
1. Public Records Training

1.1 Wisconsin Public Records Law

1.2 Public Records (Sunshine) Laws
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1.3 Objectives 

Objective 1 
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Objective 2 

Objective 3 

Objective 4 
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Objective 5 

1.4 When You Have a Public Record 

1.5 Recognize When You Have a Public Record 
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1.6 What Is a Public Record?
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1.7 Record Location 

1.8 Tips When Using Personal Devices 

•

•

•

•
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Desktop Layer  

Smartphone Layer  

Tablet Layer  
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Smartwatch Layer  

USB Layer  

Hard Drive Layer 
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1.9 Understand What Is Not a Public Record 

1.10 What’s NOT A Public Record 
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Duplicates 

Personal  

Unsolicited  
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Reference  

1.11 What Else Is NOT A Public Record?
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1.12 Tips For Keeping Drafts or Notes

Recognize
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Organize 

Remember 

Questions
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1.13 Understand how To Retain Public Records

Public Records Responsibility #3: Understand how to properly retain public records.

1.14 How To Retain A Public Record
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 It is important to 
check with your agency’s records officer or records coordinator to find out how long you are 
required to keep your records and where to send them when that time runs out. 

Finally, before you get rid of a record, make sure there are no pending records requests, 
audits, or lawsuits that require you to hold on to the record.  
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1.15 Retaining Records Electronically 
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Tab 2 

Tab 3  

Tab 4 
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1.16 Key Points 

There are several important points for all to remember. 

Emails in your personal email are public records if they pertain to government business.
Text messages on your personal cell phone are public records if they pertain to government
business.
Organize your physical and electronic files, emails, and other records so you know where to
find them if the public requests them.
Don’t delete emails or any other records unless you know that you don’t need to keep
them. Know how long you are required to keep your records and what to do with them
when that time is up.

1.17 Key Points  

If you run out of storage in your mailbox, ask your agency’s help desk for assistance with .pst
files or similar solutions.
Text messages on your personal cell phone are public records if they pertain to government
business.

Emails in your personal email are public records if they pertain to government business.
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1.18 Recognize Requests 

Public Records Responsibility #4: Recognize a public records request and the importance 
of handling public records requests appropriately. 

1.19 Handling A Public Records Request 

Let’s begin by explaining what a public records request is. A public records request is any 

request for government records.   It does not require magic words or precise format, and it 

may be submitted by email, by letter, by phone, in person, or by any other method. The 

request may be written or verbal. It does not need to identify the requester or the 

purpose of the request. 
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1.20 Is it a Public Records Request?

This slide contains a common scenario between two coworkers.  Not all requests you 
receive from the public are public records requests. You must learn the difference between 
a general request and a public records request and act accordingly.

o

o

1.21 Handling Public Records Requests
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1.22 Know Where To Go For Help

Your fifth and final public records responsibility is: Know where to go for help. 

1.23 Finding Help
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B

C  

A
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E  

D 
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2. Quiz

2.1 Quiz 

Now it’s time for a short quiz. You must answer 3 of 5 questions correctly to pass. There is no 
audio for these questions. You must pass this quiz to receive credit for taking the course. 
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2.2 Question 1 

 (Multiple Choice, 10 points, 1 attempt permitted) 

Feedback when correct: 

Feedback when incorrect: 
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2.3 Question 2 

 (Multiple Choice, 10 points, 1 attempt permitted) 

Feedback when correct: 

Feedback when incorrect: 
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2.4 Question 3 

 (Pick One, 10 points, 1 attempt permitted) 

Feedback when correct: 

Feedback when incorrect: 
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2.5 Question 4 

 (Multiple Choice, 10 points, 1 attempt permitted) 

Feedback when correct: 

Feedback when incorrect: 
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2.6 Question 5 

 (Multiple Choice, 10 points, 1 attempt permitted) 

Feedback when correct: 

Feedback when incorrect: 
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2.8 Thank You

Thanks for completing the Public Records Training. You may close this course.
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