software dependence, media
deterioration, and documentation would be minimized if records
managers worked closely with data processing personnel to develop
retention schedules as new systems are designed. These efforts would
also integrate the eXisting data processing retention procedures with
existing procedures for archival reviaw of other state records.

3.3 Technological Issues

Complex data bage structures continue to pose difficult problems
for archival retention of machine-readeble records. Some agencies
rely almost entirely on one centralized data base for automated record
keeping. If a "systems approach" to scheduling such a data base were
followed, it is conceivable that one schedule would cover all of an
agency's automated records and their associated input documents and
output reports. In many cases, such a comprehensive schedule would be
unwieldy. L

A couple of examples illust~ate this problem& First, during the
project, the staff examined one large data base in conjunction with
the University of Wisconsin Archives and the Registrar's Office. The
project archivist participated in several meetings attended by a
representative of the UW Archives, members 9f the Registrar's office
staff, and data processing support personnel. The Registrar's data
base contains more than 110,000 student rrecords and is\used to
maintain and produce transcripts, registration forms aﬂd records,
admission records, enrollment and drade reports, and a variety of
statistical reports, mailing lists, and routine notices. The data
base produces severali hundred regular output reports on paper' and
microfiche. Several other offices use the data base, including the
Graduate School and the Foreign Student Office, and output reports
from the data base are distributed widely throughout the University.
Although no schedule has been developed for the data base, one of the
University archivists is continuing to discuss methods for developing
a schedule. Second, a schedule was drafted for all of the input and
output records associated with a data base in the State and Local
Finance Division of the Department of Revenue. The schedule covers
106 separate records series used as input documents or created a
output from the system. -

The increasing use of updatable data bases poses conceptual and
technical problems for the archives. Conceptually, the use of terms
such as "processing files" and "master files" nqye been deemed
obsolete by some records managers and sy.tems anaiysts who work in an
environment of on-line data bases. They recommend elimination of such
terms from records schedules and the substitution of such concepts as
"permanent data set" or "master records" which are not tied explicitly
to one particular type of media. The use of agency-wide multi-purpose
data bases also changes the concept of provénance or places provenance
on such a hroad level that it becomes meaningless.

13
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Even 1f the data elements which should be preservéd can be
jdentified, the software and computer dependency of on-line data bases
createsy a4 major technical obstacle to acquisition of data. Some
software dependent files can be reformatted at considerable expense
and accessioned in a standard archival format. Increasingly, however,
the separation of a data set from its companion software renders the
data useless by eliminating the hierarchical relationships between
data elements which are the key to retrieval and manipulation of the
data. While the project staff lacked the technical resources to
address this problem, we consider the increasing sophistication of
software systems to be a pressing challenge for the archival
profession.
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PART FOUR: THE CURRENT STATUS OF MACHINE-
READABLE RECORES IN WISCONSIN

At the outset of the project, no more than fifteen records
series in machine-readable form were covered by Records Disposal
Ruthorizations (RDA's). Although 41 additional series were scheduled
during the course of the project, the vast majority of
machine-readable records still remain unscheduled. However an
important shift occurred in the attitudes of many records management
officers toward the scheduling of machine-readable records. This
section of the Final Report summarizes the current status of
machine-readable records in Wisconsin.

4.1 Records Management, Scheduling, and Disposition of MRR

When the project began, there was considerable records
management opposition to the concept of placing machine-readable
records on RDA's. The opposition was based on assumptions that
machine-readable records are "duplicates" of hard copy records and do
not require RDA's, the technical characteristics of the records make
them impossible to schedule and preserve, data processing shops have
adequate control over machine-readable records through their internal
procedures, and records managers lack the skill, time, and resources
to schedule machine-readable records. )

Many records managers have gradually accepted and recognized the

‘need to include machine-readable records in records management,

scheduling, and disposition procedures. Moreover, key records
management staff, particularly in the largest state agencies, eqndorse
the "systems approach" to scheduling records from automated systems.
According to this approach, input-récords, machine~readable records,
and output reports are placed on one comprehensive schedule which
covers all records associated with an automated records system
regardless of storage media or physical characteristics.

Several factors have influenced the growing concern with
machine-readable records among records managers. First, the Open
Records Law (Chapter 335, Laws of Wisconsin) s explicit in defining
machine-readable records as public records and reinforcing the concept
that machine-readable data must be treated 1like other record material
with regard to access. Second, during the summer of 1982, the State
Records Center conducted an inventory of computer tapes in inactive
storage at the Records Center and tape inventories were sent to agency
records managers.? As a result of th2 inventory, agencies became

30ne large agency had more than 1,300 tapes at the records
center which had been in inactive storage for at least 18 months. The
contents of 600 of these could not be identified due to inadequate
record keeping and scheduling.
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more aware of the volume of machine-readable records and the need for
better records management procedures for these materials. 1In 1982,

y the Records Center started charging agencies for computer tapes stored
there for more than 18 months. This policy change also made agencies
more aware of the volume of unscheduled machine-readable records.

Discussions between records managers, systems analysts, and the
project staff during meetings. of the Machine-Readable Records
Committee of the Records and Forms Management Council were valuable an
developing acceptable guidelines for drafting RDA's and increasing
awareness of the problems associiated with these records. While the
discussions stressed the need to schedule machine-~readable records,
they also provided a forum for records management concerns. Through

“these discussions, the policies adopted provide for a great deal of

flexibility in the format of RDA's. The amount of detailed

descriptiorn originally proposed by the project staff, has been reduced
considerably, . thus lessening the burden on records managers and

records custodians responsible for drafting RDA's. ' _ 7

o Currently, lack of time to devote to scheduling machine-readable
records appears to be the major reason that machine-readable records
are not covered by RDA's.* The degree of commitment and the '
resources devoted to scheduling machine-readable records varies
greatly among agencies. In the Department of Revenue, for example,
scheduling of machine-readable records and computer output microfilm
(COM) are major priorities of the records management staff. 1In other
agencies, machine-~readable records are scheduled on an ad hoc basis as
new systems are introduced or eXisting systems are revised. In many
agencies, there is no systematic effort to schedule machine-readable

records and in a few cases, records managers are completely unaware of
macliine-readable records.

’

) .

4.2 Education and Training

The adoption of policies for scheduling machine-readable records
has heightened the interest of records managers in education and
training. A few records managers have mastered the concepts and
techniques for scheduling machine~readable records. They have drafted
comprehensive schedules, some of which are being circulated as models.
However, many records managers have expressed an interest in '
additional training. fThe staff archivist will work with the Records
and Forms Management Council in planning and presenting a series of
workshops on scheduling machine-readable records during the fall of
1983,

The need for additional training is not limited to
machine-readable records. Many lecords managers have expressed an
interest in training in a broad area of records management policies
and procedures. The adoption of a "systems approach" to records

‘\\ganagement and scheduling of machine-readable records implies that

\\

¢Carol Leckie, "State Records Management: An Assessment,"
Wisconsin Department of Administration, Records Management Section,
(December 1982) p. 7. '
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machine-rcadable records should be included in records management
training sessions. . Some Sspecialized sessions, on topicCs such as
understanding automated systems and documentation, have been reguested.

.

4.3 The Role of the State Archives

* One obstacle to the implementation of a records management
program was the fact that some records managers questioned the ability v
off the archives to accession and preserve machine-readable records.
e development of internal procedures to handle these records and the
demonstrated ability of the archives to handle machine-readable
records have minimizeg the impact of these concerns.

The state archives continues to play an active role in promoting
better -management and preservation of machine-readable records in
Wisconsin. 1In order to maintain the momentum established by the
Wisconsin Survey of Machine-Readable Public Records and the Wisconsin
Machine-Readable Records Project, the archives will have to continue’
to promote activities related to machine-readable records for some
time in the future. ‘

In addition to encouraging policies for better management of
machine~readable records and providing training, the archives staff
will be expected to devote more attention to machine-readable records
than is normally devoted to textual records. It is unlikely that
RDA's which contain a description and disposition schedule of
machine-readable records will contain enough detailed information for %
an appraisal of the records. Usually, appraisal of these records will
require the archivist to collect additional descriptive information
from records managers and legal custodians. Once a records series has
been scheduled for transfer to the archives, the archivist will have
to initiate and oversee the transfer until systematic procedures are \
in place to make transfers of machine-readable records on a regular
basis. To elicourage records managers and the legal custodians to .
include machine-readable records in RDA's, the archivist will have to
encourage the development of comprehensive records schedules
especially wnen new systems are developed, existing systems are
revised, or a par:.icular records series is reviewed.

4.4 Summar - ‘ )
The current status of the records management and archival

program for machine-readable records in Wisconsin can be outlined as

follows. The general schedule for machine-readable processing files

exempts temporary non-master data files from the requirements of

review of their disposition by the Public Records and Forms Board.

All other records, including master data files, must be covered by a

Records Disposal Authorization which is submitted to the Board which

approves or revises the recommended disposition for the records.

Primary reponsibility for drafting RDA's rests with the &gency
records managers and legal custodians of the records. The policy
statement on scheduling, approved by the Recorde and Forms Management
Council, encourages scheduling of all records regardless of physical
characteristics or storage medium. The policy statement also °
recommends that a comprehensive schedule which covers all components




of an automated system be drafted whenever possible. It encourages
records managers to pay special attention to machine-readable records
when new systems are developed, existing systems are revised, or a
particularlrecords series is reviewed.

The guidelines on scheduling alilow agencies a great deal of
flexibility in the format of RDA's. Most schedules contain a very
brief description of input documents, machine-readable records, and
output reports. Before each quarterly meeting of the Public Records
and Forms Board an appraisal group of public records archivists
evaluates the RDA's and reviews the disposition recommendations.
Generally, the descriptions of machine-readable records provided by
" agencies do not contain enough detailed information about the contents
or technical characteristics of machine~readable records to permit the
appraisal archivists to evaluate their archival value. Currently,
RDA's for machine-readable records function primarily to alert the
archivists to the existence of machine- readabln records.

a

In most instances, an appraisal archivist must conduct some
additional research before the,disposition recommendation for a
machine-readable data file is approved or changed. Additional
information is obtained from records managers, users of the records,
and data processing support staff through telephone interviews or
office visits. Brief meetings may pe held with agency representatives
when a comprehensive schedule covering numerous records series in a
variety of formats is submitted.

)

The disposition recommendations for machine-readable records *
differ somewhat from the normal recommendations for textual records.
Normally, textual records are retained by the agencies in active
storage or ‘at the State Records Center in inactive storage as long as
there is an administrative need for the records. When these retention
periods exXpire, the records are destroyed or transferred to the
.archives for preservation. Due to the fragile nature of electronic
storage media, machine-readable records must be prought into archival
custody at an early point in their life cycle.

When*machine-readable records are scheduled for eventual
transfer to the archives, the-appraisal grchivists are reluctant to
approve dispositions uliless the records are to be transferred within
ten years of credtion. If an agency has an ongoin¢ administrative
need for the records which exceeds a ten-year retention period, the
archivist generally recommends that the archives acquires a copy for
preservation purposes, preferably as soon as processing of the file is
completed. Such a transfer early in the life cycle of the reco:d
assures that files are properly maintained and preserved and permits
the archivist to remedy inadequacies in the documentation by gathering
information from individuals who were involved with creation of the
records. '

Transfer procedureé for machine-readable records also differ
from-the procedures in place for textual records. Normally, paper and
microform records are transferred to the archives in regular shipments
from the State Records Center or directly from the agencies. The
transfer procedures for téxtual records are initiated by the staff of
the records center or the agencies. Currently, there are no
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systematic procedures for transfer of machine-readable recoras
scheduled for preservation in' the archives. The processing archivist
1S responsible for keeping track of data files which are scheduled for
transfer and initiating the transfer process.

o

The process of transfer is more complex for machine-readahle
records than for textual records. Generally, the archivist must
supmit a written request'to'the legal custodian, even though the
transfer has been approved, in principle, on the disposal
- authorization. Once the transfer has been approved, arrang menté are
made with the agency's data processing center for phy51ca1 ransfer of
the records. VYither a copy of the data file is made hy the agency on
magnetic tape supplied by the arcilives or the archives "borrows" the
agency's copy ¢f the record for re roduction at ADP or MACC.

Once the archives has physical custody of a aata set, the
processing archivist sands the tape with a request for copying to a
computer operatnr at ADP. The ADP contact takes responsibility for
copying the tape and transferring it to the tape library according to
the specifications requested by the archivist. If ADP cannot process
the tape, additional processing is performed at MACC. Computer '
consultants are hired on a free-lance basis when technical problems
arise in processing the data. Once a data set has been transferred to
the tape library, the processing archivist uses the Wang word
processing system as an on-line terminal to examine the data set and
verify its contents. Copies of printed output from a data set can ke
requested at any time. ADP makes back-up copies on magnetic tape
" supplied by the archives. o '

The archivist is responsible for performing or supervising the

~ processing routines nezded to reformat and validate the records. When
Frocessing is completed, the archivist compiles a "user's guide" which
contains all of the documentation needed by a patron to access and
interpret the data.: Often unanticipated technicel problems arise in
processing the data and the documentation transferred with the record
is inadequate. 1In either case, the archivist must return to the
original custodian for assistance or additional information.

Once the data file has been processed aud fully documented, the
archivist records the location, contents, and physical characteristics
on the tape maintenance log. The log is checked periodic&lly to
identify data files in need of regular maintenance routines such as
- precision rewinding, cleaning, or testing for deterioration.
Currently, ADP is responsible for physical maintenance of tapes stored
in the ADP tape library. However, the archives must submit requests
to ADP. for special maintenance procedures. .Finding aids for
machine-readable records are filed with the finding aids for other
state records and serviced by the archives regular reference staff.

4.5 Costs

The project developed estimates of the costs to the archives of
expahding its program to include machine-readahle records. There wWill
be no new expenditures for staff time because one member of the
‘permanent staff will assume responsibility for machine-readable
records 1in conjunction with h:s other duties as a public records
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archivist. The estimates below are based 6n approximately 60 reels of
tape currently in the archives holdings and an estimate »f new
accessions not to exceed 50 reels of tape per year. Estimates of new

‘costs which will be incorporated into the annual budget are as follows:’

Costs for Ne'! Accessions: .
Services:

Computing Services at ADP ' $1,600.00

Computing Services at MACC 700.00

Free-~lance Programming Services 2,000.00
Supplies: ’

50 reels of tape/yr. @5$20.00/reel 1,000.00

Costs for Maintenance of Holdings: '
Cleaning and rewinding of 30 reels/

year @$2.00/reel 60.00 .
Error checking of 10 reels/year
 @$3.00/reel - - "30.00
Transfer to new tape of 6 reels/year "

@$35.00/reel __210.00 . -

TOTAL | | " $5,600.00
& |

These costs will increase as the nupber of accessions grows and
as data sets currently in the archives have to be transferred to new
tape for preservation. However, in many cases records series will be
acquired in machine-readable form rather than as hard copy documents.
Many of the costs associated with new accessions will replace costs
normally associated with processing hard copy records. ‘

’

& iv? .
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PART FIVE: ORJECTIVES FOR AN ONGOING MACHINE~READABLE RECORDS PROGRAM

—

In addition to continuing with the existing macihine- readable
records program as an ongoing function of the state drchlvns, this
section of the Final Report identifies several ObJLCth&S which will

strengthen and enhance the existing progranm. f

'i.’

5.1 Promote Scheduling of Machine-Raaﬁable Records

1
.

Efforts to promote scheduling of machine- -readable records should
continue in conjunction with the Rﬂcords and Forms Council and the
Records Managem2nt Section of the Departm@nt of ﬁﬁmlnistratlon. These
efforts should be tailored to meet weeds and interests identified by -
agency records managers. The state archives must adopt a flexible:

position regarding the.format of disposition schedules and the amount
" of detailed description’ provided to avoid placing an unrealistin
burden on records managers and to encourage their participation.
Increased training should be provided through workshops sponsored
jointly by the Council, the Records Management Séction, and the
archives staff. Agency records managers who nave mastered the -
techniques to schedule machine-readable records shoulc be encouraged
to provide leadership in this area. .
5.2 Submit Revisions o the State Records Management Manual on

Sch.uiluling Records

The Reccrds Management Section of the DOA intends to revise its
records management manual on inventory and’ schedu’ing of
machine-readable records. BAs & basic method of publicizing the need
to schedule machine-readable records and training records managers,
the archives staff should work closely with the’ Records Management
Section to assure that machine~reada¥le records are discussed in the.

.. manual.

4
4

5.3 ~“Increase Invqlvement of Data Procassxng Depar rtments 1n Records
Management

To date, there has been little direct involvement or data °
processinyg departments in formal records. management procedures. While
many data processing shops have developed retention schedules for
machine-reacable records, these schedules are not integrated into
records management procedures or the provisions for external review of
disposition schedules by the Public Records ana Forms: Board. . When
formal RDA's exXist for machine-rzadacle records, the retention
schedules are not buil% into regula. ddata Processing procedures.
Increased efforts are needed tc integrate the records-nanagement
pregrams with data processing piocedures.
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5.4 Develop Techniques to Handle Complex Data Bases

The archives has developed the tecinical capacity to handle data
files in a rectangular format with fixed or variable length records.
Some more complex files can be preserved, but they usually require
ass’ “tance from programmers or other consultants hired on a free-lance
‘basis. However,®no technical solution has been 'developed for
preservation cZ data which is imbedded in most data base management
systems and updsted on a regular basis. It seems unlikely that the
solution to this problem will be forthcoming without considerable
technical expertise which currently is not available to the archives.
This. challenge should be addressed by the archival profession in
conjunction with other information specialists. ‘

5.5 Increase the Visibility of Machine-Readable Records in the
Archives and Encourage Research Use

There have been no efforts to publicize or disseminate
information about machine-readable recerds in the state archives.
Civen the reputation of the archives.as a repository for traditional
historical records, it seems unlikely ,that researchers would eXpect
the archives to hold machine-readablé records. To enceurage research
‘use of the collection, efforts should be made to publicize the
archives machine-readable records through their inclusion in published
suides to the archives holdings. = 2

Nt
‘
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vsppyresien e ({[The State of Misconsin

Disposition Number ..—.

PUBLIC RECORDS BOARD

Agency Archival Approval — e
Machine Readable Processing Files--General Schedule
Division ]
Subdivision :
\ 3 Archivist - Date
| hereby request disposition of these records as indicated below.
REMARKS
Head of Agency or Designated Representative  IDate
ﬁxecutivﬂiecretary Signature .
SUBMIT ORIGINAL AND FOUR COPIES TO THE PUBLIC Date
RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED.
RECORD DESCRIPTION OF RECORD SERIES: Give title, earhest date, use, subjects covered statutes or rul 1 g
NSLEI\EI%EESR of the record, file arrangement, volume or annual accumulatlon. and recommended retention penrgdes felating to the fihng

A

~ This geﬁeral scnedule covers computer generated "processing files"
on machine readable media including, but not limited to, punched
cards, magnetic tape, discs, drums, cassettes and diskettes.
Processing files are relatively temporary files uses to create,

” correct, reorganize, update or derive output from master data

'~ files. Processing files are distinguished from master data files

which are relatively permanent machine readable files containing an
, organized, consistent set of records of complete and accurate
% information.

\

X The purpose of this schedule is to allow the orderly destruction of
machine readable processing files without prior approval of the
Public Records Board aéxkequlred by ss. 16.61(4), 1979 Wis. Stats.
The schedule allows agenties to use discretion in determining
retention periods for machine readable processing files. However,
master data files are not covered by this gemeral schedule.

_ Agencies are required to submit to the State Public Records Board,
Form PRB-1, Records Disposal Authorization (RDA) for master data
files, before master files can be disposed of.

Because the machine readable media on which many processing files
are written are erasable and reusable, the recommendations DISPOSE"
OF and DESTROY refer only to the contents of the files and not the

recording medium. Whenever possible, the medium on which processing
files are written should be erased and reused within the guidelines

of this general schedule. Timely scheduling of processing files can
increase the availablility of space on machine readable media and
eduqe agency expenditure for stocks of recording media.
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Records Disposal Authorization :
DISPOSAL NUMBER

Form-PRH 1A

A DESCRIPTION OF RECORD SERIES

NUIMBE R - *

Al

This schedule is permissive and recommends minimum periods for
retention. There is no obligation to dispose of a file when the
recommeded retention period expires. The file may be retained as

long as desired. but it may not be disposed of sooner than the time
specified. .

! [

This general schedule has two sections. Section A covers processing
files used to create master files that are not updated. These
include processing files for one-time ‘studies and surveys: weekly,
monthly, annual and other periodic reports where a new master file
ls created for each subsequent report; and all other non-updated
files. They are the products of a process where data are entered
into a computer and subjected to procedures such as validation,
verification, editing,, sorting, etc., :B order to create a final
master file that is not superseded by a’revised file. Section B
covers processing files used to create master files that are -
subsequently updated. Processing files from updated systems are
those files associated with systems where data processing procedures
are used to delete non-current data and/or add current data to
existing master files.

\ [

.A. Machine Readable Processing Files from Non-updated Sytstems.

1. Test data [machine readable data files].

Machine readable files used in testing a system such as routine or
benchmark data sets used solely for the purpose of testing.

Retention: Dispose of when no longer needed

2. Source Data [machine readable data files]. N

Raw data abstracted from source documents and used as input for the
master file of a one-time study, survey, experiment, etc.

Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated from existing source documents or
related machine readable files.




Records Disposal Authorization
DISPOSAL NUMBER

Form-PRB-1A
PSS ' DESCRIPTION OF RECORD SERIES
S NUMBF R *

3. Intermediate Data Files [machine readable data files].
Machine readable data files containing output from within one run or
from one run to a subsequent run that manipulates, sorts and/or
moves data through the system, such as edit, correctxon, reject,.
suspense, unmatched data, rerun files, etc.
Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated from existing source documents or
related machine readable files.

4. Other Processing Files [machiqg readable data files]. ;

¢ ok
All other temporary files which contain raw input data for a master
file; partially processed data; summaries, aggregations and extracts
from“a master file; duplicate files no, longer needed to 'back~up a
master file; and related temporary files.
- ;Retention: Dispose of when no longer needed, provided the files are ]

superseded by a master file which is backed-up.

B. Machine Readable Prucessing Files from Updated Systems

5. Test Data Files [machine readable data files]. - . )
Machine readable files used in testing a system such as routine or
benchmark data sets used solely for the purpose of testing.

" Retention: Dispose of when no longer needed.

6. ' Source Data Files [machine readable data files].
Raw data abstracted from source documents and used as input for the
master file of an updatable system.
Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated from existing source documents or ’
related machine readable files.

3




Records Disposal Authorization

FORM TPR 1A

DISPQSAL NUM3ER _

RECORD
SERIES
NUNMBE &

CESCRIPTION OF RECORD SERIES

7.

10

moves data through the system, such as edit, correction, reject,

Machine readable data file containing data used with an input master

—-outputfrom-an edit program which used source data files as inmput. - ———]

L]

Intermediate Data Files [machine readable data.files].

Machine readable data files containing output from within one run or
form one run tu a subsequent run that manipulates, sorts and/or

suspense, unmatched data, rerun files, etc. and used to create a
valid transaction file (see 8, below) or a master data file.

Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated form existing source documents or : -
related machine readable files.

] " -
o

Valid Transation Files [machine readable data file].
file to create an updated master file. A valid transaction file is

Retention: Dispose of when no longer needed to update a master file
or as back-up to the current generation master f11e, usually after
the third update cycle.

Non-Current, updated master data file [machine readable data file].

Machine readable data file that has been superseded by a current
master file and/or a master history file.

Retention: Dispose of when no longer needed as back-up to the
current generation master file, usually after the third update cycle.

Other Processing Files [machine readable data files].

All other temporary files which contain raw input data for a master
file; partially processed data; summaries, aggregations, and
extracts from a master file; duplicate €iles no longer needed to

back-up a master file; and related temporary files.

Retention: Dispose of when no longer needed, provided the files are
superseded by a master file which is back~up.

J.




APPENDIX B

Revised Scheduling Policy and Sample Records Disposal Authorizations




STATE OF WISCONSIN

CONRESLOND ENCE /MEMORAND UM

Date: June 20, 1983 File Rel:
" To Records and Forms Coun(;il

From: Machine Readable Records Committee

Subject:  Revised Record Scheduling Policy

PURPOSE

This policy 1s provided to promote records scheduling.
applied when new systems are developed, exi
specific npcord series is reviewed..

This policy should be
sting asystems are changed or a

L]

- Information 1is atored in many different ways. These storage methods

include: -paper, microfilm, computer output microfilm

(coM), computer or word

processing tapes,’diags. diskettes, cassette tapes,

With advaricing technol@gy, scheduling oy

”allhrgcgndanis“nencssanymresardlessvoz_-é~T

video cassettes, etc.

“how the information is stored. (Note:
storage method.) :

POLICY

Schedule the record, including all applicable
current Records Dispositicn Authorization (RDA

Coabine all storage methods on the same RDA.
(1.e., paper, tapes, etc.) for inputs and outp

Schedul

e the record, including the

storage methods, through the
) procedures.

Identify all storage methods
uts used in the entire record

series. Each storage method may have a differ
recommendation. ’

ent record retention

RDA FORMAT

Use the Record Disposition Authorization (Form CPR-1) to sshedule all records.
The RDA format should include:

-Agency identificationg
. =Record information including:
-Title
~Description
-Annual acoumulation
=Arrangement
-Storags method
~Retention recommendation (may be different for each storage method).

BEST COPY Ayniagy £

Each agency may vary in its approach to acheduling records.
different samples of RDA’s that ocover reoords with more than
in the same RDA.

JE:STiDP11321 3 |

= 0028

Attached are three
one astorage method




fﬁﬁ:‘l?“”." Authofllltlfn | mhe gtm n{ miﬁtmsin Dicponal Numbe;_

PUBLIC RECORDS BOARD

. m;y f‘hrcmnl Appravel

ndustry, Labor and Human Relations sfafg”

Divinson
. . .
Job Service blo I .
Subdivision ) .
Unemployment Compensation - 1) .(/. L0 Archavist .
I certify that the tecords described in this request are not of suffi- Q C {J .
cient odministrative value to warant their further preservation and -1 BALA !
reques! that authority for their disposal be granted. N
Head 0! Agency er Designates Reprenentative Dele ’ .
- )
E A S z JEascutiveg SoJre y Signelule /
: . ] ’ A. } 54
NOLASN (9/30/7'7 - } 7/) /)3‘ T
S USMIT ORIGINAL AND THREE COPIES TO THE PUBLIC Dete e, Y ~
RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED. PiT * 0 v

z === T— 7 ———
RECORD ° ' DESCRIPTION OF RECORD SERIES: Give title, exliest date, use, subjects covered, form numbers, steiiies
SERIES l o rules relating to the filing of the record, file rangement, volume of annual accumulation, and recom=ezzes .

NUMBER |  retention pericd. (See records disposal proceduses in Administr ative Proctices Manual)
1. |Benefits Clains (Form Uc-17), 1875 o - L
- 'Neekrlfy"7bér§ef‘ift"cTé'ﬁi‘foﬁrtﬁ?fb?;c’onﬁ'nbéd‘unémp]oyment compensation claims )
. under Section 108.09(1) of the Wisconsin Statutes. ' L
® This disposal authorization supersedes RDA 13/76-01. - Y ,wa‘:
Volume: 300 cubic feet | : - "-":ﬁ_'e‘\

Arrangement: ln,grqévr”pf processing

Recommendation: PRetain cleim forms six (6) weeks after microfilm copy has been
prepared and delivered to the Job Service Division, then destroy. (The microfila
copy prepared in accordance with Section 16.80 of the Wisconsin State Statues ang
Chapter PR-1 of the Administrative code). Retain microfilm copy .for three (3)
vears after last activity and destroy.

. m e

BEST L2, e

ven mu..,;.
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e P R mree- . o L o
. B . — . e . g - ——

v -

. ‘ .
~vds Disposal Authorization

;‘c".‘" '_ ) mhc shﬁe Uf mlstﬂnsm Dlspocl’l- N.vumberbé-%/rfB

APR 8 -1993. PUBLIC RECORDS BOARD .
oncy b \ ) ! + AP! ' — |
- AR , .
—_ Revenve | (.’)'Zr(p') ' recorJ '3. ?'Lh'e nre.,tnc:hos“s
e | " S. 19.3578) "o Containeg
State and Local Finance, ), Wxs n
ernlun . 4 (3@ ecord La Slats'- (Open
Property Tax ’ Archivial Pe te '
ertify that the records described in this reguest are not of suifi- |
enl administrative value to wartant their further preservation and - ) S -“ —-E 2
Quest that authority for their disposal be granted. ' ' m:wmxs .
od of Agency ez Designated Representative Date " ; 1 3
. ot 7{ //3 Exocutive Socroury Signeture
7 2t (350) %,, M
SUBMIT ORIGINAL AND THREE COPIES TO THE PUBLIC Dete / )
RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED. - 5'/“ /J 3

CORD DESCRIPTION OF RECORD SERIES: Give title, ecrliest date, use, sub)ects covered, form nunbers, stetutes

[RIES or rules relating to the filing of the recoerd, file arrengement, volume or annual
MBER |’ retention period. (See records disposal procedures in fdmxmstmhve Prccfx?:eg ’ggncg;nﬁlahon. e recomnended

.

——

1 Titleﬁ State Assessment of Manufacturing (SKM) Source 00cuments. 1974 -~ -

~ Use & Subjects Covered: This record series consists of the M-forms, CAMPAS va1ua- a
‘tion data, valuation change record, and file maintenance forms used by the Depart-
ment of Revenue to perform an annual assessment of manufacturing real and personal
property as required by Sec. 70.995 of the Wis. Stats. )

Annual Accumulation: 30 cu. ft.
Arrangement: Parcel number within mdnicipality. county and administrative area.
Recommendation:

File maintenance forms - destroy after determining that changes have been :
recorded on the master data file. | i

CAMPAS Valuation Data - vetain most current data in parcel file. Destroy all
previous CAMPAS valuation data. ,

M-Forms - retain 6 years in the active parcel file and destroy.

Valuation Change Record (PA-531's) - retain 10 years and destroy.

(This authorization supercedes #139/81/002.)
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/Records Disposal Authorization . N -
_— - . - oisposaL Nuvser 0 03/53
FormPAD.1A ) : . . a : ) g
— -APR 81983 .

:€0RD . p
taes R DESCRIPTION OF RECORD SERIES '

2 | Title: 'Statg Assessment of Manufacturing (SAM) File Maintenance. 1974 -

>

Use & Subjects Covered: This record series consists of the computeir print-outs of file
maintenance changes to the SAN master file. The maintenance includes changes to name,
_ address, legal description, computer numbers, school codes, etc.

Annual Accumulation: 3 cu. ft.

Arrangement: Chronological by co-pUter number within administrative area, county and
munfcipality. 4

. > ‘ ‘ : .
Recommendation: Destroy after determining that changes have been recorded on the
master data file, A i

(This supercedes ROA #139/81/009.) ° o .

03 Title: State Assessment of Manufacturing (SAM) Output Reports.. 1974 - -

Use & Subjects Covered: This record series consists of the hard copy output produced'
by the SAM master file. . . — .

1t {ncludes but s not limited to school change reports, reason code reports, etc. The
following records are covered under separate authorizations: Alpha Logs, RDA # !
42/82/001: Full Value Rolls, RDA # 139/81/001; Equated Value Rolls, RDA # .139/81/003.

Annua\ Accumulation: & cu. ft.
. : ) ' 9
. Arrangement: VYaries. |

Recommendatfon: Retain until the administrative use has passed and destroy.

04 | Title: State Assessment of Manufacturing (SAM) Output, Microforms. 1974 -

Use & Subjects Covered: This record serfes consists of the microforms of output pro-
duced by the State Assessment of Manufacturing (SAM) master file.

Annual Accumulation: Minimal.

>

Arrangemént: Varies. : .

Recormendation: Transfer silver master negative hicrofiche to the State Historical
Society {mmedfately after preparation and verification for preservation with the
authority to weed. Retain Department of Revenue microfiche until the administrative

use has passed and destroy. L
- BEST [
Q
'

;" 7 7 § . ' 35 o . ) A




/.-Mum APR 5 .Ca.i

Ansposnl Authorization } . :

DGPOSM.NUMBER,lZéﬁ%Aﬁ3

OESCRIPTION OF RECORD SERIES - !

Y

gram wi\l be changed to an IMS Data Base.

- tion (Sec., Town, Range), County Register of Deeds parcel ‘recording information, aggre-

~ the State Historical Society along with the program documentation.

ERIC . 3

)

Title: State Assessment of Manufacturing,ProPerty (SAN) Master File. 1974 -

'Use & Subjects Covered: This series is the machine readable SAM master file wh1ch con-

tains assessment data and relevant information used by the Department of Revenue to per-
form an annual assessment of manufacturing real and -personal property as mandated by .
Sec. 70.995 of the Wis. Stats. There are three individual masters in thisgprogram prior
'to 1984; PA-531 Master, Real Master and Personal Master. Effective in 19838, this pro-

The PA-531 Master File contains the comphiter number, school cdde, reason code change,
number of acres, land and improvement value, name and address of manuﬁacturer. and
beginning and ending values resulting from. changes.

The Personal Master File contains the computer number. name and address of manufacturer,
tax code {school district #), business code\(SIC code), and aggregate ratio of all
classes -of property within that municipalitﬁl

The Real Master File contains the computer number. 1ega1 description, name and address |
of manufacturer, school district #, business (SIC) code, local parcel number and loca=

gate ratio of a11 classes.of property within. that munficipality, and number of acres and
value of the land {s given for each type of 1and (general, public, forest and exempt).
An improvement value is given for the general land category. .

The computer generated "processing files of this master file are covered under the
general schedule RDA #187/81. ,

Unft of Analysis: Parcel.

Arrangement/Sort Sequence: Administrative Area, County, Municipality, Computer Number
Order. . i

Source Documents: M-Forms, CAMPAS va\uation data, va1uat10n chanqe record (PA-531) and
file maintenance forms. | i

Recommendation: Freeze the master file annually when the data {s passed to Equaliza-
tion's STRAT system (approx. August 10) and copy the master and forward it annually to

.
° .
W il '.f--
t . C
[ 1
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N Q L RTAle 81 ZENsroiisin.

Ui.\posn:on Number

o — b
—-_——— r— =1 -4

I.

Daw” .

Heac ¢! A ency o1 Dengnated Representatyve
. . . g

Aguncy mmmecee s
} Department of Public Instruction
i)nus-')n ) .

Management and Budpet b S
Subdivivon ‘ "

Information Services N e [Date”

1 hereby request disposition of these records a dicam \ v 4 \
ﬁ‘L AA‘W i & - o . RLM&RKS
. 1

Executive Secretary Signature
He.bert Grover

*

SUBHIT ORIGINAL AND FOUR COPIES TO THE PUBLIC | Date :
RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED. : . o

—

RECORD DESCRIPTION OF RECORD SERIES: Give title, earliest date, use, subjects covered, statute: or ru'es relating to the fiing |
rfLFtF}IE.SIR of the record, file arrangement, volume or annual accumnulation, and recommended retention period.
. ] B 3 N . R v
1. Public School Enrollment File, c. 1962
. ‘ . A )
The file contains data on the number of boys and girls enrolled in each pﬁblic
- 'school on the third Friday of September, by grade level, the school code, ‘ -
district name and code, CESA and school year. These data are required by ¢
Section 115.30(3), Wisconsin Statutes, which require local school districts to
teport the number of children enrol\led in elementary and high school grades.
. * . N = 4
a. Medium: Paper Document (PI-1204 and PI-1205 or their equivalent)
Annual Accunulation: <mmoad ’Mﬁ”’c
Arrangement:_' Alphabetical by school distri.ct/school.
Recommendation: Retain paper document for ome (1) year after microfilmir;g o
has been completed and microfilm copies received by divi-
sion, then destroy.’ S
b. Medium: Microfilm
Annual Accumulation: .5 cubic feet
Arrangement: Alphabetical by school district/school. (Microfilm prepared -
: in accordance with 16.80 of the Wisconsin Statutes,)
Location: Silver negative properly stored for permanent uvse. Roll film
- used exclusively in the work area. -
Recommendation: Retain for 10 years and destroy.
)
apeT . A
‘ kot .. .
- g
. () :
L o ;_*%‘—7
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cqQnp
o . DESCRIPTION OF RECORD SERIES
T Y4 )

1. C. Medium: Machine-readable data files.

Annual Accumulation: .300 gubic feet

Arrangement: District/School sequence.

Recommendation: After one year transfer a copy of machine-readable data

. files to the State Historical Soclety for preservation.
(This agency recommends that all requests for information
' gontained in these files be referred to the Department of
0—Public Instruction to ensure proper interpretation.)
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a STATE HISTORICAL SOCIETY OF WISCONSIN

ARCHIVES DIVISION

PROCEDURES MANUAL FOR MACHINE READABLE RECORDS

June 1983




INTRODUCTION

The purpose of this manual is to outline current —olicies and
procedures for scheduling, appraisal, transfer, processing, ,
description, storage, and maintenance of machine-readable. It is
intended as.a reference manual for members of the archives' staff who
handle machine-readable records. Many of the procedures are subject
to change and will require revision as information technology changes
and as programs to preserve macliine-readable records evolve.
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1.0 Scheduling:

The drafting of retention schedules for machine-~readable records
is primarily the responsibility of the original custodian of the
records. The archivist should encourage records mampagers and the
legal custodians to include machine-readable records in RDA's through
the development of comprehensive records schedules which cover the .
input documents, machine-readable records, and output reports
regardless of their format or storage media. The Records and. Forms
Management Council "Revised Record Scheduling Policy" of June 20, 1983
outlines the basic principles for drafting comprehensive schedules.
Special attention should be paid to machine-readable records when new
systems are developed, existing systems are revised, or a particular
records series is reviewed.

l.l1 Drafting RDA's:

The contents and format of RDA's should conform toO policies
adopted by the Record: and Forms Management Council and approved by
the Public Records and Forms Boarad. .

The archivist should assist the origina. custodian in
distinguishing master data files from processing files which are
covered by the general schedule for machine-readable processihg files
(RDA #187/81). The archivist should assist records custodians 'in
identifying machine-readable master files which should be transferred
to the archives for long-term preservation. Source documents, output
reports, and documentation should be scheduled along with the
machine-readable data files. ’

1.2 Retention Periods:

Machine-~readable which merit long-term preservation should be
transferred to the archives as soon as possible’ after file processing
is completed. If the original custodian mandates a relatively long
retention period (i.e. five years or more), the archives should make a
copy of the data file for preservation purposes.

‘it)




2.0 Appraisal:

Appraisal ﬁ’hnciples and procedures for machine-readable records
are based on the existing standards for textual records. The
informational content of the file is the primary concern. Whenever
pessible, machine-readable records should be evaluated in conjunction

- With related textual records such as the input documents and output
reports. '

Often alternative versions of machine-readable records exist in
hard copy. In such cases, determining the most desirable format(s)
and storage media for long-term retention are essential aspects of
appraisal. Such evaluations should consider the liklihood that the
micro-level data file will be used for statistical analysis or that
researchers will request summary statistics or access to a single
‘case. The amount of processing required to prepare the
- machine-readable and hard copy versions, the amount of storage space
required for each version, and the relative costs of -preservation
should be taken into account.

In some cases, machine-readable records which do not merit
long-term retention by the archives can be used to create valuable
by=-products. Machine-readable records might be used to generate COM
output as an alternative to retention of paper files, to develop

-sampling frames for selecting samples of related paper files, or to
generate indexes to related hard copy records.

The appraisal checklist in Section 2.1 lists some of the common.
intellectual and practical considerations for evaluating
machine-readable records. The checklist should be used as a guide to
assist the machine-readable records archivist in making appraisal
recommendations. Often it is necessary to write a narrative appraisal
report stating the rationale for the appraisal recommendation.
Usually, the descpritions of machine-readable records on RDA'S do not
provide enough information to permit the archivist to make an
appraisal recommendation or draft an appraisal report. The appraisal
checklist should assist the archivist in gathering relevant
information from the original custodian to make a recommendation.
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2.1 Appraisal Checklist for Machine-Readable Records:

Intellectual Considerations:

Does the data file have:
legal value?
evidential value?
informational value?

Does the data file have: -
immediate research value?
long~term research value?

Does the data file contain original
micro-level data?

Is the file likely to be used for:
statistical analysis?
retrieval of single cases?

Is the data file:

Is the data file in danger of

deterioration or destruction in
its present location?

Do similar records exist elsewhere?
Are they:
Covered by an RDA?

Do related records contain information
not included in the data file?

Does the data file contain ihformation
not included in related records?

Are related records more desirable
re: the cost of preservation?
re: arrangement?

Will the other records be preserved?

Are there restrictions on use:
of textual records?
of machine-readable records?

Technical Considerations:

Is the data file readable?
Is the documentation complete?

Is special software required?

Approximate volume of hard copy records:

Approximate number of logical records:

Yes No
Yes No
Yes No
Yes No
Yes No
-Yes___ No
Yes No
Yes No

A one time study?

Maybe
Maybe
Maybe

Maybe
S
Maybe '

Maybe
Maybe

Yes No Maybe
Yes No
Hard Copy Microforms
Yes No
RDA #
"Yes No
Yes No
" Yes No \
Yes No .
Yes No
Yes No
Yes No
Yes No
Yes No
b SNy
Yes No

Ongoing?




3.0 Transfer of Machine-~Readable Records from Agencies to the
Archives:

As a long-term goal of a records management program for
machine-readable records, agencies should initiate transfer of
machine~readable records to the archives. Data processing and records
management procedures should be established toO transfer permanent data
sets when their retention period by the agencief eXpires. Retention
schedules should be includad in data processing procedures and
documentation. Until such procedures are established, the archives:
staff will have to initiate tran.ifer procedures in most cases.

3.1 Methods of Transfer:

There are two methods for transfer of data from the agencies to
the archives:

1) The agency loans a copy of the master data file to the
.archives for copying and transfer to the ADP tape library. The
archives staff sends the data file to ADP for copying as soon as
possible after it is received. The original vergion of the data
file is returned to the original custodian after it has been
copied and the agency is responsible for its disposition. A
back-up copy of the data set is made at ADP for storage in the
SHSW vault. .

2) The archives provides the original custodian with a blank tape
and requests the agency to make a copy of the data file on
archives-supplied tape. This copy is sent to ADP where a copy is
made for the ADP tape library. 1If possible, the copy of the data
set on the archives-supplied tape serves as the back-up copy.

The original custodian assum¢ 3 responsibility for disposition of
the original. ’

Either method is satisfactory because eacnrallows the agency to
reuse the storage medium and permits the archives to monitor the
quality, age, and maintenance of tapes in archival custody.

3.2 Format:

Whenever possible, data files transferred to the archives should
be written in the following format(s):

Mode: EBCDIC or ASCII
Tracks: Nine

Density: 1600 or 6250 bpi
Label:  NO Label

Parity: 0dd or Even

ADP does no% process 800 bpi tapes.
3.3 pata File Transfer Form:
The data file transfer form (Form'# AR-06-10) should accompany

each file transferred to SHSW. The form is completed by the agency
staff member wWho supervises transfer or copying of the file, usually a

4y




data processing staff member. Copies of the record laycut, codebook,

and source documents should accompany the file when it is transferred,
unless they have been collected in advance by the archivist. Whenever
possible, agencies should provide a dump of the logical records at the
beginning and end of the file. ’

o)
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DATA FILE TRANSFER/MACHINE READABLE RECORDS ' State Historical Society
, 5 ' Archives Division
1) *Complets one form for each file on a tape. ‘
2) Distribute the copies of this form as denoted below. \

3} Blank forms are available from. Archives Division, State Historical Society.

Agency: . Records Dispogition Authorization/Schedule Number:
Division: . B File Name (Series Title)*®:

Transfe‘zrred by: ‘ System Name: |

Phone Number: ' Dates or Years of Records:

Transfer Date: , - , Trensfer Approved By:

This file is written on tape number(s) (external label):

This file was computer generated on: - ' N Date file was created:

File is number of ‘ . files on_this reel of tape.

Number of logical records:

Length of longest logical recordis ——____ characters.
Number of blocks:
_ Blocking factor is ' logical records per block. ' ’
' Block size is characters. .
\Number of characters in last block is ' “ ‘
~ MODE TRACK PARITY DENSITY LABEL

L] BCD HE; [ Even L] sse . [ none
[ escoic Oe ] odd [J o0 [ 1em

(J ascn ‘ | [ 1600 ] ansi-
[ rieLoaTA | O e2s0 [] Other
D Other v

Comments:

-

Ply 1 - State Historical Society ' Ply 3 -*(Pink) User/Custodian of Records
Ply 2 - (Yellow) Data Processing/Operations Ply 4 - (White) Departmental Records Manager

EKC AR-06.10 ol




4.0 Accessioning Machine-~Readable Records:

The accéssioner is responsible for assigning accession numbers,
completing accession records for each data file transferred to the
archives, informing the processing archivist of new_accessions, and
placing tapes in the appropriate storage area. Unprocessed data files
should be passed on to the archivist for immediate processing or
stored in the vault if a delay is anticipated prior to processing.
Procedures for actCessioning textual records should be followed for
machine-readable data files. ’

4.1 Processing Conventional Data Sets:

Normally, data files should be processed as soon as possible
after *.ey are transferred to the archives. Immediate processing -
prevents additional deterioration of the storage medium and permits
the processing archivists to locate agency contacts who can supply
technical information and assistance with reformatting the file and
"correcting any gaps in the documentation. 1If a delay of more than one
year is anticipated before the file will be processed, data files
which do not reside on ‘new tape should be copied onto new tape. Data
on non-conventional storage media, such a punched cards, should be
transferred to magnetic taﬁe as soon as they are accessiored. MACC
has facilities for transferring data stored on punched cards to tape.

4.2 Transfer of Conventional Data Sets to ADP:

Data sets which conform to the following format generally
require only a tape-to-tape copy procedure for transfer to ADP:

Mode: EBCDIC (ASCII)
Density: 1600 or 6250

Label: " No Label (IBM Label)
Track: Nine

Parity: 0dad or Even

File Strusture: Rectangular

The processing archivist should complete the ADP Operations -
Tape Copy Information Form. This form is self-explanatory, except:

Vol=Ser Names: Fill 'in the external label (reel i.d., tape
number) of the input . tape. '

Part C.

Data Set Name: This is a temporary name for the input file used
* in processing only. Use any convenient name. ’

Record Length: For variable length records, indicate the length

of the longest record. ‘

Blocking: Indicate the length of the longest block.
" part D. "
Ouput Tape Density: The output density for tapes stored at ADP
normally is 6250 bpi. ADP may determine the density for tapes
stored in their tape library. Output density for back-up copies
stored in the SHSW vault should be specified by the processing
archivist as 160C or 6250 bpi.

-
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TO:

FROM:

~Dept. : ' ~_ Phone #

ADMINISTRATIVE DATA PROCESSING -~ OPERATIONS
TAPE COPY REQUEST
Administrative Data Processing (Student Technician)
750 lniversity Avenue : Room 53

Requestors Name

Address

Eligibility Guidelines

1) .

2)

3)

4)

5)

Requestor must be associated with the university system or the state or
federal government to be eligible.

The requestor must have a MACC or ADP account with a current balance of
at least $50.00. Contact ADP Business Office at 1210 Dayton Street to
set up or add money to an account.

Account # Balance As of

The requestor must Ssupply both the input and output tapes. ADP does
not sell tapes. If it's necessary to purchase a tape, this can be done
at MACC tape library. '

If there aren't any problems with items 1 - 3, the reQuestor\is
eligible to submit tapes for processing and should fill out the

_required information on this sheet and also fill out a Project Request

form which will be forwarded to the ADP Business Office.

Checked by (ADP person)

The appriyximate turnover time for a request will be 5 working days from

the time of the request if there aren't any problems.

Approximate Cost -

The standard setup charge is $10.00 for first tape or data set and $2.50 for
each additional tape or data set plus the machine charges to copy the tape.
There is a $2.00 charge fur each tape label dump.

'If the request requires involvement of the Technical Support staff, there will

be an additional charge of $20.00. The requestor will be contacted prior to

this.

BJO: jv
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ADMINISTRATIVE DATA PROCESSING - OPERMTIONS'

TAPE COPY INFORMATION ’

LI

]

A separate sheet must be filled nut for each individual tape toO tape copy exce

for a multivolume data set for which volumes should be listed in sequence on on
sheet. A tape with multiple data sets should have each DSN listed in sequence. "\
On labeled tape the external label name must match the internal label names. We |~
do not process 800 BPI tapes. Tapes are assuned to be EBCDIC. '

If there are only ASCII tapes involved please note this in the comments below.

A. Input Tape Information: Density is 1600(DEN=3) _  ©250(DEN=4) _
. \ *

Label Information: Standarde0S- _  No Labels _ - Other: S

B. Vol=ser Name: (1) &z) - (3) (4) (5) ]
~ .

C. Input DSN Info: One per tape except on multi data set volumes~list in

sequence. Provide the position of the DSN also, i.e., 3rd data set on tape, N

etc. ) p

Jata sSet Name # of Record Blocking Record Type

Records Length Fixed Variable Undefinead

Fixed Variahle Undefined
2) . . !
. - Fixed 'Variable Undefined

¢

3)
Fixed /Variable Undef ined .
4) . : '
i Fixed' Variable Undefined
D. Output Tape Information: Density Required 1600(DEN=3)—‘_ ‘ 6250 (DEN=4) _
E. Output Vol Se;cﬁ (1) (2) ~(3) (4) - _ (5) : '

.

.F. Output DSN Inhfo:

Data Set Name Record Length  Blocking Record Typg'

Fixed Variable Undefined
1)

' Fixed Variable Undefined
2) : \
Fixed ' variable Undefined

3)
Fixed Variable Undefined
4)
Fixed Variable Undefineq
5)
COMMENTS : : ‘ | ' /
BJO: jv . uzi ’




part E, ' ’\
Output Vol=Ser: Leave blank for copies stored in the ADP tape lidrary.

This is determined by ADP. Specify the external label of, SHSW-supplied
tapes for back-up copies. . < {

Part F. v

Output DSN Info: Follow the Data Bet Naming Conventions described’?n
Section 5.0 of this manual. ! .

Records type and block size: ADP determines the record type and block size
of the output file for data sets stored in the ADP tape library. A fixed

block size not to exceed 32760 characters should be specified for back-up
copies stored in the SHSW vault.

4.4 Transfer Procedures and ADP Contacts:

Lo \
AY

Tapes for transfer to ADP will be picked'up by the ADP courier if they are
placed on the ADP delivery shelf. Our current user/programmer.contact at ADP is
Kathy Perez, 263-2562. Input tapes will be returned to the ADP shelf by the
courier after they aave been copied. Advanced technical question should ke
referred to Jerry O'Reilly at 263-4805.

4.5 Verification of the data trafmgfer:

The accuracy of data sets transferred to ADP must be verified by comparing:
dumps of the data with the record layout and the codebooks.

Once the data set has been trancferred to ADP, it can'%e exXxamined on the
screen of a WANG terminal or from printed output. Output from the file can be
obtained by submitting the JCL from SPOT through a 3270 attachment or by
submitting a batch run with the JCL in a Wang documen.. To examine the data
set, submit the following JCL: '

»

(O
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4

JCL for verifying transfer of data sets to ADP. This JCL copies the
first 10 or the last 10 logical records from an ADP tape data set to a
LOOK file:

//Uxxx JOB (,XxXx,,100,,1111,),nnnnnnnn.xxx,

// GROUP=ARC, MSGLEVEL=1,CLASS=Q, TIME=1

//* Insert user initials (xXxx) and user # (nnnnnnnn)

//STEP1 EXEC PGM=SELECT,PARM=' OPTION1,OPTION2,0PTION3, OPTION4 !

//* Option3 allows pPrinting or suppression of HEX. (Default is HEX).
//* ., Option4 allows a translation or no translation of non-printing.
//* characters. (Default is a translation).

//* See the SELECT Manual for options.

//SYSPRINT DD SYSOUT=»

//SYSUT1 DD DSN=U.ARC.Aiiiiiii,DISP=SHR

//* Insert the DSN (iiiiiii) of the desired data set.
//SYSIN DD =
STOPN=10

//* Select stops processing after the first 10 logical records.

OR :
STARTN= Number of logical records minus 10
//* Select starts processing 10 logical records befare the EOF.

OR

STOPN=10

ENDGRP

STARTN= Number of logical records minus 20
//* SELECT processes the first 10 and last 10 1lu, cal records in the
//* file.

Output is routed to a LOOK file. The output includes a record
count. The accuracy of the data set can be,verified by examining the
data gn the screen. However, a printout of the dump is a preferable
format| for verification. The contents of the 10K file can be routed
to the laser printer or to other remote printers. Printed output is
delivered to the ADP shelf by the ADP courier, generally on the day
following the batch run. At a minimum, the first 10 and the last 10
logical\records should be printed for verification purposes. In some
cases it\may be necessary to print more logical records.

L

The printouts should be compared with the tape ldYOUﬁ\\
codebooks, and any dumps of the data provided by the original:,
custodian.to assure that .the data was copied accurately and that the
documentation matches the data. Copies of printed output should be
retained and included as "dumps" in the documentation. (See Section:
6.11). \

The SELECT utility can be used for additional data verification
such as checking for outlying values, obtaining group counts for
specific record types or subsets, or verification of any specific
record. The SELECT manual contains details on the SELECT commands.
SAS can be used for statistical analyses of the data which may be
useful in some cases.

ab
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4.6 Creation of Back-up copies:

Each data set stored at ADP should be backed-up with one copy of
the file. Back-up copies are stored in the SHSW vault. Back-up
copies should conform to the following standards:

. Mode: EBCDIC or ASCII : ,
» Density: 1600 or 6250 ‘ '
i Label: No Label
,  Track: Nine
Parity: Even or 0dd

The back-up copy is not necessarily an identical copy of the
master. In some cases it is desirable to retain two different sort
sequences of a data set, one as the inaster and the second as the
back-up. Masters stored at ADP at a density of 6250 bpi gan be
backed-up with 1600 bpi tapes. '

The tape copy created during the transfer process can be used as
the back-up copy, provided the copy was written on new tape and the
file conforms to the technical specifications listed above. If such a
back-up copy is not available, one should be made. ADP will make tape
to tape copies. However, the pProcessing archivist should be aware of
the technical characteristics of the output tapes. Hardware tape
marks and software DCB's (data control blocks) and BCW's (block
control words) are written on many ADP tapes by the tape copy
utilities. Efforts should be made to create back-up copies which are
not dependent on ADP hardware or software.

4.7 Transfer of Non-Conventional Data Sets:

Frequently, data sets provided by the agencies do not ‘conform to
the standard format and require additional processing at ADP or at
MACC. -Typically, such processing will require the assistance of a
contract analyst or programmer. Both ADP and MACC.have contract
analyst services available. Progamming assistance can also be
obtained from free<lance programmers Currently. MACC is compiling a
directory of individuals available fok free-lance consulting,
programming, and related data processih services. Once
non-conventional data sets have been regapmatted into the standard
format, they can be processed like conventgpnal data sets.

' N\,

\,

N\
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5.0 Assigning Series Numbers and Data Set Naming Conventions:

To facilitate retrieval of data sets stored at ADP and to
coordinate data sets with their finding aids, the output data set
names (DSN) for data files stored at ADP must conform to the following
naming conventions:

All data set names begin with the prefix:
U.ARC.
followed by:

’ Any alphanumeric character or character string (A
is preferred for state records; CL is preferred for
county and local records),

followed by:
The four-digit numeric SHSW archives series number
or the county and lcoal records series number,
followed by:
~The sequence number of the data file.
The sequence number refers to the sequence of each
data file witnin a record series. For example, if
Series 2052 is an on-going series which includes
one data file for each year beginning in 1976, the
sequence number for the 1976 file is 001, the
sequence number for the 1977 file is 002, etc. The
DSN for the 1976 file is:
U.ARC.A2052001 :
The DSN for the 1977 file is:
U.ARC.A72052002, etc.
Data file for one-time surveys should use 001 as
the sequence number. '

Data set names specified by the processing archivist should not
be changed by ADP un1e§s they consult with the processing archivist.
This should be noted in the "Comments" section of Part F of the ADP
Tape Copy Information Form. '

g |
O




6.0 Documentation/Finding Aids:

The processing archivist is responsible for compiling
documentation which will provide users with the technical information
required to access each data set and interpret its contents.
Generally, this documentation will be compiled as a finding aid called
as user's 9uide.

6.1 Format for User's Guides

At a nminimum, the user's'guide must contain the elements listed
below and should conform to the format for User's Guides:

6.2 Title Page:
The title page includes:
a) The heading: "Archives Division, State Historical Society of
Wisconsin" ‘ t
b)The name of the Agency, Division, and Subdivision of the
Original Custodian
c) The title: "Users Guide for the Series Title, Inclusive
Dates . '
d) The media indicator " # machine readable data file(s) "
e) The series number
£) Indication of Restricted Access: "Restricted" (if applicable)

6.3 Restrictions:
I1f access is restricted, the second page consists of a note
indicating the nature of the restrictions, statutory references,
duration of restrictions, and procedures for requesting access.

6.4 Table of Contents
6.5 Abstract: ’

The abstract should contain information sufficient to provide
potential researchers with a summary overview and description of
the contents and technical characterisyics of each data file and
all of the data elements needed to catalog the series according
to internal archives' procedures or the MARC format for archives
and manuscripts. Generally, one abstract will suffice for each
open ended series unless there were substantial revisions to the
system at some point. A "List of Holdings" can be used to
provide information about each file in an ongoing series. The
abstract should include the following information:

Series Number:

Agency: \
Division:
Subdivision:

series Title, Inclusive Dates, and General Materials Designator:
for open-ended series list the earliest date
the general materials designator usually is written as:
machine-readable data files

Summary of Contents:




Geographic Coverage:
include any consistenly available geographic subdivis.ions

Unit of Analysis:
Sort Sequence:

Technical Description:
File Structure:
Number of Logical Records:
for open-ended series, list the number of logical records
“in each data file on the 1list of holdings)
Logical Record Length: ' '

Finding Aids:
include a citation to the user's quide and any other finding
aids in the custody of the archives or original custodian

Related Records:

Restrictions on Use: _ v
include the source or authority, termination dats, and any
special access provisions. ‘

Suggested Citation:
Agency, Division, Subdivision, "Series Title," Date, )
G.M.D. , State Historical Society of Wisconsin, Archives.
Division. ’ /

i
1

Processed by name , year

Accession Number: : :
RDA Number: - /
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6.6 Sample Abstract

ABSTRACT
SERIES NUMBER: 1559 '

AGENCY: Department of Revenue
DIVISION: Division of State and Local Finance
SUBDIVIZION: Bureau of Property Tax

SERIES TITLE: SALES ANALYSIS SYSTEM MASTER FILE. machine-readable data file ,
1975~ . o :
AT ) .
SUMMARY OF CONTENTS: Numeric data files containing data on appruximately
- ' 100,000 parcels of real property sold each year in
' Wisconsin. Each parcel is identified by administrative
, area, county, and municipality, sales number, and parcel
number. Data on each parcel includes property class,
number of units, intended use, sales date, sales price,
assessed value of land and improvements, the ratio of
assessed value to sales price, and a few other
descriptive items. The data are used to calculate the
ratio of assessed values to market prices in different
areas of Wisconsin.

GEOGRAPHIC COVERAGE: Wisconsin, and thereunder by administrative area,
county, and municipality.

UNIT OF ANALYSIS: Parcel. ’

SORT SEQUENCE: Numeric by administral.ive area, and thereunder by
county, municipal code number, and sales date.

TECHNICAL DESCRIPTION:
FILE STRUCTURE: Rectangular

FILE SIZE: See: "List of Holdings" (p. 3)
FINDING AIDS: "User's Guide for the SALES ANALYSIS SYSTEM MASTER FILE
machine-readable data file , 1975- ." This:

descriptive documentation is available from the Archives
Division, State Historical Society of Wisconsin.

RELATED RECORDS: Department of Revenue, Division of State and Local
Finhance, Bureau of Property Tax, FIELDED SALES ANALYSIS
SYSTEM MASTER FILE, 1975~ machine-readable data files .
Archives Division, State Historical Society of Wisconsin.

RESTRICTIONS ON USE: Access to this file is restricted by s. 77.23, Wisconsin
Statutes. Requests for access should be directed to the
Director of the Bureau of Property Tax.

SUGGESTED CITATION: Department of Revenue, Division of State and Local
Finance, Bureau of Property TaxX, "Sales Analysis System’
Master File" machine-readable data file , 1975~ .
Archives Division, State Historical Society of .
Wisconsin, Series 1559.

Processed by K. Unertl and M. Hedstrom, 198l.
Acc. No. 1981/156.
RDA No. 193/80(1).

U L
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6.7 Archivist's Processing Notes:

The archivist's processing notes are used to inform the researcher
of any changes made to the data as it was processed and to indicate
any technical and interpretive problems with the data or the
documentation. Processing notes should include information about any
conversions or reformatting of the data such as changes to the
cnaracter code, unpacking packed decimal fields, converting data from
systems files to flat files, blank filling variable length records,
etc. Processing notes should also mention any known errors in coding
or keying the data, mssing data, inconsistencies between the data and
documentation, undefined characters, and other technical problems.

6.8 Source Documents:

Include a copy of the source document(s).

6.9 Record Layout:

The record layout must include the following ‘information for each
field (variable) in the file.: :

a) variable name

b) Width of the field

c) Location of the field

d) Character type numeric, alphanumeric, packed decimal, etc. .

If all variables are the same type, this can be noted on the

record layout.

The record layout must be legible. If diagrams provided by the
agency are illegible or incorrect, the record layout should be typed
in a columnar format. '

\

6.10 Codebooks:

The user's guide must include a list of all codes used to
represent data in each file. If the use of codes is limited to a few
variables or a few values for each variable, codes may:be listed in
the record layout. Extensive coding requires a separate codebook.

6.11 Dumps: (

Include a Qump of at least the first 10 and last 10 ‘logical
records in each file included in the series. If the series contains
confidential information, dumps should be edited to delete fields with
confidential information or access to the dumps should be withheld
until researchets have secured permission to access the file from the

‘original custodian.

6.12 Organization, Reproduction, and Filing of User's Guides:

There should be two copies of each user's guide: one filed in the
reading room with state records' inventories and one files with state
record inventories in the processing area. The user's guide should be
filed by the series number of the data file.

6




In some cases, there Wwill be a considerable volume of
documentation which contributes to interpretation of the contents of
data files, but i3 not included in the user's guide. Examples of such
types of documentation include administrative records of research
projects, original source documents, preliminary and final analyses
and reports, and records describing the file or database development
such as sampling procedures, development of data dictionary
definiticns, error rates, data collection, etc. Generally, such
records should be processed as separate series. The abstract in the
user's guide should list such series in the related records note.

In the case of confidential records, portions of the documentation
usually included in the user's guide may also carry restrictions.
Dumps of data in the file must be restricted. (See: Section 6.11).

.
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7.0 Storage and Maintenance:

Master copies of data sets are stored in the ADP tape library.
Back-up copies are stored in the -SHSW vault.

7.1 Storage Conditions:

The following list contains optimal storage conditions for
magnetic tape. Tapes stored under these conditions can be eXpected to
last from 12 to 20 years. Whenever possible, these conditions should
. be used as guidelines and storage areas with frequent or extreme
fluctuations+in temperature or humidity should be avoided.

Temperature: 65 degrees F (+ or - 3 degrees)

Humidity: 40 % RH (+ or - 5%)

Free from Dust, Smoke, and Strong Magnetic Fields

Store Tapes Upright on a Grounded Metal Rack

Store Tapes in Plastic Canisters which Support the Reel at the
Hub _

Place External Labels on all Tape Reels

7.2 Storage of Back-up Copies in the SHSW Vault

Back-up copies should have two external labels. One label
contains the reel number. External reel numbers are sequential
numbers which begin with the prefix SH and are followed by 4 digits.
To determine the next reel number for an unnumbered SHSW tape (See:
Section 7.4). '

The second external label should contain the following
information in the following format:

~ Series Number ' Series Title
LRECL= NLREC= BF= BS=
Label ‘DEN Track
Dup/Master Restrictions
Reel i.d. Reel Sequence

7.3 Tape Maintenance

The archives is responsible for maintenance of data sets stored
in the SHSW vault and for monitoring maintenance of SHSW data files
stored a2t ADP. The following maintenance schedule should be followed.

Once per six monthss
Turn the tape reel one-quarter turn on the storage rack to
prevent sagging.
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Once per year:
Test read a sample of tapes in storage. ’
I1f the tape contains permanent read errors, the data should
be transferred to a new tape. .

. Examine the tape reel visually for cinching; protruding layers
of tape; broken reel, hub, or canister; surface contamlnatlon by
dirt; creases, scratches, and other signs of physical
deterioration. .

Most of the problems listed above can be remedied by a cleaning
and precision rewinding of the tape. After maintenance
procedures are performed the tape should be read again to check
for permanent read errors.

Every 1-2 Years:
Tapes should be cleaned and precisions rewound regardless of
physical appearance or evidence of read errors.

Every 12-20 Years (or more fredquently if evidence of deterioration
- appears): '

Transfer the data file to new magnetic tape.
Tapes may be .expected to last 12 to 20 Years under optimum e
storage and maintenance conditions. However, it may be
necessary to transfer data to new tape more frequently if
any of the indications of physical deterioration listed
" above appear and cannot be remedied by cleaning and
rewinding the tape. Less than optimal storage conditions,
especially frequent or extreme fluctuations in temperature
and humiciity, accelerate tape deterioration.

-

A oo - TR

7.4 Tape Maintenance Log:
The tape maintenance l1og is stored in Wang Document #1280H.

Purpose: The purpose of the tape management log is: .

1) to maintain a record of the status, location, and physical
characteristics of each tape in the archives and of any tapes stored
elsewhere which contain public records in the custody of the archives;

2) to keep a record 'of the physical ‘condition and maintenance
performed on tapes in the archives' custody;

3) to record the series number, accession number, file name,
data set name (if required for access), creation date, and
restrictions on access for each file stored on each tape; and

4) +o maintain a record of the tape number(s) which indjcate the
physical location of each series in machine-readable form.

Design: The log has one logical record per reel of tape. This
record contains tape specific information which describes the physical
characteristics of the tape. Each tape record is followed by one
record of file information for each file on the tape. The file
information consists of the seqguence of the.file on the tape, the
series and/or accession nuwnber, a truncated version of the file name,
‘the data set name (for internally labelled tapes), the creation date,
and any restrictions on access. All other descriptive information
pertaining to machine-readable data files is located in the finding
-aids. There is 'one word processing document page per reel of tape.

65




Updating: The log should be updated whenever the contents,
physfcal characteristics, or location of a tape changes. The first
data element in each record contains the date that the log was
updated. Page W of Wang Document 1280H contains a blank form for use
when information about new tapes or new data files are added to the

log. This page also contains the codes used to record information in
the log. '

kY

Use: The tape maintenance ‘log is used to record information '
about each tape and each file in the archives custody. It can be used

to retrieve 1nformatlon about a specific ‘reccrd series or reel of tape -

by using the séarch functlon to 1locate all pertenant information in .

the log. The log should also be used in conjunction with tape '

maintenance procedures to locate all tapes in need of maintenance.

e

6t




7.5 Sample Record for Each Reel

Today's Date:

Tape Number:
Status:

Physical Location:
Other Number
Number of Tracks:
Density:

Parity:

Label:

Computer Generated
‘Tape Length:
Certified Density:
Manufacturer:
Purchase Date:
Date Physical Status Changed-
Type of Change:

Date of Precision Rewind:
Reel Sequence:

Number of Files:

7.6 Sample Record for Each Data

File Sequence:

Series’ Number: )
Accession ‘Number:

File Name:

Data Set Name:

‘Date Generated:

Access:

Data file records are repeated

Kl

of Tape

v
LR R I ) i
LR S ]

.

-3
File

’
seees b0t e

for each file on a reel of tape :




7.7 Tape Maintenance Log Codes:

Today's Date:

Tape Number:

Status: s

' Prysical Location:

Other Number:

\
’

Number of Tracgs:

Density: .

Parity:

Label: -

Computer Genereated On:

Tape Length:

Certified Density:

«

+

- 0556 | A :
0800 .
1600 | . o

- (In feet.):

YYMMDD Enter date that 1og is updated or new .
daca is entered. :

External Label (SHxxxX or ADP Vol.Ser. #)

Status of Tape: ’
¥ Master
D Duplicate
S Scratch Tape
W Work Tape

VAULT (=SHSW Vault)

DPLS '

MACC

ADP ' ‘

STAFF (=Processing Staff) { o :
»

Additional External Label (If tape is-~stored

at a computer center, enter the i.d. needed

to access the tape.)

»
a o

i or‘9

(In bpi.):

6250

0 0dd
E Even _ }
U Unknown ‘ Co

UL , Unlabeled o _ M
AL ANSI Standard Lahel ’
IL 1IBM Label

OL Other Label

/

MACC (=UNIVAC 1100)
ADP (=IBM 370/168)

0600
1200 o
2400 . - ﬂ .
3200

¥

Manufacturer's certified maximum density:

(In bpi.):

0556 L .

0800 ' .
1600

6250
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Tape Manufacturers: Wabash
Memorex !
Burroughs
IBM
Scotch (3M)
Tri
Graham Magnetics

Other

WO IO U & W

Purchase Date: : - TYMM

Date Physical Status Changed: = YYMM
' Type of Change: 0 New Tape.
1l Written On.
2 Cleaned (Cleans dirt from tape =-
does not destroy information recorded
on the tape).
3 Cleaned and Tested (Cleans any dirt
from tape -~ testing or recertlficatiog
. destroys information on the tape)
4 Degaussed (Demaghetizes the tape.
Once date has been written onto a tape,
that tape should be degaussed before¢
using for archival storage).

~Date of Precision Rewind: YYMM
“ Leave blank if new tape. Typically
will be the date the tape was last
mounted and rewound on the tape drive.
May be the datle created, cleaned,
tested, degaussed, or used.

Reel Sequence: For multi-reel files. Indicates how
many sequentially. associated reels
comprise a data file. A single reel
file should be indicated by 01/01

- (first of one), and multi-reel files by
entries such as: 01/05, 01/08, 02/08,

etc.
Number of Files: For multi~file reels. Indicate the
number of files on this reel of tape.
\ (Use left leading zeroes; i.e. 001,

002, 010, etc.).

File Sequence: Indicate the sequence of this file on
the tape (01/03, 02/03, 03/03, etc.)
and describe below.

Series Number: Indicate SHSW series number, if
assigned. 1If the series includes more
than one machine-readable data file,
indicate the file sequence in the
series number as follows: (series
#.001, series #.005, etg.).

6y




i
Accession Number:

\ File Name:

Date Set Name:

Date Generated:
N _
b Y

Access: |

Document id: 1280H

|
|
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Indicate SHSW aécession\numberyfor
unprocessed files.

Give brief series title to identify
contents of ‘file. ' -

Indicate the Data Set Name (DSN)
typically found on the Header Label
(internal label) and required to access
the file. (For tapes stored at ADP,
typically U.ARC.XXXXXXXXXXXXXXXXX.)

YYKM

In@icate Restrictions on/Access tO the
File: ~ /

R Restricted '

P  Public Use

\

\

\

Document Name: Tape Management Log




APPENDIX D

[}

Sample User's Guide for a Machine-Readable Record Series

Note: This appendix is included as an example. Portions of the
codebook and the appendices to the user's guide were not
reproduced -because they are self-explanatory. The dump of the
first 10 records which appears at the end of this user's guide 1s
hypothetical A= . BAn actual dump is not not included in this
appendix becal.. the series is restricted.
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STATE HISTORICAL SOCIETY OF WISCONSIN

Department of Revenue
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Buieau of Property Tax

User's Guide.fdr the
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FILE, 1975 ~ [machine-readable

data files]. Restricted.

Series
Number
1559




RESTRICTION:

The State Hiétorical Society of Wisconsin
shall, according to ss. 16.61(13)(b),
Wisconsin Statutes, observe the privileged

information requirement of s. 77.23,
Wisconsin Statutes. -

Requests for access to this file should be
directed to the original custodian, the
Director of the Bureau of Property Tax.

Rusearchers must obtain formal approval from
the original custodian before the State
Historical Society will allow access to

this file.
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SERIES NUMBER: 1559

AGENCY: Department of
DIVISION: Division of

Revenue
State and Local Finance

SUBDIVISION: Bureau of Property Tax

SERIES TITLE: SALES ANALYSIS SYSTEM MASTER FILE, 1975-
[machine-readable data files].

SUMMARY OF CONTENTS:

Numeric data files containing data on approximately
100,000 parcels of real property sold each year in
Wisconsin. Each parcel is identified by administrative
area, county, and municipality, sales number, and parcel
number. Data on each parcel includes property class,
number of units, intended use, sales date, sales price,
assessed value of land and improvements, the ratio of
assessed value to sales price, and a few other
descriptive items. The data are used to calculate the

~ ratio of assessed values to market prices in different -

GEOGRAPHIC COVERAGE:

UNIT OF ANALYSIS:
SORT SEQUENCE:

areas of Wisconsin.

Wisconsin, and thereunder by administrative area,
county, and municipality.

Parcel.

Numeric by administrative area, ana thereunder by
county, municipal code number, and sales date.

TECHNICAL DESCRIPTION:

FILE STRUCTURE:
FILE SIZE:

FINDING AIDS: "User's

Rectangular
See: "Lxst of Hold1ngs, p. 3"

Guide for the SALES ANALYSIS SYSTEM MASTER FILE, 1975~

[machine~readable data files." This descriptive documentation
is available from the Archives D1v1a1on, State Historical

Society

RELATED RECORDS:

RESTRICTIONS ON USE:

SUGGESTED CITATION:

of Wisconsin.

Department of Revenue, Division of State and Local
Finance, Bureau of Property Tax, FIELDED SALES ANALYSIS
SYSTEM MASTER FILE, 1975- [machine-readable data
files]. Archives Division, State Historical Society of
Wisconsin.

Access to this file is restricted by s. 77.23, Wisconsin
Statutes. Requests for access should be directed to the
Director of the Bureau of Property Tax.

Department of Revenue, Division of State and Local
Finance, Bureau of Property Tax, "Sales Analysis System
Master File, 1975-" [machine-readable data files]. '
Archives Division, State Historical Socmety of
Wisconsin, Series 1559,

Processed by K. Unertl and M. Hedstrom, 1981.

Acc. No. 1981/156.
RDA No. 193/80(1).




Series 1559
SALES ANALYSIS SYSTEM (SAS) MASTER FILE, 1975 - [machine readable data files].
Restricted.

DEPARTMENT OF REVENUE .
Division of State and Local Finance
Bureau of Property Tax .

History: Beginning on October 1, 1969, Chapter 77, Subsection II of the
Wisconsin Statutes imposes a transfer fee on the grantor of every real estate
conveyance not exempted by ss. 77.25 or 77.26. The Bureau of Property Tax collects
and compiles data from the Real Estate Transfer Fee Return (Form PE-500) for
selected conveyances to generate the Sales Analysis System (SAS) Master File
annually. The Bureau uses the data to establish the ratio of assessed to market
value of real estate in various geographic areas throughout Wisconsin. The data
are also used for analyses of trends of real estate prices.

Scope and Content: ' The file contains only recorded transactions considered
to be of ordinary market value and not exempted by ss. 77.25, Wisconsin Statutes.
Transfers involving any element of compulsion are excluded from the SAS master
file, such as those involving duress, between related parties, to non-profit
institutions, of convenience, and of doubtful titles. Transfers of real estate
with split property classifications are also excluded. (For details on the
selectlon criteria, sée pages 16-20 of this user's guide.)

The file contains data on approximately 100,000 real estate transactions
per year. Each parcel is identified by the administrative area, county, and
assessment district (if applicable) where it is y&ohted the type of tax district,
sales number, and local parcel or tax key number. Data on each parcel includes
the property classification, number of units, intended use, sales date, sales
price, assessed value of the land, 'improvements and total, and the ratio of
the assessed value to the sales price. The file also identifies parcels with
water frontage and parcels of land without improvements. Some administrative
data such as the entry date and office reject code are also included.

Additional Documentation: For additional information on the definitiens,
coverage, and administrative procedures associated with assessment of real
property and the real estate transfer fee see Chapter 77, Subsection II, Wisconsin
Statutes and Wisconsin Department of Revenue, State-Local Finance Division,

Bureau of Property Tax. Property Assessment Manual for Wisconsin Assessors,
Vol. I, 1970~-1977. ‘ ?

\L




1969

1971
1972
1973

1974

1976

1970

) .

LIST QF HOLDINGS

[}

1975 . 1 data file (76,180 logical records)

1 data file (105,208 logical records)

7/

7
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4 . /

Archiv{st's Processing Notes

 Re: SAS Master File, 1975, 1976. | \

p!

These data were converted from IBM packed decimal to EBCDIC by the
archives staff. Several logical records were compared to the record layout
and coding scheme. The information in the file seemed to be consistent with -
the documentation, '

[
»

There are two meaningless characters at the end of each block.

. e m——— e e awes -

-

7y




Columns

1-2
34

5-7

8-9
10-14

15-27

28-30

31-32

33

34

Width

2

13

RECORD LAYOUT - -

Variable Name and Description

Administrative Area Code

(See Codebook)

County Code

(See Codebook)

Tax District Code

This variable identifies the municipality

in which each parcel 1is located:
(See Codebook ) .

Assessment District
(See Appendix A)

Sales Number
Assigned sequentially by each Department of Revenue
district office.

+

p
Parcel Number - \
First 13 "valid" characters of the local parcel number
or tax key number. Dashes, dots, etc. should not appear.
This item can be blank.

Quarter Section

- This item 1is always coded 000.

Property {lass
This entry must contain the appropriate property class,
coded as follows: )
0l -~ Residential
02 ~~- Mercantile
03 -~ Manufacturing
04 -~ Agricultural
05 -- Swamp and Waste
06 -~ Forest
(See pp. 14-15 of this User's Guide for definitions)

Water Frontage (WF)

1 -- Has Water Frontage
2 -~ Does not have Water Frontage :

Kind of Property (VAC/IMP)
1 -- Land Only
2 -~ Land and Improvements

7




Record Layout (continued)

_ Columns | w1dth’“ﬂ“__ﬁivariab1e Name and Description
35 1 Number of Units
0 -- Blank :
-- 1 Household /

1
2 =~"2 - 7 Units
3 -- 8 or More Units

36 1 _ Intended Use
' 1 -~ Residential R |
B 2 -- Commercial . : : |
- 3 -- Industrial
4 -- Agricultural
5 -~ Recreational
6 -~ Other
37-40 4 Sales Date
MMYY
41-49 9 Sales Price : o

In dollars (no cents)

\ v
1 50~58 9 Assessed Value of Land
| ‘ In dollars (no'cents)

59-67 9 Assessed Value of Improvements
In dollars (mo cents)

63—76 3rf9 Total Assessed Value'
= Assessed value of land and improvqnents.
| In dollars (no cents)

77-83 7 Ratio of Assessed to Sales Value
Ratio of the total assessed value to the sales price.
(Rounded to five decimal digits)

84-89 6 Entry Date

Date the record was entered into the SAS systemn.
MMDDYY
90 \ 1 Office Code ,
.91-100 10 - - Blank

Note: All variables are numeric data except the Parcel Number (Columns 15-27)
which can contain alphanumeric characters. '

) o
i

1)




I WISCONSIN REAL'ESTATE TRANSFER RETURN . in Depart

Wisconsin Department of Revenue
‘ Name Address and Social Security Number of Grantor Name, Full Address and Social Security Number of Grantee /

. - B
. . ' 4
S .
.
' '

Is grantor related 1{s] grame«e7 (Bluud ot Marriage) [J ves (7] No x
Name and Address to which tax bills should be sent Lo ¢

3

PART | - PROPERTY TRANSFERRED

County of: Check proper box and- enter name of mumcapalny Street address of property transferr;d
O City 7 ) /
O3 Vilage  OF oo " — ' S ,
Town ' - '

Legal Description (Fill in legal description in space below or attach 2 copies of full legal description from instrument of conwveyance)

L0t NO oo Block NO.ee oo __Plat Name_ '/

N “ '
- " . .
TOWN. e e ‘.......,“...Range Section Property Parcel Number

or metes and bounds description:

PART Il - PHYSICAL DESCRIPTION AND INTENDED USE

1. Kind of Property 2. Principal Intended Use 3. Land Area and Type
©a. [ Land Only a. [J Residential a. Lot Size - Estimated [J

[ New Construciion b. LJ Commercial X '
3 Building Previously Used “¢. O Industrial . b. —__ Total Acres - Estimated

b. (O Residential Units, if any d. O Agricultural co ' 1. . Tillable Acres
(] One Family e. [J Recreational 2 e _W.T.L.Acres
3 2 thru 7 Units f. CJ Other (Explain) ____ ' 3. F.C. Acres
(] 8 or more Units €. — . Feet of Water Frontage

Estimated (]

»

"PART 111 - TRANSFER ’ - "

1. [ sale 2. [ Gift 3. (O Exchange 4. [X] Deed in satisfaction of L.C. dated 5. Other Explain
. : C -l Here
PART V- COMPUTATION OF FEE ,
1. Total value of REAL ESTATE transferred {purchase price, e1C.). oo v vvvvnenonersnns e e e, % :
2. Ownership interest transferred  [J Fuil [ Other {Explain) B
R S . $ - -
"4: In your opinion, was this sale or transfer made at fair market value? [ Yes One O No opinion (If10 0rno °p'”'°""E"£::'e’;

I (We) declare under penalty of law, that this return (inciuding any accompanying schedule) has been examined by me {us) and 10 the best of my
{our; knowledge and belief it is true, correct and complete.

Sign Signature of Grantee or Agent - |Date
Here wovlie .
Document No, ‘ Vol. (Reet) Page (Image) | Date Recorded |Date and Kind of Conveyance
LEAVE
TYIS Parcel Number 19 1o County Code ~ [Dutrct Code
ANEA - T
BLANK A 8 c D E 3 L —— L 1 Ottice I 2 Field 3 Use | 4 Reject
— | Ratio Co 1on
T T

E 6 781 | : . _ S ] , / BEST ‘.1"; : ‘, . ,”T,

Sphool Dnstncr# .




N R o

PART 1l - TRANSFER , Check the appropriate box 10 show how xhe pfopmy wirs acquned Le., by Sale, Gift. or
Exchange t1 Other is checked, please explain in space provided, ') o ' :
PART IV - COMPUTATION OF FEE On Line Affter tae tull actual consideration paid or (o be paid for Real Estate

/ . B

' y - INSTRUCTIONS
Upan completion, submit all parts of this form Intact to. the Regster af Deeds with the instrument of conveyange and® thn foe
payable f any | _ \

-

4
GRANTOR"  Ual, pwtonner own e of the property {Selier il property 1:ansferred by sale.) : -

GRANTEE " The nev. dwner of the property {the purchaser vohen property transfurred by sale).

. ' . . . R i '
Ir tean whether or notarantos and arantes are telated by blocd o marriage.

'
Exrter the narne and address 10 which 1ax bills are to he sent, .
. » : . )

PART | ; PROPERTY THANSFERRED Enter the name o' the county and the muncigality in which the transterrad
proparty u tocated and cherh. whether o 1y .kuy willage, or town. Enter the strest addiess of the property transtersed. 1 rysal
property, qive the fire number 1f known, ; .

The legal descr.onon is the leqally ascepted staterment which identifies the location and boundarnies of this property and can be
tound on the nstrumert of conveyance (deed, e1c.) Enter the full lega! desciiption 54: attach two copres of the legal description as it
appeats nn the imstrumest of conveyanee 1o the front of this form. Alsd enter the town, range and section in which propesty is
foczted. Enter the piopety parcel numba opposite the space })vo«ldvd The number can most teadily be oblaned from the
property tax. Bl at the time 1axes are ascertained tor pvorahon p:fames ‘ . ,

PART 1l - PHYSICAL DESCRT’TION AND INTENDE

ltem 1a. Check only ong box. '

+

YSE OF PROPERTY .

Item 1b: - Check on!y, one hox. (I “Land On|y" is checked 1n 1.2. omut this item.) . Y ‘
hem 2 Check only one box which best desciibe: intended use. )

Iterr 3a°.  Enter lotsize If unknown, enter estimated size and check box. ' ¢

ttem 3b: Enter total acres. 1 unknown, enter estimatect 1otal acreage and check box, A

ftem 3b1:  Enter number of tlable acres, if any. ’ . . '

tem 302 Erter number of acres under woodland tax contract, if none, enter “'none.”’ o .

-

ftem 3b3" Enter number of acres under forest crop contract, 1f aone, enter '‘none.”
hem 3¢ Enter number of teel of watet frontage If nnknown, enter estimated footage and check’ box i none entet "'none’’,

Note: Owners of forest crop Jand ace required by law to notify the Depar(menl‘ of Matural Resources of transfer pf ownership. ~\_

including the armount of any hen or iiens thereon, DO NOT include consideration for personal property such as household

furniture, tarm machinery, boats, etc. In rase of a Gift, nominal consideration or Exchange of proparty, enter the estimated

turrent faic market value (the price which could ordinarily te obtained for the property at a sale in an open. market be(ween .

willing buyer and willing seller). ] o .
. .

On Line 2 show the extent of the ownnrshm interest acquned by this transter. If Full, check box, if otiter than Full, check box for

Other and identfy fractional interest. . 2

On Line 3 enter the amount of the fee which 1s based upon a rate of 10¢ per $100 on Line 1 or fraction‘thereof.

If Line 1 does not end in even hundreds (i.e §11,5201, round to next even hundred fie., $11,600) and move the decima! three
places to the left 1i.e , corrent fee in example is $171.600). \

. - ‘
Note- If ttus (s an origire! land cantract, no fee is imposed, rherefJ.re,_ on Line 3 enter the words “Original L.C:"'

¥ . (94
’

Line 4 15 sel? explanatory. o . .

SECTION 77.25 - EXEMPTIONS FROM FEE _Yhe fees impaosed by this subchapter do not apply to°g ¢ conveyance:
(1) Prior to the etfective date of this subchapter {October 1, 1969).
{2) To the Usited States or to this state or 1o any instrumentality, agency or, sudcivision of either.» :
{2) Which, executed for rominal, madequ_ate, or no consideration, contirms, cairects or reforms a comemnce previously]

recorded. .

{4) On sale for delinquent taxes or assessments. )
{5) On partition,
{6) Pursuant to mergers of corporations. .
(7) By a subsidiary corporation to its parent for no consideration, nominal consideraticn or in ,ole r.ousideration of cancellation

Ve

h '

/ surrender or transfer of capital stock betwsen parent and subsidhary corporation. '
{R} Between hushband and wife or parent and child idr nominal or no cpnsideration
{9) Between agent and prncipal ot trustee and beneficiary without actual consideration,
‘10) Solely in order to provide or release security for a debt or gbliganier except as required by S 77.22 (2) (by).
{11) By will, descent or survivorship, .
{12) Pursuant to of 1n heu of condemnation.
{13) Of real estate having a value of $100 or tess. .w
Q , ,
ERIC € .
» o P * .
-

~




ADMINISTRATIVE AREAS, 1975, 1976 (Columns 1-2)
. '\' “
Wigconsin countles were divided into five administra-

*Administrative Area 78 did not exist until 1978,

50

tive areas by the Department of Revenue, as follows:* 0.
¢
Adminletratiye ‘Adminigtrative Administrative
Area 75 Area 77 Area 79 (cont.) Soytinid ﬁ
Brown Kenosha Sawyer { Dougiss K\
Calumet Milwaukee Taylor ' - 16 . " Rt W
l 02 26 ‘o,
Door Ozaukee Trempealeau EEENUN '
Fond du Lac Racine Vernon '65 57 | Ashiand 63 ~
Green Lake Walworth Washburn '“ 27 Wuh. Sewyw T 19
Kewaunee Washington J burn Price . Flosns
Manitowoc Waukesh ! 50 1 Onea
n aukesna R Rusk 43 FU;; inety
Marathon Foix | Barron v 79 38
Mavquette Adminigtrative {\ 48 | 03 54 ~{ tincoln .
Menominee Area 79 Toylor B . ey 75
Oconto 8t. Croix wbum Chippews 60 m 4
: (S);:tagamie Ashland i ' 17 09 80 e | OCONt0
awano Barron . Marsthon .
1B Clerk Sheweno
Sheboygan Bayfield Eeu Clake 10 37 58
Waupaca Buffalo Fapln Portags supecs 1
Waushara Burnett # Trem. : Wood Outgemia Brown
- ' 77 |40 | 68 | as
Winnebago Chippewa 0. |pesien 27 - %
Clark Jockton 70 Manl
Administrative Crawford Administrative /{d swihare  |Winne- £} Calu 36
Area 76 Douglas. Area 80 29 0V =55 T 24 = '59
Dunn ™ \Greer
Columbia Eav Claire Adams Junesu \ (¢ Lake|FondduLec | Phebo
Dane Iron Florence
Dodge Jackson Forest Richind| =™ Columbie
Grant " La Crosse Juneau 52 | 66 (.
Green Monroe Langlade - }
lowa Pepin Lincoln tows \. ot
Jefferson Plerce Marathon 25
+ Lafayette Polk Oneida —orth
Richland Price Portage LeFaystte | Qreen | Rock
Rock Rush Vilas '.".3?-.~L..2~3. -ﬁ"
Sauk St. Croix Wood




COUNTY CODE (Columns 3-4)

D
01 Adams 37 Marathon o
02 Ashland 38 Marinette
03 Barron 39 Marquette ' Beytioid
04 Bayfield 40 Milwaukee Dougtas
05 Brown 41 Monroe T 04 tron
06 Buffalo 42 Oconto { 02
07 Buruette 43 Onelda 65 §7 | Ashiand
08 Calumet 44 OQutagamie 07 | weeh
09 Chippewa 45 Ozaukee Burnett burn Swwyer Price
10 Clark 46 Pepin
11 Columbia 47 Plerce Polk Barron Rusk
12 Crawford 48 rolk 48 03 54
13 Dane 49 Portage
14 Dodge 50 Price 4 T"gi-',
15 Door 51 Racine g
16 Douglas 52 Richland
17  Dunn 53 Rock c"?'o 37 Showsno 8
18 Eau Claire 54 Rusk l : ]
19 Florence 55 Saint Croix * | Wood LPortage  |Weupecs
20 Fond du Lac 56 Sauk y L— " 1 49 '68 0“7;'“1
2l TForest 57 Sawyer Jockson |
22 Grant 58 Shawano /{“m w“’uﬁfl’. w;'m?.
23 Green 59 Sheboygan Momoe | 20\ 01 bego
24 Green Lake 60 Taylor 41 M'?g‘gc“ 20

5 Towa 61 Trempealeau — wattd” | ore] FondduLec
26 1Iron 62 Vernon Vernon :
27 Jacksocn 63 Vilas , Sauk \]columm Dodge 4
28 Jefferson 64 Walworth Mol g6 < 11 | 14 :“ES'\E?*“
29 Juneau 65 Waghburn p— f
J0 Kenousha 66 Waghington o Osne | sottorson wmd* Qg
31 Kewaunee 67 Waukesha 25 13 28 | 67 | Mikvaukes
J2 La Crosse 68 Waupaca o
33 Lafayette 69 Waushara " |Lafayetts | Groen | Rock wmt}"%j
34 Langlade 70 Winnebago -J a3 23 63 64_‘5&.,.
35 Lincoln 71 Wood e a s e e ey e
36 Manitowoc 72 Menominee v
» [0}

| 8¢
50 |




Sales Analysis System (SAS) Master File, 1975 (First 10 Logical Records):

76250020000947BL1384?

76250020000950BL660AL661 /

i

76250020000951BL1963
76250020000952BL173
76250020000953BL1943J38
76250020000954BL1943J75
76250020000956BL361Y18
76250020000958BL11111
76250020000959BL1582L47
762506020000963BL1173

5

!

. 000012211017500006000000000460000003460000003920000653331210750
*

N

or

NS

oY



_APPENDICES

" a. General Records Schedule for Machine-Readabile Processing Files

o

Revised Scheduling Policy and Sample Recorgds Dispoéal
huthorizations

C. Procegures Manual for Machine-Readable Records

D. Sample User's Guide for a “Machine-Readable Records Series

”
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General Records Schedule for Machine-Readable Processing Files
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peorgpesien vorson @y State uf Wisconsin

«
.

’ ' PUBLIC RECORDS BOARD

Agency

Disposition Number

!

Archival Approval
Machine Readable Processing Files--General Schedule

DlVi:;i\)n
Subdivision
Archivist Date
I hereby request disposition of these records as indicated below. | CII
REMARKS
Head of Agency or Designated Representative Date
’ Executive Secretary Signature /
SUBMIT ORIGINAL AND FOUR COPIES TO THE PUBLIC Date . l :
~ RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED. l[
RECORD DESCRIPTION QF RECORD SERIES: Give title, earliest date, use, subjects covered, statutes c';f rules relating t:: the filing
NSL}JEIMRIBEESR of the record, file arrangement, volume or annual accumulation, and recommended retention period.
! ‘ ' ™
p
This general schedule covers computer generated "protessing files"
on machine readable media including, but not limited to, punched
\ v cards, magnetic tape, discs, drums, cassettes and diskettes.

Processing files are relatively temporary files uses to create,
correct, reorganize, update. or derive output from master data

files. Processing files are distinguished from master data files
which are relatively permanent machine readable files containing an
organized, consistent set of records of complete and accurate )
information. ' '

The purpose of this schedule is to allow the orderly destruction of
machine readable processing files without prior approval of the
Public Records Board as required by ss. 16.61(4), 1979 Wis. Stats.
The schedule aliows agencies to use discretion in determining
! retention periods for machine readable processing files. However,
v master data files are not covered by this general schedule.
SR Agencies are required to submit to the State Public Records Board,

' Form PRB-1, Records Disposal Authorization (RDA) for master data
. , . files, before master files can be disposed af. .

Because the machine readable media on which many processing files
are written are erasable and reusable, ‘the recommendations DISPOSE
OF and DESTROY refer only to the contents of the files and not the
recording medium.  Whenever possible, the medium on which processing
files are written should be erased &nd reused within the guidelings
of this general schedule. Timely scheduling of processing files can
increase the availablility of space on machine readable media and
reduce agency expenditure for stocks of recording media.

(-]

\ . i ' h

J1

P "




Records Disposal Authorization i
\ DISPOSAL NUMRER

Form pR&K 1A

[

HERAT - " DESCRIPTION OF RECORD SERIES
[VNVY (Y]

A,

R

This “schedule is permissive and recommends minimumuperiods for
retention. qure 1s no obllgatlon to dispose of a file when the
recommeded retention period expires. The file may be retained as

long as desired, but it may not be disposed of sooner than the txme
specified,

This general schedule has two sections. Section A covers processing
files used to create master files that are not updated. These
include processing files for one-time studigs and surveys: weekly,
monthly, annual and other periodic reports where a new master file
is created for each subsequent report; and all other non-updated
files. They are the products of a process where data are entered
into a computer and subjected to procedures such as .validatiom,
verification, editing, sorting, etc., in order to create a final
master file that is not superseded by a revised file. Section B
covers processing files used to create master files that are
subsequently updated. Processing files from updated systems are .
those files associated with systems where data processing procedures
are used to delete non-current data and/or add curreat data to
existing master files.

A. Machine Readable Processing Files from Non-updated Sytstems.

1. ~ Test data [machine readable data files].

Machine readable files used in testing a system such as routine or
benchmark data sets used solely for the purpose of testing.

Retention: Dispose of when no longer needed
2. | . SOurce Data [machine readable data files].

Raw data abstracted from source documents &nd used as input for the
master file of a one~time study, survey, experiment, etc.

Retentinn: Dispose of when superseded by related magnetic medium
provided the data can be recreated from existing SOurcg documents or

related machine readable files.
A , !

o

Q ‘ ‘ Q()L.:




Recoirds Disposal Authorization

Vorm PR 1A

- N o SETERTT LT T T

EESNINITY '
P

! DESCRIPTION OF RECORC SE/RIES

| (SRR N H[ - ’
L

o i

3. _ Intermediate Data Files [machine readable data files].

Machine readable data files containing output from within one run or
from one run to a subsequent run that manipulates, sorts and/or
moves data through the system, such as edit, correction, reject,
suspense, unmatched data, rerun files, etc.

Retention: Dispose of when superseded by reclated magnetic medium
provided the data can be recreated from existing source documents or
related machine readable files.

b
T

b Other Processing Files [maching readable data files]. .
N
All other temporary files which contain raw input data for a master
file; partially processed data; summaries, aggregations and extracts
from a master file; duplicate files no longer needed to back-up a

master file; and related ‘temporary files.

Retention: Dispose of when no longer needed, provided the files are
superseded by a master file which is backed-up.

B. Machine Readable Processing Files from Updated Systems
5. : Test Data Files [machine readable data files].

Machine readable files used in testing a system such as routine or
benchmark data sets used solely for the purpose of testing.

Retention: Dispose of when no longer needed.
6. ' Source Data Files [machine readable data files].

Raw data abstracted from source documents and used as input for the
- master file of an updatable system. :

Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated from existing source documents or
related machine readable files.




Records Disposal Authorization
S : " : DISPOSAL NUMBER

FOWRM JRPR .14

e o= B e ot ) 2 s o P

W loHRYY

TR . DESGRIPTION OF RECGRD SERIES

S MHE

7. Intermediate Data Files [machine readable data’ files].
| B

Machine readable data flles containing output from within one run or
form one run to a sybsequent run that manlpulates, sorts and/or
moves data through fhe system, such as edit, correction, reject,
suspense, unmatched data, rerun files, etc. and used to create a
valid transaction flle (see 8, below) or a master data f11e.

Retention: Dispose of when superseded by related magnetic medium
provided the data can be recreated form existing source documents or
related machine readable files.

8. “yvalid Transation Files [machine readable data file].
Machine readable data file containing data used with an input master’

file to create an updated master file. A valid transaction file is,
output from an edit program which/used source data’ fiIes av ‘input.

Retention: Dispose of when no longer needed to update a master file
‘or as back-up to the current generation master file, usually after
the third update cycle. :

9. Non-Current, npdated master data file [machine readable data file].

Machine readable data file that has ‘been superseded by current
master file and/or -a master history ﬁlle.

bl

(/’

Retention: Dispose of when no longer needed as back-up to the
current generatlon master f11e, usually after the third update cycle.

/

10.' Other Processing Files [machlne readable data f11es].

v

All other temporary files which contain raw input data for a master
file; partially processed data; summaries, aggregations, and
extracts from a master file; dupllcate files no longer needed to
back-up a master flle, and related temporary f11es.

/Retention: Dispose of when no 1onger needed, provided the files are
’ superseded by a master file whlch is back=-up. '
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ONDENCE/MEMOBAND UM ~ o STATE OF WISCONSIN

¥

-

June 20, 1983 ] . Ii'ile Ref. | !

. ® ,
Records and Forms Council |\ ; .

Machine Readable Records Committee

A} 1
‘\G . . ¢ 4 .

Reviaed Record Scheduling Policy
| .
PURPOSE S T ’
. (> T ;
This policy /is providedito promote .records scheduling. This policy should be
‘applied when new systems are developed, existing syatems are, changed or a
specific record series is reviewed.

-

fliformation is stored in many differeht ways. .These storage methods
“ihclude: paper, microfilm, computer output microfilm (COM), computer or - word
Processing tapes, discs, diskettaes, cassette tapes, ¥Mdec cassettes, etc.

- ,

\ -~ . . .

iﬁth advancing techno;ogyf~achedu11ng of all records is necessary regardless of
how the imformation is stored. (Note:, Schedule the record, inecluding the
storage method.) ’ '

ro . :
POLICY | . o - ]

R » ) / . ‘r
Schedule the record, ineluding all applicable storage methods, through the
current Records Dispositicn Authorization (RDA) procedures. S

Combine all storage methods on ;he same RDA.  Identify all storage methods
(i.e., papék, tapes, etc.) for inputs and outputs used in the entipre racord

series. Each storage method may have a different record retentiun
recommendation.

RDA_FORMAT ‘ SRR |
. . . N L
Use the Record Disposition Authorization (Form CPE-1) to schedule all records.

The RDA format should -include:

‘~Agensy identification;

-Record information inoluding;

-Title .

~Description

-Annual accunmulation

-Arrangement _

~Storage method , - 1

-Retention recommencation (wmay be different for each storage method),

Each agency may yary in its approach 10 scheduling records. Attached are thres
different samples of RDA’s that cover records with more than one storage method
in the saume RDA. e /
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/’(l‘"lll ) isnpasi uthorixaiion ‘ . -
rcuidn Dinporal Aurnorizeu The State of Wiscansin Disoosal Number 25/ /7

PUBLIC RECORDS BQARL

Q »r;y.“ - - Y‘F“A;c?uvo‘...ippco'al
__.ndustry, Labor and Human Relations S
Division
Job Service bl o )
-‘-S—u—b_anvulon
Unemployment Qgppensation . [) (:/, e Archivist e
1 certify that the records described in this request are not of suffi- g C U _ -
cient administrative value to warrent their further preservation and PN 1. LA A fa =L -
request that authority for theix disposal be granted. REMARKS
T Heat ol Agency o7 Designated Representative Dote
Y.{'\ . /!
R Execulive Segreyay Signalule
o) D 1 !
7
SUBMIT ORIGINAL AND THREE COPIES TO THE PUBLIC A PR
RECORDS BOARD WITH SAMPLE OF EACH ITEM LISTED. CT e

] RECORD [ D_ESCRIP'ITIBA—\J OF RECORD SERIES: Give title, earliest date, use, subjects covered, form numbers, stciuies

SERIES | of rules relating to the filing of the record, file wrangement, volume or annual accumulation, and recommezzes
NUMBER "  retention period. (See records disposal procedures in Administr ative Practices Manual)
1. Benefits Claims (Form UC-17), 1975
Weekly benefit claim forms for continued unemployment compensation claims »
under Section 108.09(1) of the Wisconsin Statutes. »
‘HP | This disposal authorization supersedes RDA 13/76-01. Y, oy
. ‘ V' ) '\\J
Volume: 300 cubic feet :'..3
Arrangeme’ In order of processing
Recommendation: Retain claim forms six (6) weeks after microfilm copy has been
prepared and delivered to the Job Service ‘Division, then destroy. (The microfiln
copy prepared in accordance with Section 16.80 of the Wisconsin State Statues ana
Cha,.cer PR-1 of the Administrative code). Retain microfilm copy for three (3)

vears after last activity and destroy.




P ——
) P PR

wds Disposal Authorfzation

RITM mllc ﬁtﬂﬁ Uf lﬁ[sﬁanﬁhl Dlsposal.\'umber._a&.g g3

APR g8 1983 PUBLIC RECORDS BUARD
ency B T T T T e et e s TTAf 2 Appraya! *
e FETROIY e restriae
— RE\’Q-HLE (3’&0) reCOfd :.|:::t"L'C"\"‘nre:,to”C‘“Oﬁ,B ’
. S. 1935/ 2o Contaneg. in
State and Local Finanoe - ) -O008),  Wis, .
e (350 ~ Aecords Law), Stats. (Oen
Property Tax Archivist Do te -
. '
certify that the records described in this request are not of sulfi-
ent administrative value to warrant their further preservation and > Qf 3 S—"‘/{ «-S/?
quest that authority for their disposal be granted. AEMARKS | = =
3d ol Agency or Designated Hepresentative Date .
| . f/7//~3 Execulive Secretar, Signature )
» A frvcr, (350) /7 %ﬂ««/m
SUBMIT ORIGINAL AND THREE COPIES TO THE PUBLIC Date
HECO_F}_E)_S BOARD WITH SAMPLE OF EACH ITEM LISTED. 5'/’( /j 3
ZORD DESCRIPTION OF RECQE}DSEHIES: Give title, earliest date, use, subjects covered, fcfrm numbers, stclules
[ATES or tules relating to the tiling of the record, file arrangement, volume or annual accumulation, cnd recommended
MBER retention period. (See records disposal procedures in Administr ative Practices Mcnual)
01 Title: . State Assessment of Manufacturing (SAM) Source Cocuments. 1974 -

Use & Subjects Covered: This record series consists of the M-forms, CAMPAS valua-
tion data, valuation change record, and file maintenance forms used by the Depart-
ment of Revenue to perform an annual assessment of manufacturing real and personal
property as required by Sec. 70.995 of the Wis. Stats. ’

Annual Accumulation: 30 cu. ft.

Arrangement: Parcel number withnin mdniéipality, county and administrative area.

Recommzndation:

File maintenance forms - destroy after determining that changes have been
recorded on tne master data file. '

CAMPAS Valuation Data - retain most current data in parcel file. Destroy all
previous CAMPAS valuation data. '

M-Forms ~ retain 6 years in the active parcel file and destroy.

Valuatfon Change Record (PA-531's) - retain 10 years and destroy.

(This authorization supercedes #139/81/002.)

-
»
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Records Disposal Authorization

PO

pisPosaL Numasr ) 03/53

FormPRAB-1A

APR § 1983 »

‘COND

K CESCRIPTION OF RECORD SERIES

LA R 8.

2 Title: State Assessment of Manufacturing (SAM) File Maintenance. .974 -

v

Use & Subjects Covered: This record series consists of the computer print-outs of file

mafntenance changes to the SAM master file. The maintenance includes changes to name,
_address, legal description, computer numbers, school codes, etc.

Annua' Accumulation: 3 cu. ft.

Arrangement: Chronological by computer number within administrative area, county and
municipality.

Recommendation: Destroy after determining that changes have been recorded on the
master data file. )

(This supercedes RDA #139/81/009.) : .

03 Title: State Assessment of Manufacturing (SAM) Output Reports. 1974 -

Use & Subjects Covered: This record series consfsts of the hard copy outpht produced
by the SAM master file.

It includes but s not limfted to school change reports, reason code reports, etc. The
following records are covered under separate authorizatfons: Alpha Logs, RDA #
42/82/001; Full Yalue Rolls, RDA # 139/81/001; Equated Yalue Rolls, RDA # 139/81/003.
Annual Accumulation: 4 cu. ft.

. Arrangement: VYarf{es.

Recommendation: Retain until the administrative use has passed and destroy.

04 Title: State Assessment of Manufacturing (SAM) Output, Microforms. 1974 -

Use & Subjects Covered: This record series consists of the microforms of output pro-
duced by the State Assessment of Manufacturing (SAM) master file.

Annual Accumulation: Minimal.

Arrangemént: Yaries.

Recommendation: Transfer silver master negative microfiche to the State Historical
Socfety imm>diately after preparation and verification for preservation wi*h the
authority to weed. Retain Department of Revenue microfiche until the administrative
use has passed and destroy. Cew R '
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PR & 103
A DESCRIPTION OF RECORD SERIES.
]

Title: State Asseséhent of Manufacturing Property (SAM) Master File. 1974 -

Use & Subjects Covered: This series is the machine readable SAM master file which con-
tains assessment data and relevant information used by the Department of Revenue to per-
form an annual assessment of manufacturing real and personal property as mandated by
Sec. 70.995 of the Wis. Stats. There are three individual masters in this program prior
‘to 1984; PA-531 Master, Real Master and Personal Master. L[Cffective in 1984, this pro-
~gram will be changed to an IMS Data Base.

The PA-531 Master File contains the computer number, school code, reason code change,
number of acres, land and improvement value, name and address of manufacturer, and
beginning and ending values resulting from changes.

The Personal Master File contains the computer number, name and address of manufacturer,
tax code (school district #), business code (SIC code), and aggregate ratio of all
cl;sses of property within that municipality. .

The Real Master File contains the computer number, legal description, name and address
of manufacturer, school district #, business (SIC) code, local parcel number and loca-
tion (Sec., Town, Range), Ccunty Register of Deeds parcel recording information, aggre-
gate ratio of all classes of property within that municipality, and number of acres and
value of the land is given for each type of land (general, public, forest and exempt).
An improvement value is given for the general land category.

The computer generated “processing files® of this master file are covered under the
general schedule RDA #187/81.

Unit of Analysis: Parcel.
Arrangement/Sort Sequence: Administrative Area, County, Municipality, Computer Number
Order. i ’ o

Source Documents: M-Forms, CAMPAS valuation data, valuation change record (PA-531) and
file maintenance forms.

Recommendatfon: Freeze the master file annually when the data is passed to Equaliza-
tion's STRAT system (approx. August 10) and copy the master and forward it annually to
the State Historical Soclety along with the program documentation.

-~
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PUBLIC RECCRDS LOARD T
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_ _bepartment ot Public Instruction

Invisrom

Management and _Badpet A C))

Subdiviaas

Date

Iuformation Services

I hereby request disposition of these records aﬂdlcat B

. 4N

Heaz of Ageticy <1 Desgnated Bepresentative

REMARKKS

bi).llﬂr

Execulive Secretary Signature

Herbert Grover

SUBLIT ORIGINAL AND FOUR COFPIES TO THE PUBLIC Date
~BE".‘ORI’)_.‘} BOARD WITH SAMPLE OF EACH ITEM LISTED

RECORD DESCRIPTION OF RECORD SERIES: Give utle. earliest date, use, subjects covered. stétutes or rules relating to tne fiiung
SERIES of the record; file arrangement, volume or annual accumulation, and recoramended retention period. )
NUMBER )

Public School Enrollment File, c. 1962

The file contains data on the number of boys and girls enrolled in each public
school on the third Friday of September, by grade level, the school code,
district name and code, CESA and school year. These data are required by
Section 115.30(3), Wisconsin Statutes, which require local school districts to
report the number of children enrolled in elementary and high school grades.

a. Medium: Paper Document (PI-1204 and PI~1205 or their equivalent)

Annual Accumulation: <Armmuaal 'cﬁ&b*JL’éﬂ”*l:

Arrangement: Alphabetical by school distriﬁt/school.

Recommendation: Retain paper document for one (1) year after microfilming
‘ has been completed and microfilm copies received by divi-
sion, then destroy.

b. yedium: Microfilm

Annual Accumulétion: .5 cubic feet

Arrangement: Alphabetical by school district/school. (Microfilm prepared
in accordance with 16.80 of the Wisconsin Statutes.)

Location: oilver negative properly stored for permanent use. Roll film
used exclusively in the work area.

Recommendation: Retain for 10 years and destroy.

1]
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DESCRIPTION OF RECORD SERIES

' Nedium} Macnine-readable data files.

Annual Accumulation: 300 cubic feet

Arrangement: District/School sequence.

Recommendation: After one year transfer a copy of machine-readable data

files to the State Historical Society for preservation.
(This agency recommends that -all requests for information
contained in these files be referred to the Department of
Public Instruction to cnsure proper interpretation.)
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APPEHDIX C

Procedures Manual for Machine-Readable Records




STATE HISTORICAL SOCIETY OF WISCONSIN

ARCHIVES DIVISION

PROCEDURES MANUAL FOR MACHINE READABLE RECORDS

June 1983




INTRODUCTION

The purpose of this manual 1s to outlane current policies and
procedures for scheduling, appraisal, transfer, processing,
description, storage, and maintenance of machine-readable. It 1is
intended as a reference manual for members of the archives' staff who
handle machine~readable records. Many of the procedures are subject
to change and will require revision as information technology changes

and as programs to preserve machine-readable recqrds evolve.
Y
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1.0 Scheduling: . I

The draf.ing of retention schedules for machine-readable records
1s pramarily the responsibility of the oraginal custodian of the
records. The archivist should encourage records managers ana the
legal custodians to ainclude machine-readable records in RDA'S ﬂhrough
the development of comprehensive .ecords schedules which cover the
input documents, machine~readable' records, and output reports
regardless of their format or storage media. The Records and Forms
Managemant Council "Revised Record Scheduling Poiicy" of June 20, 1983
outiines the basit principles for drafting comprehensive schedules.
Special attention should be paid to machine-readable records when new
systems are developed, existing systems are revised, or 'a particular
records .eries is reviewed. . &

1.1 Drafting RDA's:

The. contents and format of RDA'S should conform to policies
adopted by the Records and Forms Management Council and approved by
the Public Records and Forms Board.

The archivist should assist the original custodian in
distinguishing master data files from processing files which are
covered by the general schedule for machine-readable processing files
(RDA #187/81). The arcnivist should assist records custodians in
identifying machine-readable master files which should be transferred
to the archives for long-term preservation. Source documents, output
reports, and documentation should be scheduled along with the
machine-readable data files.

1.2 Retention Periods: ,
Machine~readable which merit long-term preservation should be
transferred to the archives as soon as possible after file processing
is completed. If the original custodian mandates a relatively 1long
retention period (i.e. five years or more), the archives should make a
copy of the data file for preservation purposes. ‘

]
¢

Lo A

o
=
-,




2.0 Apptaisal:

Apprarsal irinciples and procedures for machine-readable records
are based ©nr the existing standards for textual records. The
informational content of the file 1: the primary concern. Wneneve:
possille, machine-readable records should be evaluated in conjunction
with related cextual records such as. the input documents and output
reoorts.

Often alternative versions of machine readable records exist in
hard copy. -In such cases, determining the most desirable format(s)
and storage medie for long-term retention are essential aspects of
appraisal. Such evaluations should consider the liklihood that the

- micro-level data file will be used for statistical analysis or that
researchers will request summary statistics or access to a single
case. The amount of processing redquired to prepare the
machine~-readable and hard copy versions, the amount of storage space
required for each version, and the relative costs of preservation
chould be taken into account.

In some cases, machine-readable’records which do not merit
long-term retention by the archives can be used to Create valuable

. ©  by-products. Machine-readable records might be used to generate COM
output as an alternative to retention of paper files, tO develop
sampling rames for selecting samples of related paper files, or to
generate indexes to related hard copy records.

The appraisal checklist in Section 2.1 lists same of the common
intelliectual and practical considerations for evaluatiRg
- machine-readable records. The checklist should be uced as a guide to:
' asafst the machine-readable records archivist in making appraisal
recommendations. Often it -~ necessary to write a narrative appraisal
report stating the rationale iu: the appraisal recommendation.
Usually, the descpritions of"machine-readable records on RDA's 4o not
provide enough information to permit the archivist to make an{/d
appraisal recommendation or draft an appraisal report. The appraisal
checklist should assist the archivist in gathering relevant
’ " information from the original custodian to'make a recommendation.
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2.. Appraisal Checklist for Machine-Readahle Records:

Intellectual Considerations:

Does the data file have:

legal value? Yes No ~ Maybe
evidential value? Yes No Maybe _
informational value? Yes Ne Maybe
Does the data file have:
immediate research value? ‘es No Maybe
long-term research value? Yes &0 Maybe
&
- Does the data file contain original ,
micro-~level data? Yes_ _No '
Is the file likely to be used for:
statistical analysis? Yes No Maybe
retrieval of single cases? Yes No Maybe
? . Is <he data file: A one time study? Oongoing?
Is the data file in danger of N
deterjoration or destruction in
1ts present location? ' Yes No Mayhe
Do similar records exist elsewhere? Yes_ No
Are they: Hard Copy Microforms
Covered by an RDA? ' Yes No
RDA #
Do related records contain information
not included in the data file? Yes No
E 'poes the data file contain information
not included in related records? Yes No
Are related records more desirable .
re: the cost of preservation? Yes No “
: re: arrangement? Yes_ ~ No____
Will the other records'be preserved? Yes No
Are there restrictions on use: )
of textual records? Yes No
: of machine-readable records? Yes __ No
Technical Considerations: .
1%
Is the data file readable? - Yes No r
Is the documentation complete? Yes No
Is special software required? Yes " No v
Approximate volume of hard copy records: gji
o
F Approﬁ!!ate number of logical records:
- | 104
Lo eco n H
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3.0 Transfer of Machine-Readable Records from Adencies to the
Archives:

As a long~-term goal of a records management program for
machine-readable records, agencies should initiate transfer of
machine~readable records to the archives. Data processing and records
management procedures should be established to transfer permanent data
sets when their retention period by the agencies expires. Petention
schedules should be included in data processing procedures and
documentation. Until such procedures are established, the archives
staff will have to initiate transfer procedures in most cases.

3.1 Methods of Transfer:

There are two methods for transfer of data from the agencies to
the archives:

1) The agency loans a copy of the master data file to the
archives for copying and transfer to the ADP tape library. The
archives staff sends the data file to ADP for copying as soon as
possible after it is received. The original version of the data
file is returned to the original custodian after it has Dbeen
copied and the agency is responsible for its disposition. a
back-up copy of the data set is made at ADP for storage in the
SHSW vault. i

2) The archives provides the original custodian with a blank tape
and requests the agency to make a copy of the data file on
archives-supplied tape. This copy is sent to ADP where a Copy is
made for the ADP tape library. 1If possible, the copy of the data
set on the archives-supplied tape serves as the back=-up copy.

The original custodian assumes responsibility for disposition of
the original.

Either method is satisfactory because each allows the agency to
reuse the storage medium and permits the archives to monitor the
quality, age, and maintenance of tapes in archival custody.

3.2 Format:

Whenever possible, data riles transferred to the archives should
be written in the following format(s):

Mode: EBCDIC or ASCII
Tracks: Nine
Density: 1600 or 6250 bpi

Larel: No Label
Parity: 0dd or Even

ADP does not process 800 bpi tapes.
3.3 Data File Transfer Form:
The data file transfer form (Form # AR-06-10) should accompany

each file transferred to SHSW. The form is comple.ed bY the agency
staff member who supervises transfer or copying of the file, usualiy a

10




data processing staff member. Copies of the record layout, codebook,
and source documents should accompany the file when it is transferregd,
unhless they have been collacted in advance by the archivist. Whenever
pcssible, agerncies should provide « dump of the logical records at the
beglnning and end of the file.




DATA FILE TRANSFER/MACHINE READABLE RECORDS State Historical Society
Archives Division
1) *Complete one form for each file on 8 tape.
2) Distribuite the copies of this form as denoted below.
3) Blank forms are available from: Archives Division, State Historical Society.

Agency: 3 Records Disposition Authorization/Schedule Number:
Division: ' B File Name (Series Title)*®:

Transterred by: System Name:

Phone Number: Dates or Years of Records:

Transfer Date: | Transfer Approved By:

This file is written on tape rumber(s) (external label):

——

This file was computer generated on: ) Date file was created:

File is number of files on this reel of tape.

Nurnber of logical records:

Length of longest logical recordis . characters.

-~

Number of blocks: g

Blocking factor is — logical records per block.

Block size is characters.

Number of characters in last block is

MODE TRACK PARITY DENSITY LABEL

D BCD D 7 D Even D 556 D None
[] escoic HE [J odd ] 800 (] ism
"7 ascii [ 1600 ] ansi
[ FieLpaTA 1 [ e2s0 [] Other
D Other

Comments:

Ply 1 - State Histurical Society Ply 3 - (Pink) User/Custodian of Records
Q Piy 2 - (Yellow) Data Processing/Operations Ply 4 - (White) Departmental Records Manager

ERIC
ERLE nos 11




4,0 Accessioning Machine-Readable Records:

The accessicner is responsible for assigning accession numbers,
completing accession records for each data file transferred to the
archives, informing the processing archivist of new accessaions, and
placing tapes in the appropriate storage area. Unprocessed data files
should be passed on to the archivist for immediate processing or
stored in the vault if a delay is anticipated Prior to processing.
Procaedures for accessioning textual records should be followed for
machine-readable data files.

4.1 Proucessing Conventional Data Sets:

Normally, data files should be processed as soon as possible
after +hey are transferred to the archives. Immediate processing
prevents additional deterioration of the storage medium and permits
the processing archivists to locate agency contacts who can supply
technical information and assistance with reformatting the file and
correcting any gaps in the documentation. If a delay of more than one
year is anticipated before the file will be processed, data files
which' do not reside on new tape should be copied onto new tape. Data
on non-conventional storace media, such a punched cards, should be
transferred to magnetic tape as soon as they are accessioned. MACC
nas facilities for transferring data stored on punched cards to tape.

4.2 Transfer of Conventional Data Sets to ADP:

Data sets which conform to the following format generaliy
reguire only a tape-to-tape copy procedure for transfer to ADP:

Mode: EBCDIC (ASCII)
Density: 1600 or 6250

Label: No Label (IBM Label)
Track: Nine

Parity: ~ 0dd or Even

File Structure: Rectangular

The processing archivist should complete the ADP Operations -
Tape Copy Information Form. This form is self-explanatory, except:

Part B.
Vol=Scr Names: Fill in the external label (reel i.d., tape
number) of the input tape.

Part C.

Data Set Name: This is a temporary name for the input file used
in processing only. Use any convenient name.

Record Length: For variable length records, indicate the length
of the longest record.

Blocking: Indicate the length of the longest Dblock.

Part D.

Ouput Tape Density: The output density for tapes stored at ADP
normally is 6230 bpi. ADP may determine the density for tapes
stored in their tape library. Output density for back-up copies
stored in the SKFSW wvault should be specified by the processing
archivist as 1600 or 6250 bpi.




TO:

FROM:

ADMINISTRATIVE DATA PROCESSING - OPERATIONS

TAPE COPY REQUEST

Administrative Data Processing (Student Technician)
750 University Avenue roam 53

Requestors Name

Dept. | Phone #

Address

Eligibility Guidelines

1)

2)

3)

4)

5)

Requestor must be associated with the university system or the state or
federal government to be eligible.

The requestor must have a MACC or ADP account with a current balance of
at least 5$50.00. Contact ADP Business Office at 1210 Dayton Street to

set up or add money to an account.

Account # Balance As of

The requestor must supply both the inpu*. and output tapes. ADP does
not sell tapes. If it's necessary to pw'rchase a tape, this can be done
at MACC tape library.

If there aren't any problems with items 1 - 3, the requestor is
eligible to submit tapes for processing and should fill out the
required information on this sheet and also fill out a Project Request
form which will be forwarded to the ADP Business Qffice.

Checked by __ (ADP person)

The approximate turnover time for a request will be 5 working days from
the time of the request if there aren't any problems.

Approximate Cost

The standard setup charge is $10.00 for first tape or data set and $2.50 for
each additional tape or data set plus the machine charges to copy the tape.
There is a $2.00 charge for each tape label dump.

If the reduest requires involvement of the Technical Support staff, there will
be an additional charge of $20.00. The requestor will be contacted prior to

this.

BJO:dv

04859
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ADMINISTRATIVE DATA PROCESSING ~ OPERATIONS
TAPE COPY INFORMATION
A separaie sheet must be filled out for each indavidual tape to tape copy except
for a multivolume data set for which volumes should be listed in secuence on one
sheet. A tape with multiple data sets should have each DSN listed in sequence.
On labeled tape the external label name must match the internal label names. We

do not process 800 BPI tapes. Tapes are assumed toO be EBCDIC.

1f there zre only ASCII tapes involved please note this in the comments helow.

A. Input Tape Information: Density is 1600 (DEN=3) _ 6250 (DEN=4)
Label Information: Standard 0S _  No LabeMs _  Other: L
B. Vol=ser Name: (1) (2) (3) (4) (5)

¢. Input DSN Info: One per tape except on multi data set volumes—list in
sequence. Provide the position of the DSN also, i.e., 3rd data set on tape,

etc- .
Data Set Name # of Record Blocking Record Type

Records Length Fixed Variable Undefined

1)
Fixed Variable Undefined

2)
Fixed Variable Undefined

3)
Fixed Varjiable Undefined

4)
Fixed Variable Undefined

5)

D. Output Tape Information: Density Required 1600 (DEN=3) _ 6250 (DEN=4) _

E. Output Vol Ser: (1) (2) (3) (4) (5)

————— et

F. Output DSN Info:

Data Set Name Record Length Blocking . Record Type

Fixed Variable Undefined
1)

Fixed Variable Undefined
2)

. Fixed Variable Undefined

3) ’ .

Fixed Variable Undefained
4) ;

Fixed Variable Undefined
5)
COMMENTS:

o BJO: v | H R

0460b
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Paruv FE.

output Vol-Ser:s Leave blank for copies storeld in the ADP tape library.
This 15 determined by ADP. Specify the external label of SHSW-suppl:ied
tapes for back-up copies.

Part F.

Output DSN Info: Follow the Data Set Naming Conventions described an
Section 5.0 of this manual. '

Records type and block size: ADP determines the record tvpe and block size
of the output file for data sets stored in the ADP tape lihrary. A fixed

block size not to exCeed 32760 characters should be specified for back-up
copies stored in the SHSW vault.

4.4 Transfer Procedures and ADP Contacts:

Tapes for transfer to ADP will be picked up by"the ADP courier if they are
placed on the ADP delivery shelf. Our current user/programmer contact at ADP is
Kathy Perez, 263-2562. Input tapes will be returned to the ADP shelf by the
courier after they have been copied. Advanced technical question should be
referred to Jerry O'Reilly at 263-4805.

4.5 Verification of the data transfer:

The accuracy of’data sets transferred to ALCP must be verified by comparing
dumps of the data with the record layout'and the codebooks.

Once the data set has been transferred to ADP, it can be examined on the
screen of a WANG terminal or from printed output. Output from the file can be
obtained by submitting the JCL from SPOT through a 3270 attachment or by
submitting & batch run with the JCL in a Wang document. To exXamine the data
set, submit the following JCL:

11wy




JCL for verityiny transfer of data sets to ADP. This JCL copiec the
first 10 or the last 10 logical records Irom an LDP tape data set to a
LOOKF file:

//Uxxx JOB (,xxx,,100,,1111,),nNNNNnnn.xxx,

// GROUP=ARC, MSGLEVEL=1,CLASS=Q, TIME=1

//* Insert user initials (xxx) and user # (nnnnnnnn)

//STEP1 EXEC PGM=SELECT,PARM=',OPTIONl,OPTIONZ,OPTION3,0PTION4 !

//* Option3 allows printing or suppression of HEX. (Default is HEX).
//* Option4 allows & translation or no translation of non-printing.
//* characters. (Default is a translation).

//* See the SELECT Manual for options.
//SYSPRINT DD SYSOUT=x
//SYSUT1 DD DSN=U.ARC.Aiiiiiii,DISP=SHR

//* Insert the DSN (iiiiiii) of.the desired data set.
//SYSIN DD *
STOPN=10

//* Select stops processing after the first 10 logical records.

OR

—

STARTN= Number of logical records minus 10

//* Select starts processing 10 logical records before the EOF.
OR

STOPN=10

ENDGRP ,
STARTN= Nimber of logical records minus 20

/% SELECT processes the first 10 and last 10 logical records in the

//*  file.

Output is routed to a LOOK file. The output includes a record
count. The accuracy of the data set can be verified by examining the
data on the screen. However, a printout of the dump is a rreferable
format for verification. The contents of the LOOK file ca. be routed
to the laser Frinter or to other remote printers. Printed output is
delivered to .-he ADP shelf by the ADP courier, generally on the day
following the batch run. At a minimum, the first 10 and the last 10
logical records should be printed for verification purposes. In some
cases it may be necessary to print more logical records.

The printouts should be compare.d with the tape layout,
codebooks, and any dumps of the data provided by the original
custodien to assure that the data was copied accurately and that the
documentation matches the data. Copies of printed output should be
retained and included as "dumps" in the documentation. (See Section
6.11).

The SELECT utility can be used for additional data verificataion
such as checking for outlying values, obtaining group counts for
specific record types or subsets, or verification of any specific
record. The SELECT manual contains details on the SELECT commands.
SAS can be used for statistical analyses of the data which may be
useful in some cases. 1'1;/
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4.6 Creation c¢f Back-up copies:
tach data set stored at ADP should be backed-up with one copy of

the file. Back~up copies are stored an the SHSW vault. Back-up
copies should conform to the followirg standards:

Mode: EBCDIC or ASCII
Density: 1600 or 6250
Label: No Label

Track: Nine

Parity: Even or 0dd

The back-up copy is not necessarily an identical copy of the
master. 1In some cases it is desirable toO retain two different sort
sequences of a data set, one as the master and the second as the
back-up. Masters stored at ADP at a density of 6250 bpi can be
backed-up with 1600 bpi tapes.

The tape copy created during the transfer process can be used as
the back-up copy, provided the copy was written on new tape and the
file conforms to the technical specifications listed above. If such a
back-up copy is not available, one should be made. ADP will make tape
to tape copies. However, the processing archivist should be aware of
the technical characteristics of the output tapes. Hardware tape
marks and software DCB's (data control blocks) and BCW's (block
control words) are written on many ADP tapes by the tape copy
utilities. Efforts should be made to create back-up copies which are
not dependent on ADP hardware or software.

4.7 Transfer of Non=-Conventional Data Sets:

Frequently, data sets provided by the agencies do not conform to
the standard format and require additional processing at ADP or at
MACC. Typically, such processing will require the assistance of a
contract analyst or programmer. Both ADP and MACC have contract
analyst services available. Progamming assistance can also be
obtained from free-lance programmers. Currently. MACC is compiling a
directory of individuals available for free-lance consulting,
programming, and related data processing servicCes. Once
non-conventionai data sets have been reformatted into the standard
format, they can be processed like conventional data sets.

115




5.0 Assagning Series Numbers and Data Set Naming Conventions:

To facilitate retrieval of data sets stored at ADP and to
coordinate data sets with their finding aids, the output data set
names (DSN) for data files stored at ADP must conform to the following
naming conventions: '

All data set names begin with the prefix:
U.ARC.
followed by:
Any alphanumeric character or character string (A
is preferred for state records; CL is preferred for
county and local records),
followed by:
’ The four-digit numeric SHSW archives series number
or the county and lcoal records series number,
followed by: .
The sequence number of the data file.
The sequence number refers to the sequence of each
data file within a record series. For example, if
Series 2052 is an on-going series which includes
one data file for each year beginning in 1976, the
sequence number for the 1976 file is 001, the
sequence number for the 1977 file is 002, etc. The
DSN for the 1976 file is:
U.ARC.22052001
The DSN for the 1977 file is:
U.ARC.A2052002, etc.
Data file for one-time surveys should use 001 as-
the sequence number. _ ’

Data set names specified by the processing archivist should not
be changed by ADP unless they consult with the processing archivist.
This should be noted in the "Comments" section of Part F of the ADP
Tape Copy Information Form.
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6.0 Documentataon/Finding Aids:

The processing archivist is responsible for compiling
documentation which will provide users With the technical ainformataior
required to access each data set and interpret its contents.
Generally, this documentation will Dbe compiled as a finding aid called
as user's guide.

I3

6.1 Format for User's Guides

At a minimum, the us«r's guide must contain the elements listed
below and should conform to the format for User's Guides:

6.2 Title Page: . »
The title page includes:
a) The heading: "“Archives Division, State Historical Society of
wisconsin" '
b)The name of the Agency, Division, and Subdivision of the
Original Custodian ' '
c) The title: "Users Guide for the Series Title, Inclusive
Dates
d) The media indicator " # machine readable data file(s) ™
e) The series number '
£) Indication of Restricted Access: "Rectricted" (if applicable)

6.3 Restrictions:
1f access is restricted, the second page consists of a note
indicating the nature of the restrictions, statutory references,
duration of restrictions, and procedures for requesting access.

6.4 Table of Contents

6.5 Abstract:
The abstract should contain information sufficient to provide
potential researchers with a summary overview and description of
the contents and technical characteristics of each data file and
all of the data elements needed to catalog the series according
to internal archives' procedures or the MARC format for archives
and manuscripts. Generally, one abstract will suffice for each
open ended series unless there were substantial revisions to the
system at some point. A "List of Holdings" can be used to
provide information about each file in an ongoing series. The
abstract should include the following information:

Series Number:

Rgency:

Division:

Subdivision:

Series Title, Inclusive Dates, and General Materials Designator:
for open-ended series list the earliest- date
the general materials designator usually is written as:

machine-readable data files

Summary of Contents:

1
JI.{{;
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Geographic Coverﬁge:
include any consistenly available geographic subdivisions

Unit of Analysis:
Sort Sequence:

Technical Description:
File Structure:
‘Number of Logical Records: )
for open~ended series, list the number of loyical records
in each data file on the list of holdings) ’
Logical Record Length: '

Finding Aids:
include a citation to the user's guide and any other finding
aids in the custody of the archives or original custodian

Related Records:

Restrictions on Use: :
include the source or authority, termination dats, and any
e special access provisions.

Suggested Citation:
® Agency, Division, Subdivision, "Series Title," Date, :
G.M.D. , State Historical Society of Wisconsin, Archives
Division.

- Processed by name , year
Accession Number:
RDA Number:




v

6.6 Samwle Abstract

SERIES NUMBER: 1559
- "
AGENCY: Department of
DIVISION: Division of

SUBL.VISION: Bureau of Property Tax

17

ABSTRACT

[y

. «

3

Revenue -
‘State and Local Finance

SERIES TITLE: SALES ANALYSIS SYSTEM MASTER FiLE machine-readable «data file ,

SUMMARY OF CONTENTS: -

GEOGRAPHIC COVERAGE:

UNIT OF ANALYSIS:
SORT SEQUENCE:

1975~ ... ‘ _ , .

.

-

Numeris= data files containing data on appr0X1mate1y
100,000 parcels of real property sold. each yea? in
Wisgonsin. Each parcel is identified by administrative.
area, county, and municipality, sales number; and ‘Warcel
number Data on each parcel includes property,class,

‘number of units, intended ube, sales date, salesgprice, .

assessed value of land and improvements, the ratio of
assessed value to sales price, and a few other
descriptive items. The data are used to calculate the
ratio of assessed values to market prlces in dlfferent
areas of Wisconsin. .

Wisconsin, and thereunder by admlnlstratlve area,
county, and mun1C1pa;1ty. - e
Parcel. _ ' :
Numeric by administrative area, and thereunder by
county, municipal code number, and sales date.

o

TEGCHNICAL DESCRIPTION:

FILE STRUCTURE:
FILE SIZE:

FINDING AIDS:

RELATED RECORDS:

RESTRICTIONS ON USE:

SUGGESTED CITATION:

Processed by K. Unertl and M. Hedstrom, 1981.

Acc. No. 1981/156.
RDA No. 193/80(1).

Rectangular
See: "List of Holdings" (p. 3)

"User's Guide for the SALES ANALYSIS. 3YSTEM MASTER FILE
machine-readable data file , 1975- " This
descriptive ‘documentation is available from the Archlves
Division, State Historical SOC1ety of Wisconsin. |

Department of Revenue, Division of State and Local
Firance, Bureau of Property Tax, FIELDED SALES ANALYSIS
SYSTEM MASTER FILE, 1975~ machine~readable data files .
Archives Division, State Historical Society of Wisconsin.

L]
Access to.this file is restricted by s. 77.23, wgg?onsin
Statutes. Requests for access should be directed to the
Director of the.Bureau of Property Tax.

Department of Revenue, Division of State and Local
Finance, Bureau of Property Tax, "Sales Analysis System
Master File" machine-readable data file , 1975~ .
Archives Diyislon, State Historical Society of
Wisconsin, Series 1559.




6.7 Archivast's Processing Notes:

The archivist's processing notes are used to inform the researcher
of any changes made to the data as it was processed and to ind.icate
any technical and interpretive problems with the data or the
documentation. Processing notes should include information about any
conversi~ns or reformatting of the data such as changes to the
character code, unpacking packed decimal fields, converting data from
systems files to f1at files, blank filling variable length records,
etc. Processing notcs should also mention any known errors in coding
or keying the data, mssing data, inconsistencies between the data and
documentation, undefined characters, and other technical problems.

6.8 Source Documents:

" Include a copy of the source document(s).

6.9 Record Layout:

The record layout must include the following information for each
field {variable) in the file.:

a) variable name

b) Width of the field

c) Location of the field

d) Character type numeric, alphanumeric, packed decimal, etc. .

Tf all variables are the same type, this. can be noted on the

record layout.

The record layout must -be legible. If diagrams provided by the
-agency are illegible or incorrect, the record layout should be typed
in a columnar format.

6.10 Codebooks:

The user's guide must include a list of all codes used to
represent data in each file. If the use of codes is limited to a few
variables or a few values for each variable, codes may be listed in
the record layout. EXtensive coding requires a separate codebook.

6.11 Dumps:

Include a dump of at least the first 10 and last 10 logaical
records in each file ircluded in the series. If the series contains
confidential information, dumps should be edited to delete fields with
confidential information or access to the dumps should be withheld
until researchers have secured permission to access the file from the
original custodian.

6.12 Organization, Reproduction, and Filing of User's Guides:

There should be two copies of each user's guide: one filed in the
reading room with state records' inventories and one files with state
record inventories in the processing area. The user's guide should be
filed by the series number of the data rile.




In some cases, there will be a considerable volume of
documentation whicn contributes to interpretation of the contents of
data files, but is not included in the user's guide. Examples of such
types of documentation include administrative records of research
projects, original source documents, preliminary and final analyses
and reports, and records describing the file or database development
such as sampling pro~edures, development of data dictionary
definitions, error rates, data collection, etc. Generally, such
records should be processed as separate series. The abstract in the
user's guide should list such series in the related records note.

In the case of confidential records, portions of the documentation

usually included an the user's guide may also carry restrictions.
Dumps of data in the file must be restricted. (See: Section 6.11).
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7.0 Storage and Maintenance:

Master uopies of data sets are stored in the ADP tape library.
Back-up copies are stored in the SHSW vault.

7.1 Storage Conditions:

The following list contains optimal storage conditions for
magnetic tape. Tapes stored under these conditions can be eXpected to
last from 12 to 20 years. Whenever possible, these conditions should
be used as guidelines and storage areas with frequent or extreme
fluctuations in temperature or humidity should be avoided.

Temperature: 65 degrees F (+ or - 3 degrees)

Humidity: 40 % RH (+ or - 5%)

Free from Dust, Smoke, and Strong Magnetic Fields

Store Tapes Upright on a Grounded Metal Rack

Store Tapes in Plastic Canisters which Support the Reel at the
Hub

Place External Labels on all Tape Reels

7.2 Storage of Back-up Copies in the SlSW Vault

Back-up copies should have two external labels. One label
contains the reel number. External reel numbers are Sequential
numbers which begin with the prefix SH and are followed by 4 digits.
To determine the next reel number for an unnumbered SHSW tape (See:
Section 7.4).

The second external label should contain the following
information in the following format: '

Series Number Series Title

LRECL= NLREC= BF= BS=

Label - DEN Track
Dup/Master ‘ Restrictions

Reel i.d. Reel Sequence

7.3 Tape Maintenance

The archives is responsible for maintenance of data sets stored
in the SHSW vault and for monitoring maintenance of SHSW data files
stored at ADP. The following maintenance schedule should be followed.

Once per six months:
Turn the tape reel one-quarter turn on the storage rack to

prevent sagging.




21

Once pur year:
Test read a sample of tapes in storage.
If the tape contains permanent read errors, the data should
be transferred to a new tape.
Examine the tape reel visually for cinching; protruding layers
of tape; broken reel, hub, or canister; surface contamination by
dirt; creases, scratches, and other signs of physical
deterioration.
Most of the problems listed above can be remedied by a cleaning
and precision rewinding of the tape. After maintenance
procedures are performed the tape should be read again to check
for permanent read errors.

Every 1-2 Years:
Tapes should be cleaned and precisions rewound regardless of
physical appearance or evidence of read errors.

Every 12-20 Years (or more frequently if evidence of deterioration

appears) : -

Transfer the data file to new magretic tape.
Tapes may be expected to last 12 to 20 years under optimum
storage and maintenance conditions. However, it may be
necessary to transfer data to new tape more frequently if
any of the indications of physical deterioration listed
above appear and cannot be remedied by cleaning and
rewinding the tape. Less than optimal storage conditions,
especially frequent or extreme fluctuations in temperature
and humidity, accelerate tape deterioration.

7.4 Tape Maintenance Log:
The tape maintenance log is stored in Wang Document #12B0H.

Purpose: The purpose of the tape management log is:

1) t¢ maintain a record of the status, location, and physical
characteristics of each tape in the archives and of any tapes stored
elsewhere which contain public records in the custody of the archives;

2) to keep a record of the,physical condition and maintenance
performed on tapes in the archives' custody;

3) to record the series number, accession number, file name,
data set name (if required for access), creation date, and
restrictions on access for each file stored on each tape; and

4) to)maintain a record of the tape number(s) which indicate the
physical logation of each series in machine-readable form.

Design: The 1log has one logical record per reel of tape. This
record contains tape specific information which describes the physical
characteristics of the tape. Each tape record is followed by one
record of file information for each file on the tape. The file
information consists of the sequence of the file on the tape, the
series and/or accession number, a truncated version of the file name,
the data set name (for internally labelled tapes), the creation date,
anca any restrictions cn access. All other descriptive information
pertaining to machine-readable data files is located in the finding
aids. There is one word processing document page per reel of tape.
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Updating: The log should be updated whenever the contents,
rhvsical characteristics, or location of a tape changes. The first
data element in each record contains the date that the log was
updated. Page W of Wang Document 1280H contains a blank fcrm for use
when information about new tapes or new data files are added to the
log. This page also contains the codes used to record information in
the log.

Use: The tape maintenance log is used to record information
about each tape and each file in the archives custody. It can be used
to retrieve information about a sperific record series or reel of tape
by using the search function to locate all pertenant information in
the log. The log should also be used in conjunction with tape
maintenance procedures to locate all tapes in need of maintenance.




7.5 Sample Record for Each Reel of Tape

Today's Date: ceenes
Tape Number:  seees .
Status: .
Physical Location: ...
Other Number ceeevans
Number of Tracks: . .
Density: o ceen
Parity: .
Label: .e
Computer Generated On: c e
Tape Length: e
Certified Density: ceas
Manufacturer: .
Purchase Dat.e: ceen
Date Physical Status Changed: e
- Type of Change: .
Date of Precision Rewind: cens
Reel Sequence: : ceres
Number of Files: .o

7.6 Sample Record for Each Data File

File Sequence: eeeea

Series Number: cesaca coas
Accession Number: ceerseanas

File 'Name: eheescaacnsnnena .
Data Set Name: cesseasnans cresen .
Date Generated: cvea

Access: .

Data file records are repeated for each file on a reel of tape
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7.7 Tape Maintenance Log Coaes:

Today's Date:

Tape Number:

Status:

Physical Location:

Other Number:

Numpber of Tracks:

Density:

Parity:

Label-

Computer Genereated On:

Tape Length:

Certified Density:

YYMMDD Enter date that 10g is updatecd or new
data is entered.

External Label (SHxxxx or ADP Vol.Ser. #)

Status of Tape:
M Master

D Durlicate

§ Scratch Tape
W Work Tape

VAULT (=SHSW Vailt)

DPLS

MACC

ADP

STAFF (=Processing Staff)

Additional External Label (If tape is stored
at a computer center, enter th i.d. needed
to access the tape.)

7 or 9
(In bpi.):

0556
0800

- 1600

6250

0 0da ‘p
E Even
U Unknown —

UL Unlabeled

AL ANSI Standard Label
IL IBM Label

OL Other Label

MACC (=UNTVAC 1100)
abpP (=IBM 370/168)

(In feet.):
0600
1200
2400
3200

Manufacturer's certified maximum density:
(In bpi.):

0556

0800

1600 '

6250

12y




Tape Manufacturer:

Purchase Date:
Date Physical Status Changed:

Type of Change:

Date of Precision Rewind:

Reel Sequence:

Number of Files:

File Sequence:

Series Number:

25
1 Wabash
2 Memorex
3 Burroughs
4 IBM
5 S8cotch (3M)
6 Tra
7 Graham Magnetics
8 - cee
S .Other
YYMM
YYMM
0 New Tape.
1 Written On.
2 Cleaned (Cleans dirt from tape --

does not destroy information recorded
on the tape).

3 Cleaned and Tested (Cieans any dirt
from tape -- testing or recertification
destroys information on the tape)

4 Degaussed (Demagnetizes the tape.
Once date has been written orto a tape,
that tape should be degaussed before
using for archival storage).

YYMM

Leave blank if new tape. Typically
will be the date the tape was last
mounted and rewound on the tape drive.
May be the date created, cleaned,
tested, degaussed, or used. .

For multi~reel files. Indicates how
many sequentially associated reels
comprise a data file. A single reel
file should be indicated by 01/01
(first of one), and multi-reel files by
entries such as: 01/05, 01/08, 02/08,
etc.

For ~ulti-file reels. Indicate the
number of files on this reel of tape.
(Use left leading zeroes; i.e. 001,
002, 017, etc.).

Inlicate the sequence of this file on
the tape (01/03, 02/03, 03/03, etc.)
and describe below.

Indicate SHSW series number, if
assigneu. If the series includes more
than one machine-readable data file,
indicate the file sequence in the
series number as follows: (series
#.001, series #.005, etc.).

130
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Accession Number: : Indicate  SHSW accession number for
unprocessed files.

File Name: Give brief series title to identify
contents of file.

Date Set Name: Indicate the Data Set Name (DSN)
typically found on the Header Labe’.
(internal label) and required to access
the file.- (For tapes stored at ADP,
typically U.ARC.XXXXXXXXXXXXXXXXX.)

Date Generated: YYMM

Access:" Indicate Restrictions on Access to the
File:
R Restricted .

P Public Use

Document I1d: 1280H
Document Name: Tape Management Log

‘ 13]




APPENDIX D

Sample User's Guide for a Machine-Readaktle Record Series

Note: This appendiX is included as an example. Portions of the
codebook and the appendices to the user's guide were not
reproduced because they are self-explanatory. The dump of the
first 10 records which appears at the end of this user's guide is
hypothetical data. An actual dump is not not included in this
appendiX because the series is restricted.




Archives Division

STATE HISTORICAL SOCIETY OF WISCONSIN

Department of Revenue
Division of State and local Finance
Bureau of Property Tax

User's Guide. for the
SALES ANALYSIS SYSTEM MASTER
FILE, 1975 - [machine-readzble

data files]. Restricted.

Series
Number
1559
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/' RESTRICTION:
//
The State Historical Society of Wisconsin
shall, according to-ss. 16.61(13)(b),
Wisconsin Statutes, observe the privileged
information requirement of s. 77.23,
Wisconsin Statutes.
/ .
Requests tor access to this file should be
directed to th2 original custodian, the
Dirgctor of the Bureau of Property Tax.

]

'Researchers must obtain formal approval from
the original custodian before the State
Historical Society will allow access to
this file.

’
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ABSTRACT

SERIES NUMBER: 1559

AGENCY: Department of Revenue
DIVISION: Division of State and Local Finance
SUBDIVISION: Bureaud of Property Tax

SERIES TITLE: SALES ANALYSIS SYSTEM MASTER FILE, 1975-
[machine-readable data files]). :

SUMMARY OF CONTENTS: Numeric data files containing data onm approximatelg$$
) . 100,000 parcels of real property sold each year in
_Wisconsin. Each parcel is identified by administrative

number. Data on each parcel includes property class,
number of units, intended use, sales date, sales price,
assessed value of land and improvements, the ratio of
assesged value to sales price, and a few other
descriptive items. The data are used to calculate the
ratio of assessed values to market prices in di“ferent
areas of Wisconsin. '

GEOGRAPHIC COVERAGE: Wisconsin, and thereunder by administrative area,
. county, and municipality. '
UNIT OF ANALYSIS: Parcel. .
SORT SEQUENCE: Numeric by administrative area, ana thereunder by
county, municipal code number, and sales date.

TECHNICAL DESCRIPTION: -
FILE STRUCTURE: Rectangular
FILE SIZE: See: "List of Holdings, p. 3"

FINDING AIDS: "User's Guide for the SALES ANALYSIS SYSTEM MASTER FILE, 1975~
[machine-readable data files." This descriptive documentation
is available from the Archives Division, State Historical
Society of Wisconsin.

RELATED RECORDS: Department of Revenue, Division of State and Local
. ' Finance, Bureau of Property Tax, FIELDED SALES ANALYSIS

SYSTEM MASTER FILE, 1975~ [machine~readable data
files]. Archives Division, State Historical Society of
Wisconsin.

RESTRICTIONS ON USE: Access to thisé file is resatricted by s. 77.23, Wisconsin
Statutes. Requests for access should be directed tu the
Director of the Bureau of Property Tax.

SUGGESTED CITATION: Department of Revenue, Division of State and Local
Finance, Bureau of Property Tax, 'Sales Analysis System
Master File, 1975-" [machine-readable data fil.a].
Archives Division, State Historical Society of
Wisconsin, Seriee 1559.

Processed by K. Unertl and M. Hedstrom, 1981.
Acc. No. 1981/156. -
RDA No. 193/80(1).

area, county, and municipality, sales number, and parcell'




. / : ¢
Series 1559

SALES ANAIYSTS SYSTEM (SAS) MASTER FILE, 1975 - [machine readable data files].
Restricted,

DEPARTMENT OF REVENUE
Division of State and Local Finance .
Bureau of Property Tax .

History: beginning on October 1, 1969 Chapter 77, Subsection II of the
wisconsin Statutes imposes a transfer fee on the grantor of every real estate
conveyance not exempted by ss., 77. 35 or 77.26. The Bureau of Property Tax collects
and coampiles data from the Real Estate Transfer Fee Return (Form PE-500) for
-selected conveyances to generate the Sales Analysis System (SAS) Master File
annually. The Bureau uses the data to establish the ratio of assessed to market
value.of real, estate in various geographic areas throughout. Wisconsin. The data
are also used for analyses of trends of real estate prices.

Scope and Content: The file contains only recorded transact.ons considered
to be of ordinary market value and not exempted by ss. 77.25, Wisconsin Statutes.
Transfers involving any element of compulsion are excluded from the SAS master
file, such as those involving duress, between related parties, to son-profit
institutions, of convenience, and of doubtful titles. Transfers_pf real estate
with split property clagsifications are also excluded (For details ‘on the
selection criteria, see pages 16-20 of thls user's guide ).

2

The file contains data on approximately 100,000 real estate transactions

per year. Each parcel is identified by the administrative area, county, and
assessment district (if applicable) where it is L& ated, the tvpe of tax district,
sales number, and local parcel or tax key number. Data on each parcel includes
the property classification, number of units, intended use, sales date, sales
price, assessed value of the land, Improvements and total, and the ratio of

the assessed value to the sales price. The file also identifies pdrcels with
weter frontage and parcels of land without improvements. Some administrative
data such as the entry date and office reject code are also included.

Additional Documentation: For additional,information on the definitinns,
coverage, and administrative procedures associated with assessment of real
property and the real estate transfer fee see Chapter 77, Subsection II, Wisconsin
Statutes and Wisconsin Department of Revenue, State-Local Finance Division,’
sureau of Property Tax. Property Acsessment Manual for Wisconsin Assessors,

Vol. I, 1970-1977. '

/,




LIST OF HOLDINGS

1969

1970

1971

1972

1973 .

1974 ]

1975 1 data file (76,180 logical records)

1976 1 data file (105,208 logical records)

-
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Archivist's Processing Notes

Re: SAS Master File, 1975, 1976.

These data were converted from IBM packed decimal to EBCDIC by the
archives staff. Several logical records were compared to the record layout
and coding scheme. The information in the file seemed to be consistent with
the documentation.

There are two meaningless characters at the end of each block.




RECORD LAYOUT

Columns Width Variable Name and Description

1-2 2 Administrative Area Code
(See Codebook)

3=4 2 County Code
(See Codebook)

5-1 3 Tax District Code
This variable identifies the ®municipality

in which each parcel is located:
(See Codebook)

'

8-9 2 Assessment District
(See Appendix A)

' 10-14 5 Sales Number
Assigned sequentially by each Department of Revenue
district office.

15-27 13 Parcel Number
First 13 '"valid" characters of the local parcel number
or tax key number. Dashes, dots, etc. should not appear.
This item can be blank.

28--30 3 Quarter Section
This item is always coded 000.

31-32 2 Property Class
.This entry must contain the appropriate property class,
coded as follows:
01 ~- Residential
02 -- Mercantile
03 -~ Manufacturing
04 -- Agricultural
05 ~- Swamp and Waste
06 ~-- Forest
(See pp. 14-15 of this User's Guide for definitions)

33 1 Water Frontage (WF)

1l -~ Has Water Frontage

2 -- Does not have Water Frontage
34 1 " Kind of Property (VAC/IMP)

1l -~ Land Only

2 -- Land and lmprovements

14y




Record Layout (continued)

Columns Width Variable Name and Description
35 1 - Number of Units
0 -- Blank

1 -- 1 Household
2 =~ 2 = 7 Units
3 -~ 8 or More Units

e QA

36 S | Intended Use
1 -- Residential
- 2 -~ Commercial
T 3 -~ Industrial
| 4 -- Agricultural
5 -~ Recreational
6 -~ Other
37-40 4 Sales Date
MMYY
41-49 9 Sales Price ”

In dollars (no cents)

50-58 , 9 Assessed Value of Land
In dollars (no cents)

59-67 9 Assessed Value of Improvements
In dollars (no cents)

68-76 9 Total Assessed Value
Assessed value of land and improvements.
In dollars (no cents)

77-83 7 Ratio of Assessed to Sales Value

Ratio of the total assessed value to. the sales price.
(Rounded to five decimal digits)

S
84-89 6 Entry Date '
Date the record was entered into the SAS system.
MMDDYY
90 1 Office Code
81-100 10 Blank
:

Note: All variables are numeric data except the Parcel Number (Columns 15-27)
which can contain alphanumeric characters..

Q 1’1‘




- Wisconsin Department of Revenu
Name, Full Address and Social Security Number of Grantee -

Name, Address and Social Security Number of Grantor

Is grantor related to ;}:nteﬂ (Bloud or Marriage) (] ves (] No
Name and Addrzss to which tax bills should be sent

PART | - PROPERTY TRANSFERRED

County of: , Check proper box and enter name of munivipality Street address of property transferred
O city !
O Village  OF tuoomeeeeee
) Town

. . . . . v - W
Legal Description (Fiit in legal description in space below or attach 2 copies of tull legal description from instrument of conveyam

Lot NOw o Blotk NOw e —..Plat Name

TOWN oot mcrecenaes Range...... Section

Property Parcel Number

or metes and bounds description:

.A,...
R IS
RIS a.t

‘!

ﬁ"ﬁ
e 4

BEST [

PART Il - PHYSICAL DESCRIPTION AND INTENDED USE

1. Kind of Property 2. Principal Intended Use 3. Land Area and Type
a. [J Land Only 3. (J Residential a. LotSize - Estimated [J
[CJ New Construction b. OJ Commercial X
O Building Previously Used ¢. [J Industrial b. Total Acres - Estimated
b. [J Residential Units, if any d. OJ Agricultural . V. e Tillable Acres
D One Family e. [J Recreational 2 . _W.T.L.Acres
CJ 2 thru 7 Units f. [J Other {Explain) 3. . ___F.C.Acres
(J 8 or more Units €. Feet of Water Frontage
Estimated [
PART Ill - TRANSFER
1. [ Sale 2. O Gift 3. [J Exchange 4. [ Deed in satisfaction of L.C.dated —_________ 5. Other Explain
' ' ] Here
PART IV - COMPUTATION OF FEE
1. Total value of REAL ESTATE transferred {purchase Price, 8.} v v v v it oo oo e ire cnnenennneeennn. s .
2. Ownership interest transferred [ Full () Other {Explain),
O TS O .8 — :
4. In your opinion, was this sale or transfer made at fair market value? [J Yes [ J No  [J No opinion (lfnourrs 9-"'"'0"'.5"':’::';;
I (We) declare under penalty of law, that this return {including any accompanying schedule) has been examined by me {us) and to the t:est of my
(our) knowledge and belief it is true, correct and complete.
Sign Signature of Grantee or Agent ate -
Here -
Document No. vol, (Reel) Page (image) Date Recorded |Date and Kind of Conveyance
LEAVE
THIS Parcel Number ) County Code Duistrict Code
6 10 e
AREA _
BLANK A 5 3 5 Tt L 10ttice | 2Freid | 3use | 4 Reect
! ! Ratio Conmeacajion
Q i) T
ERICs 7%

IText Provided by ERIC 1 l
School District# . ‘ 1 1"’ : t




Q

ERIC

PAFulToxt Provided by ERIC

INSTRUCTIONS

Upon completion, submit all parts of this form intact to the Register of Deeds with the instrument of conveyance and the fee
payable, f any

GRANTOR:  Usual, the fermwa owner of the property. (Setler 1! property 1:ans'erred y sale.)

GRANTEE: Thenew vwvner af the preperty (the purchaser when property trandlened by sale)

Indicate whether ot net grartor and grantec are related by blocd or marnage.

Enter the name and addresc 10 which tax bills are 1o be sent.

*
PART | - PROPERTY TRANSFERRED Exnter the name of the county and the municrpabity 1n which the tran:feried
propirty 1y I.,cated and check whether 1118 a5 cny village, or town. Enter the streer address of the property transferred 14 ru:al
property, give the fire number if known.

The lega: description is the legally accepted statement which identifies the tocation and boundaries of this property and can be
found ar the insirumert of conveyance [deed, etc.) Enter the full lega! description o aitach two voptes of the legal description as it
appears on theanstrument of conveyance to the front of this form. Also enter the town, range and section 11 which property is
located. Enter the propzsty parcel number opposite the space provided. The number can most readily be obtained from the
property tax bill 3t the time taxes are ascertained {or proration purposes.

PART |l - PHYSICAL DESCRIPTION AND INTENDED USE OF PROPERTY

ltem 1a Check only one box.

ltem 1 Check only one box. (1f “’Land Only’’ is checked in 1.3. ormit this 1tem.)

ltem 2- Check only one box which best describes intenced use.

lem 3a: Enter lotsize. Hf unknown, enter estimated si1ze and check box.

ltem 3uv:  Enter total acres. Hf unknown, enter estimated total acreage and check box.

ltem 3b1:  Enter number of tlable acres, if any.

“ttem 3b2:  Enter number of acres under woodland tax contract, if none, enter “'none."’

ltem 3b3* Enter number of acres under forest crop contract, if none, enter *none.”

lhem 3¢ Enter number cf feet of water frontage. |f unknown, enter estimated footage and check box. If none, enter “none”.

Note: Owners of forest crop land are required by law to notify the Department of Natural Resources of transfer of ownership.

PART I - TRANSFER Check the appropriate box 10 show how the property was acquired, i.e., by Sale, Gift, or
Exchanga. 1t Other 15 checked, please explain in space provided.

PART IV - COMPUTATION OQF FEE On Line 1 enter the full actual consideration paid or to be paid for Real Estate
including the amount of any hen or liens thereon. DO NOT include consideration for personal property such as household
furniture, farm machinery, boats, etc. In case of a Gift, nominal consideration or Exchange of property, enter the estimated
current fair market value {the price which could ordinarily be obtained for the property at a sale in an open market between a
willing buyer and willing seller),

On Line 2 show the extent ot the ownership interest acquired by this transfer. 1f Full, check box; if other than Full, check box for
Other and idenuty fractional interest.

On Line 3 enter the amount of the fee which is based upon a rate of 10¢ per $100 on Line 1 or traction thereof,

If Line 1 does not end in even hundreds fi.e. $11,520), round to next even hundred (ie., S11,600/ and move the decimal three
places to the left (i.e., correct fee in example is $11.600).

Note. If this is an original land contract, no fee is imposed, therefore, on Line 3 enter the words ““Original L C."'

Line 4 15 selt explanatory.

SECTION 77.25- EXEMPTIONS FROM FEE The fees imposed by this su _haptet do not apply to 3 conveyance:
(1) Prior to the effective date of this subchapter (October 1, 1969).
{2) To the United States or to this state or to any instrumentality, agency or, subdivision of either.
(3) Which, executed for nominal, inadequate, ot no consideration, confirms, corrects or reforms a conveyance previously
recorded.
{4) On sale for delinquent taxes or assessments.
{5) On partition,
{6 Pursuant to mergers of corporations.
{7) By a subsidhary corporation to its parcnt for no consideration, nominal consideration or 1n sole considerat-on of cancellation
surrender or transfer of capital stock between parent and sutrsidiary corporation.
(8) Between husband and wife or parent and chi!d tor nominal or no consideration,
{9) Between agent and principal or trustee and benefiCiary without actua! consideration,
{10) Soiely in otder to provide or release secunity for a debt or obligation except as required by §.77.22 (2) (b).
{11} By will, descent or survivorship.
(12) Pursuant to or in lieu of condemnation,
{113} Of reql estate having a vatue of $100 or less.
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Wiscongia counties were divided into five administra-
tive axeas by the Department ot Revenue, as follows:*

Administrative
Area 75

Brown
Calumet
Door

Fond du Lac
Green Lake
Kewaunee
Manitowoc
Marathon
Marquette
Menominee
Oconto
Outagamie
Shawano
Sheboygap
Waupaca
Waushara
Winnebago

Administrative
Area 76

Columbia
Dane
Dodge
Crant
Green
Towa
Jeffergon
Lafayette
Richland
Rock
Sauk

Adminigtrative
Area 77

Kenosha

. Milwaukee

Ozaukee
Racine
Walworth
Washington
Waukesha

Administrative
Area 79

Ashland
Barron
Bayfield
Buffalo
Burnett
Chippewa
Clark
Crawford
Douglas
Dunn

Eau Claire
Iron
Jackson
La Crosse
Monroe
Pepin
Plerce
Polk
Price
Rusk

St. Croix

Administrative

Area 79 (cont.)

Sawyer
Taylor
Trempealeau
Vernon
Washburn

Administrative
Area 80

Adamg
Florence
Forest
Juneau
Langlade
Lincoln
Marathon
Oneida
Portagze
Vilas
Wood

*Administrative Area 78 did not exist until 1978,

111

ADMINISTRATIVE AREAS, 1975, 1976 (Columnsg 1-2)

0
("
Seylinid ﬁ
Dougla
i 16 04 fron .
i 02 4 26 | TS~
Vilss "N
65 57 | Ashiand 63
07 ,
Burrett W.::" Sawyw Price R '19
60 Oreids Forest
Pokk Barron Ausk 79 ‘43 21 vslv;m
48 03 54 Lincoin .
' 35
TYoylor
‘ 60
St.Croix [Dunn | Chippews 4
56 17 09 80
. Y8 Clark Margthon
oy, Ew Clake 10 37
Pepin ) . ,1
Portage
Toutislo |Teem. | . ] .. Wood IS Outsgemil Browm | 3
08 |nee 27 7 4
o1 Jockeon Meni
Ad suthars Winne- Cel
rome Morvos | 20y 01 f—o 2‘“" '
P2 M w (Greed 20 59
Junesy \ ¢ o Lol.o|FondduLec | Shebo
ng?
Richland Sauk Colu‘m‘bh o:d: ,w§ 04 -
52 56 e ington
12
o [ o sukesh 4
*ne Jatf W
Grent 'W2.5 4 13 8 67 \wm
22 Lot o Mok Iobworth|" =20
ayerte | Qroen
.33 23 53 64 [y
wd o v ¢ w0 dhen v o @ - wowrw o wr wondy -
e 145
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N
\\
COUNTY CODE (Columns 3-4) 0
01 Adams ' 37 Marathon i N
02 Ashland 38 Marinette AN
03 Barron 39 Marquette Seyfieid 9 N
04 Bayfield 40 Milwaukee Dougles '
05 Brown 41 Monroe ' 16 04 ron \-\
06 Buffalo 42 Oconto I 02 26 \m, . \
07 Burnette 43 Onelda 65 657 | Ashiand V‘g& ~
08 Calumet 44 Outagamie 07  |wea \
09 Chippewa . 45 Ozaukee Burnent burn Sawye Price ,‘-1 9,“
10 Clark 46 Pepin 60 Oneids
11 Columbia 47 Plerce Polk Barron Rusk 43 F’z"" instte
12 Crawford 48 Polk _ 48 | 03 54 Lincoin
13 Dane 49 Portage 35 Lw . \
14 Dodge 50 Price 7"'6";_-', \
15 Door 51 Racine | —-{u_...{... ol
16 Douglas 52 Richland Mantihon e ® A
17 Dunn 53 Rock : c"?‘o Ry thewsno  §8
18 Eau Claire 54 Rusk , B
19 Florence 55 - Saint Crolx * | Wood LPortase  |Weupecs K
20 Fond du Lac 56 Sauk | 27— 71 | 49 68 ouzm '"6?_ 3
21 Forest 57 Sawyer ’ Jackson 5 55 i
~ 1o

22 Grant 58  Shawano Cacum| oo S0 1w f 1o 2 M
23 Green 59 Sheboygan mowos | 20\ 01 bego '
24 Green Lake 60 Taylor 41 “39 02‘ 20
25 Towa 61 Trempealeau Junesu quatt L:.: conddulec
26 Iron 62 Vernon \ .
27 Jackson 63 Vilas _ Sauk  [Columbis | Dodes
28 Jefferson 64 Walworth “""E"‘g" 56 ]“ " 14 :’3&
29  Juneau 65 Washiburn - f
30 Kenosgha 66 Washington Dane | settorsont Weukesh
31 Kewaunee 67 Waukesha '";5 13 ;ém .07
32 La Crosse 68 Waupaca , 22 M
33 Lafayette 69 Waushara Lefoyette | Groen | Rock  Wetworth
34 Langlade 70  Winnebago 33 23 63 64_*
35 Lincoln 71  Wood s e s R ey e
36 Manlitowoc 72 Menominee

BEOT R U e 4

it l . 1 4 /
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Sales Analysis System (SAS) Master File, 1975 (First 10 Logical Records):

76250020000947BL13842 000012211017500006000000000460000003460000003920000653331210750
76250020000950BL660AL661 000012211017500006000000000460000003460000003920000653331210750
76250020000951BL1963 000012211017500006000000000460000003460000003920000653331210750
76250020000952BL173 1000012211017500006000000000460000003460000003920000653331210750

76250020000953BL1943338  000012211017500006000000000460000003460000003920000653331210750
76250020000954BL1943J375 000012211017500006000000000460000003460000003920000653331210750

76250020000556BL361Y18 000012211017500006000000000460000003460000003920000653331210750
76250020000958BL11111 000012211017500006000000000460000003460000003920000653331210750
76250020000959BL1582L47 000012211017500006000000000460000003460000003920000653331210750
76250020000963BL1173 000012211017500006000000000460000003460000003920000653331210750
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