
lL~~~~[L £ TI~W ~ 
[D)[R(£~11~ 00~ 
~£00M&\[L 

Prepared by 
THE WISCONSIN LEGISLATIVE REFERENCE LIBRARY 

State Capitol 
Madison 2, Wisconsin 

RESEARCH BULLETIN NO. 124 
December 1958 



TABLE OF CONTENTS 

RULES FOR DRAFTSI1EN 
~evised~- 1958) 

l. General Drafting Rules and Procedures. 
l.Ol Policy 

1.02 

(l) Who is served 
(2) Nonpartisan attitude 
(J) Confidential nature of work 

(a) Drafting files 
(b) Bills introduced 
(c) Obtain member's permission 

(4) Tailor-made drafts 
(5) Loan of drafting files 
(6) Rush assignments 

Procedure for taking drafting requests 
(l) Yellow request sheet 
(2) Pertinent data 
(3) Check sections affected 
(4) Intent of bill 
(5) Contacting department heads 
(6) Additional instructions 
(7) Redrafts 
(8) Requests for identical bills 
(9) Change in sponsor 
(10) Amendments 
(ll) Alternative drafts 

l.OJ Use of drafting forms • 

1,04 Assignments and general procedure 
(l) Processing requests 
(2) Drafting assignments 
()) Use of library staff 

• 

• 

(a) Prior Wisconsin bills, other states 
(b) Research services • 
(c) Index to private and local lm;s 
(d) Informational and research bulletins 
(e) Titles of public officials 

(4) Use of statutes for small amends 
(a) Use different volumes 
(b) Small sets of statutes 
(c) Inserts 
(d) Striking material 
(e) Books on loan 

1.05 Background material for draftsmen 
(l) State constitution • 
(2) Rules of the legislature 
()) Session laws and bound bills 
( 4) vJisconsin statutes • 
(5) \.Vest's annotated statutes 
(6) Other references 

1.06 Glossary: terms and publications 
(l) Terms used • • • 
(2) Legislative documents 

• 

• 

• 

• 

• 

Page 
l 
l 
l 
l 
l 
l 
l 
l 
l 
2 
2 

2 
2 
2 
J 
J 
J 
J 
J 
J 
4 
4 
4 

4 

5 
5 
5 
5 
5 
5 
5 
5 
Q 
6 
6 
6 
6 
6 
6 

7 
7 
7 
7 
7 
7 
7 

9 
9 
ll 



- 2 -
Contents (cont'd) 

1.07 Record of drafts .. • 

1,08 \lorksheets 

2. Style and Grammatical construction 
2.01 Guide for writing words, phrases and numbers 

(1) Quantities and measurements 
( 2) 1;/ord guide 
(3) Avoid using superfluous words 
(4) Avoid indefinite words • 
(5) Rhetorical flourishes 
(6) Present tense • • • • • • • • 
(7) Use of "and/or" and "provided, however" 
(8) Active verb 
(9) Permissive or mandatory actions 
(10) Hords frequently confused 

2.02 Capitalization 

2.03 Abbreviations 
(1) References to other sections of the statutes 
(2) Transpose references , 
(3) Heferences to the United States 
(4) Introductory paragre.ph 

2,04 Use of the phrase "of the statutes" 

2.05 Quotation marks 

2.06 Punctuation 

3, Numbering of sections 
3.01 System of numbering 

(1) Sections 
(2) Subsections 
(3) Paragraphs 
(4) Subdivisions 
(5) Allowance for future insertions 
(6) Avoid breakdown at lm1er levels 
(7) Numbering sections of chapter 20 
(8) Revisor's authority to renumber 

3.02 Statute card index file 
(1) White cards • 
(2) Blue cards 
(3) Orange cards 

4, Construction of bills • 
4,01 Bill titles and amending clauses 

(1) Amending introductory paragraph only 
(2) Amending section or subsection titles 
(3) Amending unnumbered paragraphs 
(4) Repeating section numbers 

4.02 Body of the bill 

• 

Page 
12 

12 

13 
13 
13 
14 
15 
15 
15 
15 
15 
15 
15 
16 

• 16 

19 
19 

• 19 
• 19 

19 

20 

20 

20 

21 
21 
21 
21 
21 
21 
21 
21 
21 
22 

22 
22 
22 
22 

24 
24 
24 

• 25 
25 
25 

25 



- 4 -
Contents (cont'd) 

Page 
6. Arrangement of the bill • 35 

6,01 Enacting clause • 35 

6,02 Order of the bill • 35 
(1) Tempor~ry and transitional provisions • 35 
(2) Tax measures • • 35 
(3) Severability clause • 35 
(4) Enabling clause • 35 
(5) Saving clause • 35 

7. Special clauses (suggested form) • • • • 36 
7,01 Enacting clause • • 36 

7.02 Appropriation clause • 36 

7,03 Enabling clause • • • 36 

7.04 Penalty clause • 36 

7.05 Forfeiture clause • • • 36 

7.06 Nonseverability clause • • 36 

?.07 Saving clause • 36 

7,08 Rule-making authority • 37 

8. Amending process 38 
8.01 What constitutes an amendment 38 

(1) Substitute amendments 38 
(2) Simple amendments 38 
(3) Rules 38 

8,02 Preparation of amendments • • 38 
(1) \fuat is being amended • 38 
(2) To be introduced in which house • 38 
(3) Treatment involved • 39 
(4) Physical location • 39 
(5) Inserting new material 40 
(6) Both numbers inclusive • • 40 

8,03 To be germane 40 

8.04 Amendments in the third degree • • 40 

8,041 Division of question • • 41 

8,05 Examples of various types of amendments , • • 42 
(1) Amended in house of origin 42 
(2) Amendments in 2nd house 42 
(3) Substitute amendments in lst house • 43 
(4) Substitute amendments in 2nd house • 43 

8,06 Amending and renumbering sections • 44 



- 5 -
Contents (cont'd) 

9, References to Statutory Provisions. 
9.01 In the text of a bill , • • . , 

(1) To other sections or parts thereof 
(2) In the same section 

9,02 Reference to federal laws 

9,03 Reference includes both numbers 

• 

• 

9,04 Specific or general references to other provisions 

10, Prior Action in Same Legislature 

11, Amending Session Laws and Unprinted Statutes 
11,01 Session laws 

(l) Legislative histories , 
(2) Court laws 
(3) Additional appropriations 

• 

• 

(4) Session laws and statutes in same bill 

12, 

11.02 Unprinted statutes 
(1) •lliole-numbered sections 
(2) Decimal-numbered sections 

Special, Private and Local laws 
12.01 ~en to incorporate into 
12.02 Private and local laws 

statutes 
• 

13, Classification of Cities and Home Rule 

14. City and County Legislation 
14.01 Uniform terminology 

14.02 Population 

14,03 Failure of enumeration 

• 

14.04 Subject expressed in title 

• 

• 

15. Drafting Proposals Establishing Cow~ittees 
15.01 Type of committee 

15.02 Composition of committee • • 

15.03 Selection of members 

15,04 Purpose of committee • 

15.05 Committee expenditures • 

15,06 Relationship to legislative council 

• 
• 

• 

15.07 Assistance from administrative agencies 

• • 

• 

• 
• 

• 

• 

• 

• 

• 

• 

• 

Page 
45 
45 
45 
45 

46 

46 

46 

47 

49 
49 
49 
49 
49 
49 

50 
50 
50 

51 
51 
51 

52 

53 
53 

53 

53 

53 

54 
54 

54 

55 

55 

55 

56 

56 



- 6 -

Contents (cont'd) 

Page 
16o Constitutional Amendments. • • 57 

16,01 First consideration • 57 

16.02 Second consideration 57 

16. 03 Amend so as to repeal • 57 

16.04 Creating a new section • 57 

17. Joint Resolutions • 58 

17.01 Amendments to the constitution 58 

17.02 Appropriations 58 

17.03 Joint Rules • • • 58 

17.04 Adjournment • 58 

17.05 To submit question to voters • • 58 

17.06 Recall from governor • • • • • 58 

17.07 Organization of legislature • • • 58 

17.08 Joint session • • • • 58 

17.09 Authorizing governor to sign • 58 

17.10 Jt. Con~ittee • • 59 

17.11 Legislative approval required • • • • • 59 
(1) Department of agriculture, general orders • • • 59 
(2) Construction projects, conservation commission 59 

17.12 Relating clause in certain resolutions • 59 

17.13 Memorial resolutions and citations • • 59 

17.14 Simple resolutions printed in journal 60 

17.15 Resolutions not law • • 60 

18. Resolutions and Petitions • 61 
18.01 Simple resolutions 61 

18.02 Relating clause in certain resolutions • • 61 

18.03 Examples of and authority for resolutions • • • 62 

18,04 Petitions • 63 

19. Certification and reproduction of copy • • • • 64 



Contents (cont 1d) 

20, Appropriations • 
20,01 How appropriated 

20.02 Form 
(1) Possible phraseology 
(2) Identify appropriation 

- 7 -

(3) Nonlapsible appropriations 
(4) Revolving appropriations 
(5) Fiscal notes , 
(6) Creating new functions or agencies 
(7) Treating existing appropriations 
(8) Emergency appropriation bills 
(9) Claims against the state 

20.03 Order of chapter 20 

2l.Explanatory notes 

22.Referendum 
22,01 Advisory 

22,02 Statutory 

22.03 Constitutional 

• 

Page 
• 65 

65 

65 
65 
65 
65 
66 
66 
67 
67 
68 
68 

68 

69 

70 
70 

70 

• 70 

24, Statutory references to state departments, agencies and officers 71 

25. Established precedents 73 
25.01 Amendments in 3rd degree 73 

25.02 Relating to amending process 

26. Examples of incomplete or incorrect drafting 
26.01 Incomplete 

26,02 No appropriation 

26.03 Incorrect references 

26.04 Incorrect designations 

26.05 Amendments 

26.06 Surplus wordage 

26,07 Hisleading section headings and titles 

26,08 Enacting clause 

26,09 Permanent commission based on session law 

26.10 Unnecessary repeating of section numbers 

26.11 Follow same order in chapter 990 , 

26,12 Introductory paragraphs 

• 

• 

74 

75 
75 

75 

75 

76 

76 

76 

77 

77 

77 

78 

78 

78 



- 8 -
Contents (cont'd) 

26.13 Abolishing a state agency 

26.14 Effective date of registration fee 

26.15 References to effective dates in the text 

26.16 Treating section titles in the state constitution 

27. Revisor's corrections • 

Index to drafting manual 

• 

• • 

Page 
78 

78 

79 

80 

81 

83 



RUl,ES FOR DRAFT.SMffi 

(Revised 1953) 

1.01 f_s>_licr. The Legislative Heference Library's policy is to serve 
all parties, factions and members alike regardless of party affiliations, senior­
ity or other factors, 

(1) Who is served. Bills and other legislative proposals may be draft­
ed for legislators, legi-slative cormnittees, the legislative council, state dep2.rt­
ments and certain representatives of st2.te-wide public organizations and government­
al bodies. Others including private citizens must first obtain signature of member 
who will sponsor proposal before giving instructions to draftsmen. 

(2) Nonpartisan attitud~. Draftsmen as well as other staff members must 
always maintain a nonpartisan attitude in dealing With members or the public gener­
ally, Guard against letting personal convictions or opinions influence your work 
and avoid making statements that might be construed as being partisan, 

(3) Confidential nature of work. All contacts with members of the legis­
lature mus-t be kept strictly confidential. This cannot be overemphasized, Use 
extreme caution in handling all drafting files, requests for bills and completed 
bills. Newsmen and others are constantly on the lookout for advance information 
and will make every effort to obtain "inside information" on proposed legislation, 
Do not discuss such matters with or in the presence of outsiders. 

(a) Drafting files. The entire drafting file is considered "confidential" 
until after the proposal has been introduced on the floor or the legislature has 
Drljourned sine die. 

(b) Bills introduced, Draftsmen rece1v1ng a request to see a drafting 
file should check with the record clerk to verify the fact that the bill in question 
has been introduced, before showing the proposal to anyone other than the original 
requestor, 

Hist. note: At least since 1925 the drafting file has been held confidential until 
after the proposal has been introduced on the floor of the house. Beginning with 
the 1953 session number cards were attached to the proposal when jacketed, These 
e<3rds are stamped with our request number, and when introduced are stamped with 
l:i.ll, resolution or amendment number and returned to the library daily, to enable 
t:s to identify the measure by the correct number and to verify the fact that the 
proposal has been introduced. 

(c) Obtain member's permission, Members or others frequently question 
the draftsmen about another member's bill. Either they know or suspect such a 
request has been initiated. Such information is confidential and cannot be divulged, 
Possibly the best reply to such an inquiry is to tell the inquirer to obtain the 
member's permission (in writing or in person) to see or introduce the measure, if 
he has had such a measure drafted, 

(4) Tailor-made drafts. Each proposal is drafted according to the express 
wishes of the requestor. There are certain requirements as to form and structure 
that must be followed but each draft should be prepared to fit the express wishes 
of the requestor. tifhere discretion is possible, the wishes of the legislator should 



1.01 (4) (cont'd) - 2 -

control. 
NOTE: See sec. 4, Drafting Manual. 

(.5) Loan of draftine: fH~~nd records. Bill drafting files, or any portion 
thereof, may not be 1~ or ~~oved from the libr_~ without the express consent 
of the Chief, either during the session or at any time thereafter, (Exceptions to 
this rule -- the revisor of statutes, or the attorney general's office, and then 
only~~ the bill has been introduced,) 

(a) Requests for the extraction of certain papers from a drafting file for 
committee hearings, etc., should be handled by the record clerk only, so that a 
complete record is shown on the blue record sheet as to date, by whose request, 
and what the material consisted of, in order to insure the return of material to 
the drafting file, 

(b) Ordinarily material pertinent to the proposal, to be returned to the re­
questor, should be copied and attached to the draft, If time does not permit COVJ­
ing material, make notation on blue request sheet, what the material consisted of 
and when and to whom material was returned, 

(c) Draftsmen should plainly indicate, on draft, when material is to be return­
ed to requestor so that material pertinent to the draft can be copied for permanent 
record in the drafting file. 

(6) Rush assignment~. ·Wh~n drafting particularly rush assignments and the re­
questor does not allow adequate time or otherwise creates a condition which makes 
it impossible to do a thorough job, note that fact on the yellow request sheet or 
on the draft itself, 

Hist, note: Began this practice in the 19.5.5 session to somewhat protect staff mem­
bers from criticism. Ch. 570 (19.55) is an example of such hasty work. A long amend­
ment to the original bill was brought to us in drafted form and no time allowed for 
redrafting or checking the amendment and as a consequence the date in s. 2)6.)0 (1) 
was changed by the amendment but not changed in the enabling clause. 

1,02 Procedure for taking drafting requests, 

(1) Yellow reguest~ee~. Take down instructions for preparing the measure 
on yellow request sheet (Form D-Jll) while talking with member or requestor and have 
the member sign the request sheet, Note date received and date desired, additional 
copies if desired, who is to sponsor the bill if other than re1uestor and all pertin­
ent facts needed to draft the proposal. If instructions are received by phone or 
you are unable to obtain signature for any reason and request is urgent proceed 
with request and obtain signature later. 

(2) Pertinent data, A memorandum should be made of all conferences with 
members and others, sources usej in drafting the proposal, or if already drafted 
proposal is brought in -- who was involved in the draft:i.ng ··- either on t.he 
yellow request sheet or supplementary sheet, to be inccrpcrated in th8 file, as this 
information is very valuable anc1. files are frequently consulted by the attorney 
gaD."'ral, revisor of statutes and others for data of this type. 
NOTE: Also see (7) for subsequent drafts, and (4) for intent. 
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(J) Check sections affected. ~Jhen taking requests obtain as much information 
as possibl; an~ck the- statut~ section numbers that will be affected, with 
the member, so that you both have a clear understanding of exactly what is wanted. 
NGTE: See sec. 3, Drafting Manual (statute card index file). 

(4) Intent of bill. If instructions are received in draft form try to obtain 
from requestor the source of drafting and purpose of the bill, Rarely does a m§mQ~r 
volunteer the source of drafting or what the legislative purpo~ of the bill is, 
and tact and discretion should be used in attempting to obtain this information, 
Possibly the best approach is to ask the member if he has any objections to our 
noting the source of drafting or the real sponsor (confidential -- as part of our 
records) in order to have our drafting record as complete as possible. This in­
formation is often very valuable (particularly if the measure is enacted) in pre­
senting a complete legislative history of the measure. 

(5) Contacting department heads, If the request appears to involve a complex 
problem which a staff member of a department might help to solve, ask the member 
(or requestor) if he has any objections to our discussing the problem with the 
administrative department involved. Unless this permission is granted we cannot 
contact the department involved because of the confidential nature of the work. 
If the requestor desires or agrees to this procedure, that fact should be noted 
on the instruction sheet. Before contacting any staff member of an admihistrative 
department check first to detern1ine whether the department head prefers that all 
requests clear through him. 

(6) Additional instructions. If during the process of drafting a bill it is 
found that insufficient instructions were received, contact the member or requestor 
to obtain additional information, being careful to make a record in the file of 
such instructions, giving date and complete information, for future reference, 

Also prepare explanatory note to requestor (one copy in file) when instruct­
ions cannot be complied with or why draft was prepared as it was. This procedure 
will enable requestor to suggest a redraft if he is not satisfied with the proposal 
as originally drafted. 

(7) Redrafts. Seldom is the first draft of a bill considered the finished 
product, For many reasons the measure may have to be redrafted a second, third 
or fourth time until the member or group is satisfied. This is not necessarily 
any reflection on the draftsman. Take the instructions for the second or third 
draft as courteously and carefully as for the first draft, and carefully record, 
on the blue request sheet (Form D-309), by whose instructions the draft was changed, 
noting the date as well as the actual changes to be made;-if instructions are short. 
Use additional yellow request sheet if instructions are lengthy, taking precaution 
to use the same file number on request sheet, to insure against the possibility 
of confusing same with new request, Such information can be most important, espec­
ially when the changes are made by persons other than the original requestor or 
where several people are involved. 

(8) Requests for identical bills or additional copies, If a proposal is to 
be prepared for introduction in both house? prepare 2 separate request sheets and 
on the first sheet of the draft plainly instruct the typists to prepare adequate 
copies for introduction in both houses, If additional copies of a proposal are 
needed, or a double run, always note these instructions in upper right hand corner 
of draft or request. Such instructions noted in upper left hand corner are likely 
to be overlooked by typists, since all supporting papers are stapled together in 
upper left hand corner. 
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(9) .Q!:gy:)g0£~.\!!!?~:r:· If a proposal has been drafted and someone other 
than original requestor has asked that the proposal be prepa~·ed for his introd:tction 
(having previously obtained the approval of the original reqnestor), prepare n,;;r 
request sheet, and attach copy of draft (shot-ling changes, if any) and note on blue 
sheet "same as our file No. __ ." 

(10) Amendments. The same care should be taken when noting instructions for 
amendments as for original bills or other measures. 

(11) Alternative drafts, If, in the process of drafting a proposal, the draft­
sman discovers an alternative method of attaining the same objective he believes 
the sponsor intended, draft the proposal as suggested but also prepare an alternative 
and give explanation on blue request sheet as to why alternative draft was prepared. 
A copy of each version will be submitted to the requestor. 

1.03 Use of drafting forms. 

D-304 Bill form. Prepare all drafts for bills and substitute amendments to 
bills on this form. Use plain yellow paper for additional pages, inserts, etc. 
(See 1.02 and 4.01, Drafting Manual) 
Hist. note: Started using this form in 1951 to facilitate preparing titles in pro­
per form and to eliminate possibility of omitting the enacting clause. 

D-306 Amendment form. Prepare amendments to bills and substitute amendments 
or other amendments on this form and use plain paper for additional pages. 
Hist. note: Started using this form in 1951 to expedite preparation of amendments. 

D-311 Request form. Take all instructions for drafting requests on this form. 
(See l. 02, Drafting Nanual) 
Hist, note: Began using this form in 1949 to centralize information on drafting 
requests and to serve as a reminder to draftsmen to obtain certain information when 
taking requests. 

D-312 Bill Titles. Prepare titles (for deadline) on this form. Do not take 
requests for title only on yellow request form (D-311) unless drafting inStructions 
are complete. (See 5.03, Drafting Nanual) 
Hist. note: Started using this form in 1953 to expedite preparation of titles. 

D-309 Blue request form, Note information regarding instructions for redrafts 
on this sheet, If instructions are unduly long use additional form D-311. 
(See 1.02 (7), Drafting Manual) 
Hist. note: rlevised form in 1958 to include "data for fiscal notes" on this form. 

D-321 Heme-card, To notify members or requestors that fiscal note has been 
received. 
Hist. note: New form for 1959 session. 
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1.04 Assignments and general procedure. 

(1) Processing reJuests, Draftsmen should write out all information available, 
on request sheet (D-311 as legibl~ as possible and put request in basket in record 
clerk's office without delay, so the request can be recorded and assigned back to 
the draftsmen, Draftsmen should not hold requests until they can draft same. If 

theywish to have request returned to them for any reason, they may note this fact 
on request sheet, 

(2) Drafting assignments, Assignments to draftsmen are ordinarily made by the 
Chief. However, "rush" requests may be assigned by the chief clerk, and in the 
absence of the Chief, the chief clerk may assign regular requests to the draftsmen, 
Usually the draftsman who received the original instructions will be asked to draft 
the measure, but insofar as possible requests for bills on the same subject will 
be assigned to a particular draftsman so that he will become somewhat of a special­
ist in that field, 

(3) Use of library staff, The library and research staff should be used to 
provide information which will aid in the bill drafting process, 

(a) Prior Wisconsin bills and laws of other states, The library has copies 
of all bills introduced in the legislature since 1899 and a subject matter index 
on same enables them to be readily available, Draftsmen may frequently save time 
by ascertaining if a similar proposal has been introduced in another session, 
Never use an old draft without first checking for changes in the law and making 
sure all dates and references are brought up to date. Even if the same draftsman 
prepared previous draft, in all probability it can be improved on, (Copies of bills 
introduced prior to 1899 are on file in the law library.) Use the library staff to 
locate enactments of other states, 

Hist. note: Bill drafting files, back to the 1927 session, are on file in the 
library; from 1927 to 1941 session they are filed by the library file number; from 
1943 through the last prior session they are filed by chapter number or bill number, 
and those not introduced by the library number. Statute card index file2 for 
bills introduced since the 1945 session are retained to enable draftsmen to check 
on any legislation introduced in prior sessions as well as the current session. 
NOTE: See 3.02, Drafting Manual. 

(b) Research services. When the occasion presents itself, advise members of 
the services which the reference library is prepared to render in the way of re­
search upon legislative questions, as for instance: "What legislation has been en­
acted in other states on a given subject" or "How certain legislation has worked 
out (pro and con) in other states." If necessary take reference requests but refer 
them to the librarians for attention. The draftsmen should also use the library 
staff as they can often provide substantial material on a given subject in a matter 
of minutes. 

(c) Index to private and local laws. The index to private and local laws in 
the reference library,covering all subjects, is much more complete than those given 
in the statutes, Consult this source of information before amending a private or 
local law, 
NOTE: Also see latest annotations .• 

(d) Informational and research bulletins. Draftsmen should familiarize 
themselves with the Informational and Research bulletins prepared by LRL. These 
constitute a valuable source of data on subjects likely to be considered by the 
legislature. 
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(e) Title~~ubl~ .. o[fici~~· Carelessness in using the correct title of 
public officials, departments, etc., can create complications in litigation. 

(4) Use of statu~es for small amends, 

(a) Use different volumes. ~Vhen drafting a succession of short bills 
amending the statutes use d~nt volumes of the statutes so as not to limit the 
distribution of drafted bills to typists and make the changes in pencil in the 
statutes, being careful to note on your copy of the draft the copy number of the 
statutes used. If there are penciled instructions for a prior draft amending the 
section you propose to amend, use another copy. Under no circumstances should 
draftsmen erase the prior instructions. The material must remain intact until the 
end of the session. 

(b) Small sets of statutes. Five complete sets of the statutes are housed 
in small J-ring notebooks, consecutively numbered on the outside and marked to show 
the contents of each book at a glance. Draftsmen should use these copies whenever 
possible in preparing drafts of bills that amend the statutes. Be sure to note 
on the draft the number of the volume used. Do not remove the pages from the note­
books when writing in amendatory material but place the completed draft in the 
notebook when ready for typing. 
NOTE: See 4.12 ( 4) , Drafting Nanual. 

Hist. note: Beginning with the 1955 session 5 unbound sets of statutes were sep­
arated and put into small J-ring notebooks to be used by draftsmen when amending 
the statutes, to eliminate, insofar as possible, the necessity of having to type 
from the larger volumes and enable typists to use a "line-a-time" when copying 
long sections from the statutes. 

(c) Inserts. Do not cramp long sentences in the small margins around the 
page. Preferably use a separate sheet of paper and identify the new material to 
be inserted as "Insert A", etc, This procedure not only saves the typists' time 
in trying to decipher the material cramped into small spaces, but makes much more 
legible copy and less chance for error. 

When writing in amendatory material in printed or typewritten copy, indicate 
insert with mark above the line you are runending, as typists frequently use a 
"line-a-time" or other guide to follow lines, and if the inserts are shown below 
the line the typist will very likely type the whole line before noting the change. 
Do ~ use straight lines between the typed or printed material to indicate insert, 
or circle insert, as it will confuse the typists, and such lines might easily be 
interpreted to mean underscore. 

(d) Striking material. flhen striking through material in the statutes, 
or other basic material (to be shown as stricken material in the bill), do ~ 
make penciled lines heavy enough to obliterate the material as typists must be able 
to read the stricken material; including punctuation marks, which must be treated 
the same as any other material to be deleted. 

(e) Books on loan. If material from the Library is to be used for the pre­
paration of a draft, unless a duplicate or surplus copy is available, the copy 
should not be marked in or otherwise mutilated. In most cases a photostatic copy 
can be made and used as a basis for the draft. 

Occasionally draftsmen are called upon to draft a proposal similar to one 
of another state and borrow the material from the law library. These books should 
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not be mutilated or written in. If the material is not too lengthy have typist 
copy the material. If it is absolutely essential to make amends in the book, 
check with chief clerk before starting the draft as it may be possible to use a 
clear tape over printed matter than can be erased and thus not damage the book. 

1.05 Background material for £raftsmen. In addition to the drafting manual 
draftsmen should develop a thorough acquaintance with the various legislative docu­
ments and other material he will use in the drafting of legislative proposals. 

(1) State constitution. It is highly recommended that draftsmen reread the 
state constitution (preferably from the latest annotations) before getting into 
the heavy work of the session, as it is our duty to consider the constitutionality 
of the bills we draft. When there is reason to doubt the constitutionality of a 
measure call it to the attention of the member (preferably by written memorandum, 
with one copy in file) giving reasons for such doubt. The member may or may not 
wish to make a change in the measure. Never insist on the change, The decision is 
for the attorney general's office or the courts to make. 
NOTE: See sec, 16, Drafting Hanual. 

(2) Rules of the legislature. Draftsmen should become familiar with the 
rules of the legislature, as members will frequently seek advice on questions of 
procedure, germaneness of an amendment, etc. (Do not raise the issue as to the 
germaneness of an amendment, or proposal. However-;if the question is raised, 
state clearly that such decision rests exclusively with the chair.) 

(3) Session laws and bound bills. The session laws, bound bills, and journals 
from previous sessions constitute a convenient source for examples of introductory 
clauses, titles, arrangement, procedure, etc. 

(4) Wisconsin statutes. Draftsmen should familiarize themselves with ch. 227 
(administrative procedure and review), ch, 990 (construction of statutes), ss. 
35.08 (printing), 35.11 (daily journals), 35.15 (Wis. session laws), 35.18 (general 
statutes), 35.19 (chapters, section numbers and titles), 35.22 (prima facie 
evidence) and 35.23 (Wis. annotations), 

(5) Wes~s annotated statutes, A complete set of West's Wisconsin statutes 
annotated and special court acts through the 1958 special session is available 
in the library. 

(6) Other references. The following references, available in the reference 
library, may prove helpful on bill drafting: 

Arizona State Legislative Bureau, Guide to legislative drafting in Arizona, 
1941. 

Arizona, Legislative Council, A bill drafting manual for Arizona, (no date). 

Arkansas, Legislative Council, Bill drafting handbook, 1950. 

Coigne, A. B., Statute making, Chicago, 1948 

Council of State Governments, State bill drafting manuals, Chicago, 1951. 

Cultice, R. D., A list of selected publications on the drafting of legal and 
legislative inptnuments, Ohio State Univ., 1951. 
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1.05 (6) (cont'd) 

Florida, Attorney General, N~rual for draftj.ng laws in Flor~, 1957. 

Fox, Henry J., ~offen~ (a study in drafting legislation), I·:adison,l937. 

Georgia, Attorney general, A guide for legislator~, 1950. 

Graves, W. B., Bill drafting services (in his American State Gov't), 1953. 

Harvard Student Legislative Research Bureau, §elected drafts, 1957-58 

Kennedy, Duncan L., Drafting bills for the Minnesota legislature, 1946. 

Kentucky, Legislative Research Commission, Bill drafting manual for the 
Kentucky general assembly, 1957. 

Legislative Reference Library, A legislative primer, December 1956 (R-115) 

National Conference of Commissioners on Uniform Laws, Drafting rules for 
writing uniform or model acts, 1953. 

New Jersey Law Revision and Bill Drafting Commission, Manual for use in 
drafting legislation for introduction in the New Jersey Legislature,Trenton,l957. 

New Jersey State Library, Legal research guide, 1957. 

New Nexico Legislative Council, New Nexico legislative style and drafting 
manual, 1956. 

New York Legislative Bill Drafting Commission, Hanual, 1948. 

Oklahoma, Legislative Council, Bill drafting manual for the Oklahoma Legis­
lature, 1951. 

1954. 

Oregon, Legislative Counsel Committee, Bill drafting manual, 1958. 

Pennsylvania, Legislative Reference Bureau, Manual of legislative drafting, 

South Carolina, Legislature, Nanual for legislative drafting, 1951. 

Texas, Attorney general, 2Jle drafting of legislative documents, 1951. 

Toepel, M.G., The legislative reference ltbrary; serving Wisconsin, 1951. 

Virginia, Legislature, Stylebook, Virgi~~ia house of delegates, 1953 • 

.Vashington University, Bureau of governmental research and services, 
Bill drafting in Washington, Seattle, 1950. 
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1.06 Glossary: terms a1q_~blication~. Draftsmen as well as clerical staff 
should be thoroughly familiar with the meaning of various terms and the use of 
the many legislative documents used in the drafting process. 

(1) Terms used. 

(a) Act. An act is the end result of the will of the legislature that a 
proposed bill become law. It is a bill which has been approved by both houses of 
the legislature in identical form and signed by the governor or, if vetoed, passed 
over the governor's veto. (Also see chapter and session laws.) 

(b) Amendment. An amendment is an alteration proposed to be made in a legis­
lative proposal by adding to, substituting for or deleting something. Bills, 
substitute amendments, resolutions and joint resolutions may be amended, 

(c) Annotations. The official annotations are the compilation of histories 
of sections of the statutes, interpretative notes, court decisions and attorney 
general's opinions, and are published periodically, 

(d) Appropriations. An appropriation is the amount of money set apart by 
legislative act for a specific use during a fiscal year or biennium, or to settle 
claims against the state; may be continuing, nonlapsible or lapse at the end of a 
fiscal year or biennium, 

(e) Body of a bill. The body of a bill is the text or lawmaking part of a bill. 

(f) Chapter. Chapter has 2 possible meanings: a, \Jhen referring to the 
statutes 11 chapter"means a main division or segment of that compilation, such as 
ch, 40 (school laws); or b. When referring to the "session lalfs" it means a single 
act of the laws of that year, 

(g) Constitution. The constitution is the fundamental organic law or prin­
ciples of government of the state. Amendments to the constitution are properly 
proposed by joint resolution, (See sec, 16, Drafting Hanual) 

(h) Engross. Engross means to prepare the bill as it was finally adopted 
by the house of origin. A bill is engrossed by the house of origin before being 
sent to the 2nd house, If there are no adopted amendments the engrossed bill 
is the original bill, 

(i) Enroll. To enroll means to incorporate all adopted amendments into the 
original proposal, after final approval by the legislature. 

(j) Explanatory notes, Explanatory notes are not part of the law, appear 
only in the original printed version of the measure and are authorized in cor­
rection bills introduced at the request of the revisor of statutes, measures 
introduced by the committee on revision, repeals and uniform laws, the legisla­
tive council or other official interim study or investigative groups,(Jt.Rule 22) 

(k) Fiscal notes, All measures increasing or decreasing fiscal liability 
of the state or involving revenue, except pension bills, must carry a fiscal note 
which note shall be factual in nature and state the dollar amount by which revenues 
or costs of the government are increased or reduced and must be prepared by the 
agency involved. These notes appear only in the original printed version of the 
measure. 
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1.06 (l) (cont'd) 

(L) Intro_ductory P<:!;!:_BP.raog. i:any sections, subsections or paragraphs of the 
statutes have an introductory paragraph and a further breakdo~m of a series of 
provisions. If only the introductory portion is to be treated, it must be so 
identified. For example: s. 17,23 (1) of the statutes has an introductory para­
grarh in sub.(l) and a further breakdo~ of pars. (a) to (d) which are all part of 
sub.(l). If only the introductory clause is to be amended it should be so identified, 
i. e.,"s. 17.23 (1) (intro. par.)". 

(m) Joint resolution. A joint resolution is the expression of an opinion, 
a desire or authorization of the legislature, is acted on by both houses but does 
not require approval by the governor, 

(n) Partial veto. Appropriation bills may be partiallY vetoed by the governor, 
in which case the part approved becomes law and the part objected to does not be·· 
come law unless overridden by a two-thirds majority in each house. 

(o) Pocket veto, The governor has 6 days (exclusive of Sundays) to approve 
or disapprove a bill after it has been delivered to him. If the governor neither 
signs nor vetoes the bill within this time it becomes law unless the legislature 
by its adjournment has made it impossible for the governor to return the bill, in 
which case it dies automatically and this is kno~ as a "pocket veto." 

(p) itesolution. A resolution is the expression of one house only and requires 
no action by the 2nd house. 

(q) ~· Each house determines the rules of its o~ proceedings and such 
rules can be changed by the adoption of a simple resolution in that house. The 
joint rules govern the proceedings of both houses and require a joint resolution 
(action of both houses) to be changed, 

(r) Section headings, in bills. The section heading is the introduction or 
explanation as to what is being done to the section or part thereof. 

(s) Session laws. The session laws are a compilation, in numerical order, 
of all the separate acts of the legislature for a given session and include private, 
local and special laws which are not printed in the statutes, as well as the laws 
which will be incorporated in the printed statutes, published in a volume entitled 
"Laws of Wisconsin, 19_" and the separate acts are kno~ as chapters of the laws 
of that year. 

(t) Statutes. The statutes are the general laws of the state which have 
been given statute section numbers. There are some general laws which are not 
printed in the statutes because of their limited application but they are neverthe­
less law, These laws and the special, private and local laws can be found in the 
session laws for the year of enactment, 

(u) Statutory references. A statutory reference is a reference, within the 
text of the law, to other chapters, sections or parts thereof, of the statutes. 

(v) Substitute amendments. A substitute amendment is usually prepared when 
there are substantial changes to be made in the original proposal, or for proce­
dural reasons with only minor changes, must be germane to the original proposal and 
if adopted take the place of the original proposal. Substitute amendments may be 
amended in the same manner as original proposals. 
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( w) Text. The text is the body or lm;making part of the bill. 

(x) Title. Title can mean either the title of the bill or other proposal, or 
the title to a chapter, subchapter, section, subsection or paragraph of the 
statutes, 

(y) Veto, The governor has 6 days (excluding Sunday) to either approve or 
disapprove-a-bill. If he disapproves, he vetoes the bill and returns it, together 
with his objections, to the house of origin, A two-thirds majority vote is required 
to override the veto, by both houses. (Also see.partial v~) 

(2) Niscellaneous information; legislative documents. 

(a) Acts. The acts, as approved by the governor, are published in the 
official s~ paper, and a notebook of the acts as published in the newspaper 
is maintained during the session. Copies of all printed acts are also available 
in the library and in the drafting room, 

(b) Amendments. Amendments to bills and joint resolutions, as printed, are 
inserted in numerical order, after the measure they amend. Amenmnents to simple 
resolutions are printed in the journal only. 

(c) Annotations, The 1950 Wisconsin annotations is the latest such vfisconsin 
compilation and contains section histories, notes, etc., as well as the law re­
lating to statutory courts, and additional jurisdiction of county courts. Section 
histories subsequent to 1950 appear in the statutes, and amendments to court laws 
since 1950 in subsequent session laws. However, 0Jest 1s Wisconsin statutes 
annotated and special court acts contain histories and notes through the 1958 
special session. 

(d) Bill books. Bills are numbered consecutively as introduced and all bills 
are printed, The printed bills and amendments thereto, as printed, are placed in 
binders in numerical order. Black covered for assembly bills and red for senate. 

(e) Bulletins. Bulletins of proceedings are printed for each house, at the 
close of each week (after 3rd week) of the session and contain a cumulative numer­
ical listing of all measures introduced and the action taken to date of publica­
tion. 

(f) Calendars. Daily calendars, printed for each house, list the numbers 
of bills and resolutions, in numerical order, to be considered under the several 
orders of business, for each legislative day. 

(g) Committee hearings. Bulletins of committee hearings are printed weekly 
to list the bills and resolutions scheduled for hearing by the various committees 
in each house for the ensuing week. 

(h) Joint resolutions. Joint resolutions are numbered consecutively as 
introduced and the printed copies accumulated in nmnerical order in separate 
binders for each house; black covered for assembly and red for senate. 

(i) Journals. The daily journals (pinks) contain a brief official record 
of all transactions under the several orders of business for each day of the 
session, accumulated in separate notebooks for each house of the legislature. 
After the end of the session corrected copies of the journals are printed on white 
paper and bound into a single volume for each house, and the corrected bulletin 
of proceedings is published as the index to the journals • 

• ·"'! 
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1.06 (2) (cont 1d) 

(j) ~lanual,_s_. Legislative manuals (separate for each house) contain the rules 
of that house, the joint rules governing both houses, established precedents and 
general information, members, committees, etc. 

(k) Resolutions. Simple resolutions are printed only in the journal of the 
house of introduction. 

(L) Session laws. Session laws are printed after each legislative session 
and contain the text of all the laws enacted, and of some of the more important 
joint resolutions that were adopted; a listing of all sections of the statutes 
affected by such enactments; amendments to the session laws of prior years; 
amendments to the constitution;and a subject matter index. 

(m) 
histories 
annotated 

Statutes. The statutes are printed biennially and contain legislative 
asWell as the text of the general la.rs, the U. S. Constitution and the 
text of the lfisconsin constitution. 

1.07 Record of drafts. Because the draftsman frequently is called upon 
to draft proposals dealing with the same subject matter many times during a 
legislative session, a daily listing of drafting requests will often prove help­
ful to the draftsman in locating the particular draft he is seeking. Identify 
the draft by LRL request number, member or requestor's name, and a short relating 
clause. 

1.08 Horksheets. If a draftsman prepares notes in the course of drafting 
a proposal and such notes represent substantial research in locating particular 
sections, or developing the history of the measure, or contain extracts from laws 
of other states, etc., he should staple such notes together, mark them "worksheets" 
and attach them to the other material when he turns in the draft, This will en­
able him, or others, to find such material most expeditiously if he desires or 
has occasion to use the material again. 
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2, STYLE AND GR~NMATICAL _CONSTRUCT :COl:!. On questions of' orthography \vebster' s 
New International Dictionary shall be taken as the standard. 

2.01 guide for writing words, phrases and numbers. 

(1) Quantities and measurements. 

(a) 

(b) 

(c) 

(d) 

Age. 
Under the age of 18 years 
less than 18 years 
18 years or over 

Dates. 
June 1925 or July 29, 1948 
Harch 6 (not Narch 6th or 6th day of March) 

Time. 
~30 p.m., 10 o'clock or 10 a.m. (not 10 o'clock a.m.) 

(The abbreviations a.m. and p.m:-ilways in lower case) 
8-hour day or 5-day week 

Money. 
~cents, 50-cent i'ee or $4 (not ~4.00) 

(write out cent or ~) -

(e) Percentage. 
one-half of one per cent (lirite per cent as 2 words) 
0.5 per cent (If both decimal point and per cent are used, be sure 

both are intended) 

(f) Fractions. (write out simple i'ractions) 
one-half or three-fourths 

(Use hyphen to join whole number to a fraction) 
3-9/10 or 4-3/8 mHes 

(A. hyphen can change the meaning of a fraction) 
i'orty-two hundredths (42/100) or forty two-hundredths (40/200) 

(g) Measures.(Do not abbreviate) 
10 yards, 8 x 12 inches or 5 feet 3 inches 

(h) Latitude and longitude. Latitude and longitude are expressed in degrees, 
minutes and seconds, thus: 

Latitude: 40° 19' 12" N. 
Longitude: )0° 08 1 14" w. 

(i) Arabic numerals for definite amounts. 
6 days, 8 weeks or 10 members 
$1,000 or 25,000 people 

Numbers are written out at the beginning of a sentence, unless they 
contain more than 2 digits: 

Sixteen men are ..• (or) 145 men are ••• 

Write one out, except in dates, money or in a series: 
one or more, or one of which 
January 1 or first day of' the month following ••• 
Not more than 2 ofi'icers shall be members of the same political party 

but each ~ shall be a member of ~ of the 2 parties. 
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2.01 (l) (cont 1d) 

( j) Indefinite amounts .. 
Forty-odd people; a day or two; sever~l thousand dollars; 

about a thousand dollars; or between two and three hundred. 

(k) Highway designations. (Can be abbreviated in specific descriptions) 
class "B" highway; CTH "D" (county trunk highway "D"); 
STH 40 (state trunk highway 40); or USH 141 (U.s. highway 141). 

(1) Land descriptions. (Can be abbreviated in specific descriptions) 
E, of ~;t~t of Sec, 6, T. 8 N., R. 40 E. (means the east half of 

the southeast quarter of the northeast quarter of Section 6, To'Nn­
ship 8 north, Hange 40 east of the fourth principal meridian). 

NEt of Sec. 4, T, 6 S., R, l~ (means the northeast quarter of Section 
4, Township 6 south, Range 15 east of the fourth principal meridian)" 

If the description has been taken from some legal document it should 
be quoted just as given but if the description is spelled out do I!2l say "the North 
one-half of the Southwest one-quarter", but preferably "the North h.e1f of the 
Southwest quarter." 

( 2) \vord guide. 

(a) Words l;l,vPhenated in statutes, 
by-product non-American 
city-county old-age (adj) 
co-operation out-of-state 
co-ordinate part-time (adj) 
feeble-minded pipe-line (adj) 
4-lane highway post-office· (adj) 
interest-bearing prison-made 
hit-and-run power-driven 
motor-driven re-elect 

re-employ 
re-examine 
rent-a-car 
safe-place statute 
self-defense 
state-owned 
state-wide 
tax-supported 
trade-mark 

(b) Preferred in statutes. 
annulment 
busses 
canceled(canceling) 
cancellation 
employes 

endorsement(ins.laws)* 
enrollment(enrolled) 
estopped 

moneys 
nonlapsible 
subpoenas 

enclosure 
encumbered 

(c) Separate words. 
attorney general 
old age (n) 
part time (adv) 
peace officer 

(d) ldrite as one word 

antifreeze 
antitrust 
bimonthly 
bipartisan 
bylaws 
coinsurance 
interstate 

inasmuch as 
installation 
instalment 
labeling(labeled) 

per cent 
pipe line (n) 
pro tem 
post office (n) 

livestock 
motorboat 
nighttime 
nonpartisan 
payroll 
postwar 
powerboat 

wilful 

*indorsement(reg,) 

right of way 
sergeant at arms 
shore line 
sine die 
wage earners 

reappraisal 
rearview (adj) 
reenact 
safekeeping 
semimonthly 
watermains 
waterworks 
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(e) Latin or non-Engl~~£-~£rds, Do not underscore such words as ex officio, 
de novo, etc., when used in the statutes. Whenever possible avoid using Latin 
words or phrases, 

Hist, note: Word list approved by revisor of statutes in 1948 and agreed to some 
changes in list in 1955 session, i.e., not hyphenating "bylaws" and "postwar" and 
using "E" rather than "I" in "encumbrance,"etc. 

(3) Avoid using superfluous words: 
Superfluous wordage 

bonds, notes, drafts and other evidence of 
indebtedness • 

final and conclusive 
in the event that 
member of a partnership 
null and void and of no effect 
person, firm, corporation, association 
said, such or aforesaid 
shall be construed to mean 
shall be deemed to include 
types of trust estates created by will 

implication of law 
under the provisions of section • 

• 

or 

Preferred 

• evidence of indebtedness 
conclusive 
if 
partner 

• void 
person 

• the (or the same) 
means 
includes 

trustees 
under s, -

(4) Avoid indefinite words. Indefinite words such as "untimely, unseason­
able, indeterminable", have no place in the statutes, 

(5) Rhetorical flourishes, Keep sentences short and use simple English. 
lihen preparing bills and joint resolutions rhetorical flourishes should be avoid­
ed, They may be used in resolutions expressing praise, condolences, etc,, however, 

(6) Present tense. A statute is regarded as constantly speaking, It speaks 
as of the time when it is read or applied. Use present tense, i.e., " it is unlmq­
ful", except for stating a condition precedent to its operation "Each public agency 
included under the agreement ~withhold • , , " 

(7) Use of "and/or" and"provided, however." 

(a) Never use the compound "and/or". Decide whether you mean "and" or "or" 
and use the proper word. If you wish to state one of 2 alternatives, or both, 
phrase your clause similar to the penalty or forfeiture clauses. 
NOTE: See Wis. Supreme Court decision in Mutual Liability Insurance Co., v. 
Toellefsen, 219 Wis. 434 (1935). 

(b) Never begin a sentence with the word "provided" 
the words "provided, that" and~ "provided, however", 
is desired or an exception, make it a direct statement, 

and if possible avoid 
If an additional proviso 

(8) Active verb. Use the active rather than the passive verb, Preferably 
"the clerk of the circuit court shall appoint .one or more deputies ••• " rather than 
"one or more deputies shall be appointed". 

(9) Permissive or mandatory actions. Decide 1qhether the actions are to be 
mandatory or permissive, "shall" making it mandatory and "may" making it permissive; 
however, since the court has on occasion interpreted "may" to mean "shall" it is 
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imperative that the draftsmen give critical consideration to the text in which the 
words "may" or "shall" are used, 

Avoid 
etc. 
ize. 

( 10) lvords frequently confused. 

Affect-effect: 
Affect is a verb, conveying action against or upon a person; alter, 

influence. 
Effect is both a noun and a verb, \Vhen used as a noun it means that 

which is brought about as a result or an impression. \Vhen used as a 
verb it conveys accomplishment or achievement of a result. 

Biannual-biennial: 
Biannual means twice a year, 
Biennial means once every 2 years. 

Capital-capitol: 
Capital means capital city; money or assets; first rate. 
Capitol means the statehouse, 

Farther-further: 
Farther pertains to actual distance. 
Further means additional; more advanced. 

Therefore-therefor: 
Therefore means a conclusion; consequently; hence. 
Therefor indicates in place of; for that; for it. 

2.02 Capitalization. Statutory usage requires lower case whenever possible. 
the use of capitals except for proper names for persons, cities, cemeteries, 
The following guides will assist in determining when and when not to capital-

(1) \Vhen in guotation marks, l.Jhen title, act or designation is used in paren­
theses or quotation marks, as: 

"The provisions of this chapter may be known as the 1lvorkmen 1 s Compensation 
Act 1 ." 

(2) Proper names, places or designations. 
Bang's disease Lake Tomahawk 
Bankhead-Jones farm tenant act Pacific ocean 
Camp Ninnewawa Tenth and Hain streets 
city of Milwaukee university of 14isconsin 
Dane county World v•lar II 

()) Nations or nationalities. 
English language 
Indian reservation 
Negro (race) 
pro-British 

Spanish-American war 
the Orient 
un-American 

(4) Churches, religious organizations or memorials. 
Christian Science church Hethodist Episcopal church 
Christian missionary association Roman Catholic church 
Forest Home cemetery Silent Cross memorial 
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(5) Politic~~ii~~· 
Cormnunist party 
Democratic party 

i(epublican party 
Socialist 

(6) State depaltments_and institutions. (lower case except proper name) 
conservation commission 
department of veterans' affairs 
state of Wisconsin investment board 
Grand Army home for veterans 

(7) Federal departments and agencies.(lower case except proper nruae) 
78th congress · 
federal housing administrator 
reconstruction finance corporation 
U, S, office of vocational rehabililation 

(8) Organizations, societies lod es etc, (specific names) 
American Veterans of vlorld lvar Al'1VETS) 
Disabled American Veterans 
American Red Cross 
United Spanish \Var Veterans 
Womans Christian Temperance Union 

(9) Funds, banks, books, etc. 
federal reserve bank 
postwar rehabilitation trust fund 
state employes retirement fund (or system) 
Blue Book 
federal old-age and survivors insurance system (OASI) 
: . .Jisconsin annotations 

(10) Acts and laws, (abbreviations allowed as shown) 
federal social security act 

(11) 

G, I. bill of rights 
P, L, 651 
servicemen's readjustment act of 1944 
U, S. internal revenue code 

Legal holid~ys and other 
Christmas Day 
Good Friday 
Columbus Day 

holiday~. 
Independence Day 
Labor Day 
Memorial Day 

(12) Newspaper.(official state) 
Wisconsin State Journal 

(13) Lower case in statutes. 
adjutant general 
assembly 
attorney general 
congress 
constitution 

governor 
legislator 
legislature 
president of the U. S, 
8Jrd congress, 2nd session 

Hist. note: This list approved by revisor in 1952; prepared as guide to capital­
ization in statutes. 
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2,03 Abtreyj.atiOl}§.• Ordinarily abbreviations are not used in the statutes, 
but statutory references may be abbreviated. W'nen amending the statutes change 
the references to the abbreviated form without striking or scoring, if the refer­
ence remains unchanged. Do not abbreviate such references at the beginning of a 
sentence. 

(l) References to other sections or parts of the.statutes. 

(a) To chapters. 
---;;-c;h, 5 (or chs. 5 and 8)" 

(b) To sections. 
"s. 23.09 (or ss. 23.09 and 2h.,llJ)" 

(c) To subsections. 
"sub. (7) (or subs. (7) and (9))" 

(d) To paragraphs. 
" par. (a) (or pars. (a) and (b))" 

(e) To subdivisions. 
"subd, 2 (or subds, 2 and 4)" 

(f) Singular form. 
"either s, 71,05 or 71.06" (not "s. 71.05 or s, 71.06") 

(g) Plural .form. 
"ss. 71.05 and 71.06" (or "ss, 81.04 to 81.08") 

Hist. note: Beginning v1ith the 1953 session, in an attempt to shorten statutory 
references appearing in the text of the statutes, the abbreviated form was used. 
This procedure was approved by the revisor, as well as other abbreviations listed 
below. 

(2) Transpose references, References written out in the statutes should be 
shortened and transposed when amending sections o.f the statutes, i.e.: 

"as specified in subdivisions 1, 2, 3 and 4 o.f paragraph (d) of sub-
. section (7) of section 23.09" should be written: "as specified ins. 23.09 
(7) (d) 1, 2, 3 and 4". (These changes are automatic and need not be strick­
en and scored) 

(3) Re_.ferences to the United States. "United States" should be written out 
except where the reference is to: 

(a) A "U. S, highway" or (b) A"U. S. Public Law" or (c) A department of the 
federal government, i.e., "U. S. office of vocational rehabilitation". 
NOTE: See 2.01 (1) (k) and 2,02, Drafting Nanual. 

(4) Introductory paragraph. llhen amending or otherwise treating only the 
introductory paragraph of a section, or part thereof, the abbreviated form 
" ( intro. par. ) " may be used in both title and section heading, and at the begin­
ning o.f the text. Example: 

"to amend 186.08 (intra, par.) ... " (in title) 
"SECTION_. 186,08 (intra, par,) of the statutes is amended to read: 
186,08 (intra, par,) At their .first meeting ... " (in section of bill) 
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2.04 Use of the phr~?.~~'of ~b&.~t_atute~. It is unnecessary to repeat 
the phrase "of the statutes" in the text of a bill. Section 990.02 provides that 
all references to titles, chapters, or sections are references to titles, chapters 
or sections of the statutes. The term should be used once in the title of the bill 
and once in the introductory heading of each section. 

In session laws, however, that will no·t be incorporated into the printed 
statutes, when you wish to refer to a section of the statutes, the reference should 
read "··· as required by section 6.25 of the statutes" or " ... subject to review 
under chapter 227, \hsconsin statutes," 

2.05 Quotation marks, Use quotation marks when defining a word or phrase. 
Example: "Cost of construction" includes ••• (Quotation marks are used to enclose 
any matter following the terms entitled, the word or the term, or at the beginning 
and at the end of the last paragraph of quoted material.) In defining terms or 
words do !!£i say "shall be deemed to include" or "shall mean and include", 

When amending the constitution and preparing the joint resolution for second 
consideration of the legislature, the excerpt from the constitution should be 
quoted exactly as it appeared when it was first approved by the legislature, 
NOTE: See Jt. Rule 16; and 16,02, Drafting Jvlanual. 

2,06 Punctuation. Some authorities consider "punctuation is not a part of 
the law", how·ever, courts have been known to base their ultimate interpretation 
upon punctuation, or the lack of it, as a matter of last resort. It has been con­
tended that if punctuation is required to give meaning to the sentence the draftsmen 
revamp the sentence. 

(1) Periods and connnas "inside" quotes. The inside method is preferred in 
printing. This method places the period and comma inside the last quotation mark, 
regardless of sentence structure. Example: This chapter may be cited as the "Youth 
Service Act." 

(2) Colons and semicolons "outside" guote~. The above method does not pertain 
to colons and semicolons unless they are specifically a part of the quoted material, 

(3) ~king and scoring punctuation, Punctuation as well as other material 
to be stricken from the statutes, constitution, or legislative rules, must be 
stricken through, and new punctuation scored. 

(4) Punctuation in amendments to bills, resolutions, etc. The "inside" method 
referred to in sub. (1) does not apply to amendments, where the proposed changes 
(including punctuation) are always shown within quotation marks, 
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), l:)!J!VlBERING OF SECTION~. Most of the drafting concerns amending sections of the 
statutes and there may be many proposals to amend the same section. Therefore, 
after the session has gotten under way, consult the card index file of the 
statute sections to determine whether the section to be amended has been affect­
ed by a prior proposal, Bills are always drafted in relation to the law }~for.££ 
when the bill is introduced, 
NOTE"7See sec. 10, Drafting Nanual. 

Before drafting a bill that calls for the creation of a new section, or 
part thereof, consult the statute card index file to be sure the section number 
selected has not been used -- if so select another nuraber. Consult the revisor 
of statutes when in doubt about arrangement or numbering of sections in particular­
ly difficult or unusual situations. 

).01 System of numbering. Chapters of the Wisconsin statutes are broken up 
into sections, subsections and paragraphs to simplify amendment thereto, 

(1) Sections, The "decimal" system is used for numbering sections of the 
statutes, thus: 6,015 means "ch, 6, s, 015". (Note: The decimal ",015" is great­
er than 11 ,01" and less than ",02"; thus ",015" is to be inserted between ".Ol" 
and ".02") 

(2) Subsections. Subsections are designated by numerals enclosed in paren­
theses, thus: (1), (2), etc. New subsections to be inserted between 2 sub­
sections of the statutes are shown by adding a letter of the alphabet to the right 
of the numeral, thus: (2~) 1 showing a subsection to be inserted between subs. 
(2) and (3), 

(3) Paragraphs. Paragraphs are designated by letters of the alphabet en­
closed in parentheses, thus: (a), (b), etc. New paragraphs to be inserted be­
tween existing paragraphs are shown by adding another letter of the alphabet to 
the.right of tpe first letter, thus: (am) showing a paragraph to be inserted. 
between pars. (a) and (b). 

(4) Subdivisions. Subdivisions of paragraphs should be avoided whenever 
possible, but frequently it is necessary to make a further breakdown of paragraphs. 
If so, they are designated by plain numerals, thus: 1, 2, 3, etc. 

(5) Allowance for future insertions, When·numbering·new sections, ·subsections 
or paragraphs to pe inserted, it is well .. d;o allow for future insertions by ·using· 
)J.Ol!:f: in preference to )),011; (2~) in preference to (2.§:); and (~) in prefer­
ence to (a~) or (a£). 

(6) Avoid breakdown at lower levels, In drafting measures where an attempt 
is being made to adapt a uniform law to present statutes, confer with subject 
matter expert, or other authority, to attempt to bring all of the basic concepts 
up to the section level, rather than making too extensive a breakdown at the 
lower level. 

(?) Numbering sections of chapter 20. Chapter 385, laws of 1955, was a recod­
ification of the whole appropriation chapter. Both the schedule in 20.005 and 
the text are now in alphabetical order. When drafting proposals creating new 
sections, this same procedure should be followed, using the )-digit numbers after 
the decimal, and each appropriation must be identified by the proper subsection 
number. Subsections (1) to (39) are assigned to appropriations for executive 
budget operations; (40) to (69) for revolving funds; and (70) to (99) for 
segregated funds. 
NOTE: See 20,003 (4), Stats, 
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3.01 (7) (cont'd) 

In case there is no vacant number where a section should logically be in­
serted, a fourth digit number may be the only solution, but in such cases consult 
the revisor of statutes, or the Chief, as renumbering may be preferable, 

(8) Revisor's authority to renumber sections, Under s. 43.08 (2) of the 
statutes, the revisor is authoriz~d to renumber any chapter or section of the 
statutes for the purpose of revision, correct any statutory reference in the text, 
or substitute the correct reference for such terms as " the preceding section", 
etc. 

3.02 Statute card index file. 
which denote enactments; blue cards 
rules of pleading and practice, 

The card index file consists of ~ite cards 
for bills introduced; and orange cards for 

(1) White cards. Separate cards are prepared to show each section (or sub­
section, etc. ) affected by enactments. The statutory number of the provision is 
shown at the left side of the card; the chapter and bill number on the right; and 
if affected by a create (cr.), an amend (am.), renumber (rn.), repeal (r.), repeal 
and recreate (r, cr.), it is so stated in the center of the card. (Amendments 
to session laws are filed at the end of the white c~rd file.) 

(2) Blue cards. Separate files are maintained for bills introduced and the 
sections affected by such bills are shown in the same manner as enactments. The 
cards are filed in numerical order according to section, subsection, etc,(Amend­
ments to the session laws and proposed amendments to the constitution are filed 
at the end of the blue card file.) 

For the convenience of draftsmen, blue cards for bills introduced in prior 
sessions, are filed in the drafting room, back to the 1945 session. These cards 
are frequently helpful in locating proposals that previously failed or used as 
a pattern for a new proposal, 

(3) Orange cards. Orange cards are prepared to alert the draftsmen that a 
statutory change or modification of the rules of pleading and practice has been 
recommended, and while pending, will be interfiled with blu~ cards, showing 
proposed amendment. 

These cards will show sections to be affected, the recommended action and 
the date of recommendation, When adopted by the Supreme Court the effective date 
of the law will be entered on the card, and cards then interfiled with white 
cards, showing enactments. 

These rules become effective 60 days after adoption and draftsmen should 
always check the orange cards before drafting a proposal involving judicial 
proceedings. 
NOTE: See 251.18, Stats., and latest annotations. 

L3.03 Warning notice to member. Prepare form D-313, in duplicate, if there 
have been any bills introduced which affected the same sections as will be affect­
ed in a new proposal, and note bill numbers on form, one copy of which will be 
given to requestor, Note the date check was made and latest date covered by 
cards in file. (The latest date will be noted on card file each time additional 
section number cards are interfiled.) 
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),OJ (cont'd) 

If it seems warranted and time permits, check the printed bills involved as 
it may be advisable to contact the member before completing the proposed draft, 

This check is made for the following purposes: 

(1) To determine whether any new enactments have affected the sections you 
propose to amend, 

(2) To alert the requestor to the fact that there has been or may be other 
legislation on the subject. 

()) To attempt to prevent duplicate or conflicting legislation~ 

Hist. note: Used this procedure in the 1953 session to try to avoid conflicts 
in legislation but discontinued the practice in 1955 and subsequent sessions. 
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4. CONSTRUCTION OF BILLS. 

4,01 ~ill __ titles and am§ndi~ cla~. The title of the bill should be as 
short as possible and still convey the subject matter covered in the proposal with­
out going into minute detail. For instance in a bill amending the provision govern­
ing deductions for losses (ch. 71, Stats .. ) the title "relating to income taxes"· 
would not sufficiently identify the subject matter, "Relating to deduction of 
losses under the income tax law" would be more appropriate. 
NOTE: See Jt. Rule 7, 

Every title must contain a reference to all sections of the statutes treat­
ed in the body of the bill and must contain an appropriation clause or penalty 
clause if the bill provides for an appropriation or penalty, A proposal which 
creates or amendsa criminal act does not of necessity constitute a penalty and the 
penalty clause need not be included in the title unless there is a specific 
penalty, If in doubt put the clause in. Proposals granting rule-making authority 
shall also include such phrase in the title, 
NOTE: See sees. 7, 11, 12 and 13, Drafting Manual, 

Hist. note: Assembly rule 40, amended in 1955 session, included the requirement 
that the title should indicate the granting of rule-making authority, and that all 
bills increasing or decreasing state revenue or making an appropriation should in­
corporate in the title an accurate estir.rate of the money involved. In 1957 when 
the fiscal note procedure was adopted we ceased to include this estimate in the 
title of bills. 

When drafting a proposal to create a new state agency (coramittee, etc.) or 
to transfer certain functions of an agency, or replace or abolish one, be sure to 
state that fact in the title. 

When drafting a proposal, limited in its application to a class lawfully 
set apart for legislative purposes, be sure to state that fact in the title. 
NOTE: See 14.04, Drafting Hanual. 

When renumbering a section it is not necessary to enumerate in the title of 
the bill what the particular section is renumbered to be. Example: 

"To renumber 165.01, 165.02 and 165.03" rather than "to renumber 165.01, 
165.02 and 165.03 to be 165.01 (6), (7) and (8), respectively." 

However, in the introductory clause of the section of the bill the complete 
action must be given, Example: 

"SECTION • 165.01, 165.02 and 165.03 of the statutes are renumbered 
165.01 (6), (7)""'imd (8), respectively." 

Hist. note: In 1951, with revisor's approval, changed to this procedure in a 
further attempt to streamline titles of bills, 

(l) Amending introductory paragraph o~. It is unnecessary to repeat the 
whole section, subsection, etc,, of the statutes, if the introductory paragraph 
only is to be amended. However, it must be stated both in the title of the bill 
and the introductory clause of the section of the bill that it is the introductory 
paragraph that is being amended. Example: (in title of bill) 

"To amend 20,417 (l) (intro, par.) of the statutes" (and in body of the bill) 
"SECTION_. 20.417(1) (intro, par.) of the statutes is amended to read: 
20.417 (l) (intro, par.) There is appropriated ... " 
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4.01 (cont'd) 

(2) Amending section or subsection titles. If only the title is to be amend­
ed, state "section titl~";-lisubsection title" or "paragraph title" in the same 
manner as (1). Example: (in bill title) "To amend l65,0ll (section title)" 
(and in body of bill) 

"SECTION • l65,0ll (section title) of the statutes is amended to read: 
l65.0ll (section title) STATE SAFETY COI,fr!ISSION." (even though the title 

is amended treat it as a create with no striking and scoring) 

NOTE: See 990.001 (6), Stats,, and 4.05, Drafting Manual. 

(3) Amending unronnbered paragraphs. To amend an unnumbered paragraph of the 
statutes it is necessary to identify it as an unnumbered paragraph in both the 
title of the bill and in the introductory clause of the section of the bill, For 
example, if amending s. 97.02 (20), the lst and Jrd paragraphs only, the title of 
the bill should read: "To amend 97,02 (20) (unnumbered lst and Jrd paragraphs)"; 
and in the body of the bill the introductory clause should read: 

"SECTION ___ • 97.02 (20) (unnumbered lst and Jrd paragraphs) of the statutes 
are amended to read: 

97. 02 ( 20) ••• " 
NOTE: i)ee Bill No. 70, s. (1949); also see 8.06, Drafting Nanual. 

However, if a section of the statutes that contains unnumbered paragraphs 
is to be amended it is best to do some revision work at the same time to facili­
tate future amendments. If the requestor has no objections, renumber the unnumber­
ed paragraphs, or renumber and amend; in which case the bill title would read: 
"To renumber 97.02 (20)" and "to amend 97.02 (20) (a) and (c)" if only part of 
the unnumbered paragraphs are to be amended. 

If renumbering only, the introductory clause is sufficient to take care of 
the entire action and the clause would read: 

"SECTION_. 97.02 (20) (unnumbered paragraphs) of the statutes are re­
numbered 97.02 (20) (a), (b), (c) and (d), respectively." 

If for purpose of clarity it seems more advisable to amend the subsection 
and in so doing number the unnumbered paragraphs simply identify the paragraphs 
in proper order and score~. (b), i£2 and iQl and follow regular rules for 
striking and scoring amendatory material. 

(4) Repeating section numbers. If several parts of the same section are to 
be treated by the same action, it is not necessary to repeat the section number 
each time, either in the title or in the section heading, For example: "to amend 
151.07 (l) (a), (g), (2) and (5)" not "151.07 (l) (a), 151.07 (l) (g), 151.07 (2), 
etc." --
NOTE: See 26.10 (1), Drafting Manual. 

4.02 f_ody of the bill. The "body" or text of the bill is the actual law­
making part of the bill and does one of 4 things: 

(l) Amends the present law. 
(2) Repeals a law. 
(3) Creates a new law. 
(4) Renumbers a section of the statutes. 
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4.03 Introductory clauses f'<2r sections of a bill: 

(l) Repeal: 
---;;z;8,0l (3) (a) and (b) of the statutes are repealed." 

(2) 

(3) 

Renumber and amend: 
"236"'.3"'6Fo":f:-7t7'h"'e=statutes is renumbered 116.05 (3) and amended to read: 
116.05 (3) II 

Amend: 
-"186.29 (l) (intra. par.) and 

186.29 (l) (intro. par.) ... 
(a) . • •" 

(a) of' the statutes are amended to read: 

(4) Repeal and recre~: 
"97.01 (l) and (3m) of the statutes are repealed and recreated to read: 
97.01 (1) ••• 
(3m) ... " 

(5) Create: 
"240.35 (7), (8) and (12) of the statutes are created to read: 
240.35 (7) 
( 8) ••• 
(12) ···" 

4.04 Arrangement of sections. Each section of the statutes, or part thereof, 
to be considered in the bill, should be treated in a separate section of the bill 
and in the numerical order that it ~ appears in the statutes, except that a new 
chapter or a series of sections numbered consecutively and affected by the same 
treatment may be covered in a single section. A repeal and recreate of the same 
section or part thereof may be accomplished in the sruae section or a renwnber and 
runend of the srune section. 

(1) Same treatment. lihen 2 or more subsections of the srune section are 
affected by the same treatment, such as am~g, it may be·done in the same sect­
ion of the bill, e.g.: 

"SECTION 65.10 (1) and (6) of the statutes are amended to read: 
65.10 (1)--:-:-. 
( 6) • • • II 

(2) Combination of treatments. If subsections of the same section are affect­
ed by a combination of treatments, such as amending, repealing, creating, etc., 
then each subsection is to be treated separately in numerical order, in separate 
sections of the bill, e.g.: 

"SECTION __ , 
SECTION _, 
SECTION _. 

65.10 (1) of the statutes is amended to read: 
65.10 (2) of the statutes is repealed and recreated to read: 
65.10 (3) of the statutes is created to read:" 

(3) Breakdown of sections, When there are a number of contingencies, re­
quirements, etc., the section should be broken down into subsections, and subsect­
ions should be broken down into paragraphs. Avoid further breakdown whenever 
possible. 



- 27 -
4.04 (cont 1d) 

(4) Renumbered sec"\-iO!?.::>." \vhen a section, or part thereof, is renumbered, 
the present statutory number determines the sequence of treatment in the bill. 

Hist, note: Prior to the 1951 session the future statutory number determined the 
sequence of treatment, which made it more difficult to locate a particular section 
in a long bill when a number of sections were being renumbered, 

4.05 Section titles, Section 990.001 (6) of the statutes states that titles 
(or headings) to subchapters, sections, subsections and paragraphs of the statutes 
constitute no part of the law, Therefore when renumbering or amending and you 
wish to revise or amend the section title, it is unnecessary to strike through tl:e 
material to be deleted and score the new material as we do in the body of a bill. 
Simply treat the title as you would in a create. When renumbering and amending 
and there is no change in the title, it is not necessary to include the title,. 

Hist, note: Changed to this procedure of not striking and scoring in titles to 
eliminate confusion and extra typing involved in amending, and renumbering and 
amending numerous sections of the statutes in a large number of motor vehicle 
bills, ltevisor approved this change early in 1951 session. 

(l) Section titles are written in solid caps: 
"346.)6 ESCAPE THROUGH NEGLIGENCE"; 

(2) Subsection titles with initial cap. and double underscore: 
"108,10 (8) L~mi!_ation_ of_~ees"; 

(J) Paragraph titles with initial cap. and single underscore: 
"176,05 (1) (a) Permits to manufacturers"; and 

(4) Subdivision titles are written with initial capital and no underscore. 

Avoid using the further breakdown of paragraphs into subdivisions but when 
no other treatment is apparent and a title or heading is needed (as in 62,13 (9) 
(c) 1 to 5 (1951, Stats.», the heading is written with initial cap. and no under­
scoring, 

4.06 Chapter titles. The procedure set forth in 4.05 will not affect 
chapter titles which should be treated by striking through material to be deleted 
and underscoring new material, when amending such titles. In the title of the 
bill the clause should read: 

"To amend 
should read: 

"SECTION 

chapter 165 (chapter title)", and the section heading and title 

Chapter 165 (chapter title) of the statutes is amended to read: 

CHAPTER 16 5, 
STATE GRillE 1AlilQAA~QJ.l.¥ CONNISSION". 
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4.07 Revise when amending, The revisor of statutes has requested that when ve 
amend existi~g-statute~~;·cto-as much revision work as possible and the member will 
permit, If the section is abnormally long, split it up into subsections to facil­
itate future amendments; if it is verbose, clarify and shorten it; and place in 
separate sections each proposition that is separable. 
NOTE: See sec. 27, Drafting ~1anual. 

(l) Striking and underscoring. ~ihen amending sections of the statutes, the 
parts that are to be omitted must be written in first and stri0ken through and all 
new material underscored, thus: "Registrations recorded under ta~s-seet~eH 
these sections ••• " The new material always follows the stricken material. Do not 
reverse thilis order. 

(a) If the material to be stricken consists of more than one sentence, the 
new or scored material replacing the old or stricken material should be inserted 
at the end of all stricken material. 

(b) Periods should logically be carried to the end of the sentence where 
you are inserting new material and treatment should be the same as in simple amend­
ments where new material is inserted after a specified word and befor~ the period. 

(c) When amending a section of the statutes and references are changed to 
the abbreviated form (in accordance with 2.03, DraftingT1anuaDit is not necessary 
to strike the old and score the new as there is actually no change. The abbrevia­
ted form should simply be substituted. Example: "··· pursuant to section 56.16" 
should be written " ... pursuant to s; 56.16 11 (no scoring). 
NOTE: Also see 4.07 (3), Drafting Nanual. 

(d) If reference is to be amended (thereby changed) use the abbreviated 
form for reference in the ~material·,. but _material to be stricken through 
should be as it appears in the statutes, Example: "••• as provided by sY9seet~ea 
~J,~-e£-seebeH-§e .. J,e ... " (to be amended to read) " ... as provided by ss. 56.17 
.£2) an.d 56.18 ... 11 

(2) Arabic numerals. Nhen amending sections of the statutes containing 
specific quantities written in word form, such as "twenty five thousand dollars", 
corrections should be made and Arabic numerals substituted to show the quantity 
as "$25,000 11 without the necessity of writing in the words, striking them and then 
underscoring the Arabic numerals, 

(3) Correct references. When amencung, correct references in the statutes 
;Thich read 11 ... as defined in paragraph (a) subsection (6) of section 34.01" 
which reference should read: " ... as defined in s. 3'+.01 (6) (a)". No striking 
or scoring should be used as there is no change in the reference. 

(4) Transpose date'!.• lfuen amending, transpose dates to read: "Hay 15, 19_" 
rather than "the fifteenth day of Nay 19_" without striking or scoring. 

(5) )!:xceptions. The above rules regarding transposing dates, substituting 
Arabic numerals, and abbreviating references, are not applicable when amending 
the constitution. Follow the same style and format as is presently used in the 
constitution. 

(6) Outmoded terminology. 1olhen you are amending a section that contains 
questionable or outmoded terminology, make every effort to delete such material. 
For instances, 2.04 (1953 Stats.) says "··· counties now or hereafter organized 
... ", s. 8),02.5 (l) states" ... county trunk highways heretofore selected ... " etc. 

• 
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(7) .§ffective da.:.ie.~in te;rt. The revisor of statutes, under s. 4).08 0) of 
the statutes, has authority to substitute actual effective dates, in printing the 
statutes, for such phrases as "after the effective date of this act" or "prior to 
the effective date of this section", etc. If you are amending sections that 
contain such indefinite phraseology, and time permits, attempt to ascertain the 
correct time or if the phrase is obsolete or meaningless strike it out. 

4.08 Time; how computed. The time within which an act is to be done or pro­
ceeding had or taken shall be computed by excluding the first day and including the 
last; if the last day is Sunday or a legal holiday the act may be done or the pro­
ceeding had or taken on the next secular day; and when any such time is expressed 
in hours, the ,;hole of Sunday and of any legal holiday, from midnight to midnigt.t, 
shall be excluded. 
NOTE: See 990,001 (4) and (12), Stats. 

( 1) ·\veek means 7 days. 
(2) Month means a calendar month unless otherwise expressed. 
(3) Year means a calendar year unless otherwise expressed, 

4,09 Singular and plural numbers; gender. Words importing the singular 
number may extend and be applied to several persons or things as well as to one 
person or thing or the plural may apply to one person or thing. 
NOTE: See 990.001, Stats. 

Words importing the masculine gender only may extend and be applied to 
females as well as to males. 

4.10 Reoeals, The law does not favor repeal of a statute by implication, 
State specifically the sections or parts thereof which are to be repealed. Do not 
refer to"other parts of the law in conflict herewith" as being repealed. 
NOTE: See 11.02 (2), Drafting Hanual,for repeal of unprinted statutes. 

(1) Add saving clause. If the repeal is not intended to affect contracts 
entered into prior to the passage of the repealing act, a saving clause should be 
added, 
NOTE: See chs. 990 and 991, Sta ts. , also 7. 07, Drafting Hanual. 

(2) When in session law. No section, or part thereof, of the statutes is re­
pealed or affected by the repeal of any session law from which it was in whole or 
in part derived. 

NOTE: See 990.03 (3), Stats. 

4.11 New provisions. Before drafting a supposedly new provision, draftsmen 
should first ascertain whether there is an existing provision in the statutes which 
deals with the same subject which could properly be amended to accomplish the pur­
pose. Also consider whether the proposed measure will conflict with other exist­
ing laws. 
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4.12 prafted reguest;'l_2:JJQ ___ C!_£@.£le~§._.<J21?Y• Bill drafting requires the use of 
clear, concise English. Keep sentences and paragraphs as short as possible and 
still give full coverage to the subject. 

(l) Previously drafte~_Eroposals. Frequently already drafted proposals 
are given to the draftsmen to be checked and put in proper form. These drafts 
are E.§lrely in proper form and should be thoroughly checked for form and content, 
correct references, proper sequence, etc. More drafting errors are attributed to 
these proposals than those which the draftsmen prepare from verbal or outlined 
instructions. Do not take it for granted that the amended portions agree with 
the statutes. TypiSts who are not experienced in drafting procedures are prone 
to skip over punctuation or material to be deleted. If such proposals are long 
and contain a n~~ber of amended sections it is best to have proofreaders or 
typists, proof the amends before the draftsman attempts to review the measure to 
put it in proper form. 

(2) Corrections. Instructions received in typed, mimeographed or other 
written form should not be erased or marked over so as to obliterate the original 
material. Make the corrections so as to insure that all of the original instruct­
ions are still legible. 

(3) Check the draft. After completing the draft, check over original in­
structions-and draft, to be sure all points have been covered and that the draft 
is so worded as to be readily understood by a person who has no special knowledge 
of the subject. 

(4) Final check. Before a draft is placed in typists' basket it will be 
checked for accuracy, form, sequence of treatment, title and completeness, and to 
insure typists can understand all instructions. If any defects are found or any 
points need clearing up, the draft will be returned to the draftsman for correct­
ion or clarification. This is the only check made prior to introduction and it 
is important that draftsmen co~perate in n1aking any necessary changes in order 
that the proposal be as accurate as possible. Even though a bill is not enacted, 
it still becomes a record, and improperly drawn bills are a waste of time and 
money, take up valuable legislative time and may require additional printing ex­
pense if corrective measures are necessary. 

Hist. note: This step was partially initiated in 1953 when the senate abolished 
revlSlon in the beginning of the session due to their inability to fill the posi­
tions satisfactorily. In order to insure that the minimum of technical errors 
occurred we set up a position for one person to check all senate bills prior to 
"jacketing" the proposal. In the 1955 session this procedure was somewhat formal­
ized and extended to include review of all proposals, o>hich was partially due to 
the fact that half of the draftsmen were new. 

4.13 Revisor to show the change. Whenever draftsmen are preparing bills 
that include a change in numerous sections of the statutes, such as substituting 
the word "commissioner" in place of "commissioner of banks", and substitutions 
will involve a considerable amount of typing if all sections or parts thereof 
were to be amended, the use of the following form is preferred to insure uniform 
terminology: 

"Whenever the word (s) 11 " is (are) used in section (sections) 
of the statutes, the word (s)-;;--"--- " is (are) substituted. The revisor 
of statutes shall show the change in publishing the statutes." 
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4.13 (cont 1d) 

Hist. note: Began using this form in 1951 session, to insure uniforn1 terminology 
in such proposals and to give blanket authority and protection to the revisor of 
statutes when making such changes. 

4.14 CorJ::ections on carbon copy. Frequently members or legislative clerks 
return all delivered copies of a bill or other legislative proposal to draftsmen 
for minor corrections or changes, These changes should always be made or noted 
on a carb0.!!_9.2.ffi': of the proposal rather than the original, regardless of how minor 
or extensive they are, This procedure enables the typist to make the changes with­
out retyping the entire measure or at least salvage pages where corrections are 
less extensive, and retype only the necessary pages. 

4 •. 15 Definitions. The uniform use of certain words and phrases is essential 
to an understanding of the law. Therefore definitions are used in the statutes. 
These definitions appear in J general places, depending upon the breadth of their 
use. When uniform laws are adopted the definitions may come at the end of the 
measure if that is the form in which the law is set up. 

(l) Words or phrases which have general application to the statutes are 
placed in ch. 990 of the statutes in alphabetical order. The determination of 
whether or not to insert a definition in ch, 990 should be made in co-operation 
with the revisor of statutes, who has a broad understanding of the possibilities 
of conflict, 
NOTE: See 26.11, Drafting Manual. 

(2) Words or phrases which have general application to a particular chapter 
and which appear in the chapter often enough to warrant defining them once and for 
all should be inserted in a section near the beginning of the chapter. If words 
or phrases which are defined in ch. 990 are used in a different sense in a particu­
lar chapter, they should be defined in that chapter, 

(J) Words or phrases which are used in a particular section of the statutes 
and do not appear in other places in the chapter should be defined in the section 
or sections to which they apply, 
NOTE: See 2.05, Drafting Manual, for punctuation when defining words. 

(4) Do not add to the volume of the statutes by repeating definitions of 
words already contained in ch. 990 when the intended meaning is the same. 

(5) Do not put substantive provisions into definitions. 

(6) Use definitions to avoid repetitive use of a phrase, and thereafter use 
the defined word not the definition. 

4.16 Misleading titles and section headings. Bill titles and section head­
ings should state exactly what is being done as tl1e section headings are the guide 
to preparing the tables and statute section index cards, showing sections affected 
by "acts" and "bills introduced." 
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After drafting a proposal review section headings (and titles) to be sure 
they actually cover what is being done and that subsections (or paragraphs) have 
not been created (by a repeal and recreate) or inserted by amending, or renumbering 
process, and not properly identified in the headings, For example: 

(l) If, in the title and section heading, the bill says to amend 215.03 (l) 
(a) to (o) and it develops that the text, as amended,also contains (p) and (q), 
then the title should have read: "to amend 215.03 (1) (a) to (o); and to create 
215.03 (1) (p) and (q)," 

(2) If the bill says to repeal and recreate 85.13 (l) but the text also con­
tains subs. (2) and (3), then the title and section heading are misleading and the 
subsections could easily be overlooked in preparing the table and cards which show 
sections affected by acts of that legislature. This title should have read: "To 
repeal and recreate 85.13 (1); and to create 85.13 (2) and (3)." 

(3) The title should be the last part of the bill to be drafted, Draft the 
title to £it the bill, not the bill to fit the title. 

4.17 "End" of draft. After the last line of the draft, whether it is a bill, 
resolution, or amendment, write "(End)" regardless of length of the proposal. 

Hist. note: This procedure was started in 1953 to insure against enrolling clerks 
overlooking the last page of a proposal. In 1957, 35.08 (1) was amended to in­
corporate this provision in the statutes. 

4.18 Failure of enumeration. Specific enumerations which are in fact examples 
and are not all inclusive are dangerous and should be avoided. If specific enumer­
ations are used as examples and the enumeration is not intended to be complete or 
conclusive, it should be supplemented by a qualifying phrase, as shown in the 
following examples: 

"59.07 (31) ... The term "waste" as used in this subsection means, without 
restriction because of enumeration, garbage, ashes, ••• waste or refuse material." 

"67.04 (5) (e) ••• to construct, acquire or maintain, or to aid in constvuct­
ing, acquiring or maintaining a bridge over or across any stream or other body of 
water bordering upon or intersecting any part of the town, including, without 
limitation because of designation, a bridge project so located which is eligible 
to construction under s. 84.11 •••" 

"85.01 (4) (co) J, As used in this paragraph 'liquid dairy products' includes 
milk and products of milk in liquid form, including without limitation because of 
specific ,enumeration herein, the following ••• 11 
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4.19 Surety bond~. W11en drafting proposals whereby a surety bond is re­
quired to be posted by a licensee and the amount of the required bond is given, 
insert also "that the amount of the bond is the limit of the liability" or "the 
aggregate liability of the surety shall not exceed the amount of the bond." 
NOTE: See ch. 86 (1957) or 130,06 (4), Stats. 

4.20 Penalty where none expressed, Section 939.61 of the statutes contains 
a general penalty clause which is applicable to all convictions where no penalty 
is expressed. Unless the fine or imprisonment is intended to be in excess of 
this ffillOUnt, namely $250 or imprisonment for more than one year, it is unnecessary 
to stipulate the penalty for a misdemeanor. 

Hist. note: Ch. 696 (1955) repealed 353.27 (1) and replaced by 939.61, Stats. 

4.21 Notes in rough drafts. Frequently the member or others bring in in­
structions that are in the form of a tentative or rough draft, for the draftsman 
to put in final form. Many times these drafts contain explanatory notes or other 
information that may be of value later on but are not to become a part of the 
actual proposal, for one reason or another. If such material is stricken out or 
not incorporated in the proposal, the draftsman should strike out the material 
and initial such note or explanation at the side, or indicate that the requestor 
struck the material or directed that it be stricken, so that it is clear that 
it was the draftsman's decision, or requestor's, that such material should not 
be a part of the draft. The material should, however, remain in the file and 
sho~ld not be stricken to the extent that it is no longer legible. 
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5. TIME FOR INTRODUCTION_.QF BILLS. 

5,01 Dead~ines. The instructions for new bills and resolutions covered by 
title only or otherwise incomplete on the deadline provided by joint rule 18 
must be completed and filed with LRL within 2 ~reeks thereafter, except: 

(l) Those privileged by senate rule 69 or assembly rule 76. 
(2) Proposals to be introduced by: 

(a) Joint committee on finance 
(b) Joint committee on revision, repeals and uniform laws 
(c) Joint legislative council 
(d) Committee on legislative procedure 
(e) Committee on rules 
(f) Revisor's general correction bills 
(g) Any special committee specifically authorized to introduce bills 
(h) Any interim con~ittee in compliance with measure creating such 

committee. 

5.02 Drafting titles. Draftsmen rece~v~ng requests for title only should 
prepare title on form D-312 and place same in request basket. These requests 
must be filed under the name of the member (or committee) who will introduce the 
measure. Do not take "requests for title only" on yellow request form unless 
2omplete instructions for drafting the proposal are given. If the requestor gives 
part of the instructions but for some reason does not complete his instructions 
for drafting the proposal, the draftsman should prepare title on form D-312 and 
attach yellow instruction sheet to back of title request form, so instruction can 
be completed when additional instruCti-ons are received. 

Hist, note: Began using these forms in 1953 to eliminate necessity of typing and 
proofreading all titles on deadline night. 

(l) Draftsmen are urged to place requests for title, or instructions for 
filling title requests, in the request basket as soon as possible so that such re­
quests can be processed and a record available in record clerk's office, 

(2) Take instructions for fi111~~ title requests on yellow request form 
D-311 and note "instructions for title request" and member's (or committee's) name, 
so that record clerks will be alerted to the fact that a request for title has 
previously been filed. 

(3) If instructions are for a new bill write "neH bill" on request sheet and 
if instructions are complete and draft is ready write "Ready" (in red pencil) 
across top of request sheet, so that these instructions will not be confused with 
instructions to fill title requests. 
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6. ARRANGE!ffiNT OF T!1E BILL. 

6.01 Enacti~g claus~. The title shall be immediately followed by the en­
acting clause. 
NOTE: Jt. Rule 7; also see "special clauses", sec. 7, Drafting Manual. 

6.02 Order of the bill, 
bill shall appear in the body 
now appear in the statutes. 

Each section of the statutes to be treated in a 
of the bill in the numerical order in which they 

(1) Temporary and transitional prov~s~ons. These provisions should be 
treated in separate sections of the bill, so they can be deleted from the statutes 
when they are no longer effective, and should be given statute section numbers. 
Example: Ch. 37 (1955), section 12. 

(2) Tax measures. Tax measures, even though they are of a temporary or 
emergency nature, should be given statutory section numbers so that they will be 
incorporated in the next publication of the statutes. 

(3) Severability clause, If any provision of the statutes or of a session 
law is invalid it shall not affect other prov~s~ons. In some cases it may be 
desired that the entire bill be declared invalid if any part is held unconstitu­
tional. If it is expressly desired that a nonseve~ility clause be incorpora­
ted in the bill, it should be the last section of the bill, unless there is also 
an enabling clause. 
NOTE: See 7,06, Drafting Manual; also 990,001 (11), Stats, 

Hist. note: Ch, 261 (1951). 

(4) Enabling clause. The enabling clause is no longer necessary except when 
an act is to take effect at a time other than that prescribed by s. 990.05 of the 
statutes (namely the day following publication), When an enabling clause is 
expressly desired, it shall constitute the last section of the bill and should 
include an alternate date to avoid any confusion in case the measure is not en-
acted into law prior to the first efi'ective date given, --
Example: ch. 462 (1947). 
NOTE: See 7. OJ, Drafting Hanual. 

(.5) Saving clause, A clause in an instrument exempting something from its 
operation. 
NOTE: lilee 102,04.5, Stats.; also 7,07, Drafting Hanual. 
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7, SPECIAL CLAUSES. (Except for 7.01, these are suggested forms) 

7.01 ~nacting clause. 

"The people of the state of Wisconsin, represented in senate and assembly, 
do enact as follows:". 

7.02 Appropriation clause. 

"There is appropriated from the •• , fund to (department), on (day of month 
and year), $.,., and annually, beginning (day of month and year) $ ••• , for (purpose 
and object)," 
NOTE: See sec. 20, Drafting Manual, for other examples; and 20.002, Stats. 

7.03 Enabling clause. 

"This act shall take effect July 1, 19 __ , or the first day of the month 
next succeeding publication, whichever is later. (Use only when an enabling clause 
is expressly desired.) 
NOTE: Jt. Rule 7; also see 6.02 (4), Drafting Nanual. 

Hist. note: Beginning with the 1957 session, include an alternative date as well, 
if an effective date is expressly desired, to avoid any confusion in case the 
measure is not enacted into law and published prior to the effective date given. 

·Example: Ch, 496 (1955) to take effect July l, 1955, approved by the Governor 
July 22, 1955 and published August 3, 1955. 

7.04 Penalty clause. 

"Whoever violates this section shall be fined~ ••• (or not less than :j; ••• , 
nor more than$ ••• ) or imprisoned for not to exceed ••• days (or months, or years), 
or both," (Do not say "or both such fine and imprisonment.") 

Hist. note: In the 1951 session began shortening penalty clauses, with the ap­
proval of the revisor, in further attempt to streamline the statutes and strike 
out redundant words and phrases. 
NOTE: See 4.20, Drafting Uanual, and 939.61, Stats, 

7.05 Forfeiture clause. 

"whoever violates section • , , shall forfeit to the state not less than :~, •• 
nor more than $ •• , for each violation and each day that such violation continues 
shall be deemed a: separate offense." 

7,06 Nonseverability clause, 

"It is the intent of the legislature that this act be considered a unit 
and its provisions inseparable. If any provision of this act is declared uncon­
stitutional, the entire act and all of its provisions shall be invalid."· 
NOTE: See 6.02 (3), Drafting Nanual; also 990.001 (ll), Stats. 

7,07 Saving clause. 

"Chapter 173, laws of 1951, is repealed, except that all matters pending in 
the county court of ••• county under that chapter on the effective date of this 
act may be completed under said chapter," 
NOTE: See ch. 618 (1955), section 12; and 6.02 (5), Drafting Manual. 
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"The commission is authorized to make such rules and regulations •••• and 
establish such services as they deem necessary to carry out the purposes of this 
chapter. " or 

"The cormnissioner shall establish rules governing the management and opera­
tion of such funds. " 

Hist. note: 
),A., which 
rule-making 

At the beginning of the 1955 session the assembly adopted Res. No. 
amended Rule 40 to include "all bills providing a penalty or granting 
authority shall state such fact in the title." 
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8. ~~!l"~R.IEG P!);9iT.~S. • 
8,01 Wh~.-~. constitutes a.n amendment. An amendment is an alteration to be 

maO.e in a riea.:;;;;~-;;;::··r·a-;:::cT!18r·.;;r; 'l:iy"substituting, inserting or deleting some­
thl.r:g .. 

(1) Substitute amendments. A substitute amendment, if adopted, takes tt,e 
place of the origina:C Fii1~- & other proposal; and is usually prepared when a 
substantial amount of the measure is to be rephrased, This is not !!:,lW_gy§. trv.e, 
however, 

The member may expressly desire that the proposal be prepared as an amend­
ment either because the measure "has twice been put over through the presento. .. 
tion of substitute amendments" (Senate rule 53, 1953 manual), or for other vo-· 
cedural reasons. 
NOTE: For example see Arndt. ), A., to Sub, Amdt. 1, s., to Bill :;so, A., 19!:.9, 
This measure is essentially a substitute amendment, though it was allowed a;;J an 
amendment to the substitute, 

(2) ~pJe a~~n~ments, Simple amendments are usually prepared when minor 
changes are desired in the measure, but do not constitute a complete redraft­
ing of the measure, 

(3) li~J§-~· Joint rules can be properly amended by joint resolution 
(Jt. Rule 15) or a house rule amended by simple resolution (Art. IV, sec, 8). 
Amendments to rules are accomplished in the se.me manr,er as amendments to sections 
of the statutes, namely by striking through materl.al to be deleted and scoring 
nelr material. (Rules can also be repealed and rec1·eated, or new ones created •. ) 

The prior rules of each house, and the joint rules governing both houses, 
with desired changes, are adopted at the beginning of the session, but may 
also be amended at any time during the sessj_on, 
NOTE: See sec, 16, Drafting Manual, for constitutional amendments, 

8,02 Preparation of amen~en~~· Considerable latitude in the form of 
amendments must be permitted since there are innumerable situations constantly 
arising which necessitate variations in the form of am.endments, Instructions 
for drafting an amendment should include the following information: 

(1) Whs>t is being_ al_!l,2!}$],~£. Amendments may b ch·a~m to bills, joint resol­
utions, resolutions, substitute amendments or c"n<enl~mei1ts, in either printed or 
typewri..tten form. (Use typeuritten form ?.s basis for preparing the amendment 
if the bill has not, as yet, been printed. j 

(2) To_l?~.J-J:l.j;~od~9§9-_in wJHch h~s-~. It is always necessary to identify 
the amendment as a.n "A" (assemblyTQr "S" (senate) amendment. (Prepare on 
form D-306.) 

(a) If the instructions do not indicate the house in which the amendment 
is to be introduced, attempt to ascertain t;te location of the bill by last 
action in "Bulletin of Proceedings" or pro:r;er legislative "Journal". 

(b) A substitute amendntent passed in the house of origin becomes the en­
grossed bill and is the only proposal before the second house, while a substitute 
amendment passed in the second house is separate from the bill. Thus a..YJ a:rlend­
ment in the second house to a substitute passed by the house of origin is an 
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8, 02 (2) (b) (cont'd) 

amendment to the bill and an amendment in either hou.se to a substitute amendment 
pD.ssed in the seco;1d house is an amendment to the substitute amendment to the 
bill. 

(J) ;rreaj;_!!1!'!!lt i.!l:'-'?lve.£. An a1nendment may require str:hking through material 
now in the statutes; ,stri.hrw.~.i material inserted by the bill, resolution 
or previous amendments; restoring previously stricken material; or inserting 
new material, 

vJhen a bill is passed any amendments thereto that were adopted in the house 
of origin are incorporated into the engrossed bill, and a typewritten copy of 
the engrossed bill is inserted in the jacket when it is messaged to the chief 
clerk of the second house, The members, however, have only the printed copies 
of the original bill before them and the printed amendments thereto, consid:o:·ed 
in the house of origin, 

Normally amendments in the second house refer only to the bill but where 
an amendment in the second house amends that portion of the bill which was amend­
ed in the house of origin, it is advisable to alert the legislators to the fact 
that it is the amended portion that is being amended, In such instances the 
introductory statement should state the fact that the amendment is to the "print­
ed bill, as amended" in the house of origin, 
NOTE: See 8,05 (2), Drafting Manual. 

(4) Physical location of a~endment~. The changes must be clearly identi­
fied in terms of the title (if involved), page number, line and location in the 
line of the measure being amended, and identified in numbered paragraphs (unless 
a single treatment is involved) in the sa~e sequence as it appears in the pro­
posal being amended. 

(a) If the title is involved, that is, if you are adding or deleting a 
section, subsection or paragraph, identified in the title (or other material con~ 
tained in the title), the first paragraph of the amendment should make the change 
in the title, and might read: 

"1. In line J of the title, before 'of' insert: 1 ; and to create 97,025 
(7) I, II 

(b) The next step is to insert the new section heading (or the change in 
the proper section heading of the measure). The second paragraph might read: 

"2, On page 4, after line 26, insert: 

'SECTION J, 97,025 (7) of the statutes is created to read: 
97.025 (7) ···'·" 

(c) Since the insertion of the above section (by the amendment) could in­
volve renumbering subsequent sections of the bill, the third paragraph might read: 

"J. On pages 4 and 5, respectively, renumber 'SECTIONS ), 4 and 5' to be 
'SECTIONS 4, 5 and 6 1 ," 

(d) In printed bills, substitute amendments and resolutions, each line 
of each page is numbered consecutively, beginning with line 1. If it is neces­
sary to use the typewritten copy to prepare an amendment, follow the same pro-
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8.02 (!>) (d) (cont 1d) 

cedure to identify the proper page a1d line, 

Hist. note: Ch, 726, 1951, amended s. 35.08 (1); prior to this amendment each 
"SECTION" rather than "page" of the bill was numbered consecutively, beginning 
with line 1. 

(5) Inserting new material. When preparing an amendment to a proposal that 
amends the statutes, all new material is underscored and will be shown as itali­
cized material in the printed bills or amendments. If the material is to be insert­
ed or added to a section, or part thereof, that is being created, or repealed and 
recreated, in the original proposal no underscoring is shown. 

(6) Both numbers inclusive, The library has followed the same principle in 
preparing amendments as in making statutory references, namely "lines 2 to 16" 
includes both numbers. Do not say "lines 2 to 16, both inclusive". However, if 
you wish to save a word (or period) say "up to the word 1census 1 " or "up to the 
period". 

Hist. note: The library has followed this procedure at least since the 1945 session, 
NOTE: See 990.001 (5), Stats. 

8.03 To be germane. 
resolution must relate to 
as the original measure. 

Substitute amendments or araendments to any bill or 
the same subject and accomplish the same general purpose 

(1) An entirely new bill may be substituted by arnendment as long as it is 
germane to, and not inconsistent with, the main purpose of the original bill. 

(2) No independent new question can be introduced under cover of an amend­
ment, (Hason 1 s p. 22. ) 

(3) Determination of germaneness is the exclusive decision of the presiding 
officer. 

(4) Amendments to a rev~s~on bill are germane, but amendments to a revisor's 
correction bill are germane only if they n1ake corrections and do not add new sub­
stantive material. (Senate rule 50 (10)). 

8.04 ~EJendmenj:,s in the th5.rd de~. An amendment to an amendment to an amend­
ment in the sarne house is not permitted, An amendment of one house to an amendment 
in the other house is only an amendment in the first degree. 
NOTE: Sen. Precedent 57.18 (1953 manual) and 11ason 1s p. 227; Senate manual 1939, 
p. 185. 

Senate Precedent 57.14 (1953 manual) held that a substitute arnendment to a 
bill is a bill complete in itself, and therefore an arnendment to an arnendment to 
a substitute amendment in the same house is only in the second degree, 
NOTE: See s. 283, Assembly Hanual (1951). 
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8.041 £iyJsj.on of_.CJlli;!~.!-.!2!1.!!.• This is a parliamentary procedure whereby 
·the several parts of a proposition are voted on separately, and because of its 
complexity is generally frowned on if the same result can be obtained by amend­
ment. The technique should be understood in order that we may properly draft 
amendments affected thereby. 

At least theoretically a division in the first house would create no draft­
ing problems nor would a division in the second house. If, however, there was a 
division in the second house on an amendment to an amendment, and part was adopted 
and part rejected, we might be concerned, When the bill is returned to the house 
of origin, which we will say is the assembly, the senate may have concurred in the 
bill as amended by section 1, of Arndt, l,S,, to Arndt. 1, S,, (the part adopted on 
a division) and Arndt. 1, S, If the house of origin desired to further amend the 
proposal, they could introduce Arndt. 1, A., to Arndt, 1, s., to Arndt. 1, S., as 
adopted in a division. It would be important in drafting such an amendment to 
indicate clearly what is being amended. 
NOTE: See senate rule 70, assembly rule 84. 
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8,05 .~.::!rlPl.~s o!: various types of amendments. 

Title of amendment 

(1) ~-nded j_n house of origin. 

(a) A simple amendment. 

(b) An amendment to an 
amendment, both in house of 
origin, 

(c) An amendment to an 
amendment adopted in 2nd 
house, 

(d)An amendment in 1st house 
to amend a portion of bill 
inserted by previous pro~ 
posed amendment. 

(e) An amendment to amend an 
amendment in same house which 
amends an adopted amendment 
in 2nd house. 

(2) funendments in 2nd house, 

(a) An amendment to a bill 
which passed 1st house with­
out amendment. 

(b) An amendment to an amend­
ment, both in 2nd house, 

(c) An amendment in 2nd 
house when amendment does 
not deal with portion of 
bill amended in 1st house, 

(d) An amendment which af­
fects the portion of the bill 
amended in the 1st house. 

(e) An amendment in 2nd 
house to an amendment in 1st 
house to an amendment in 2nd 
house, 

(f) An amendment to amend an 
amendment adopted but with 
division of question in 2nd 
house, 

Amendment No.1, 3., to 
Bill No, 514, S. (1953) 

Amendment No. 1, A,, to 
amendment No. 2, A. , to 
Bill No. 463, A.(l949) 

Amendment No. 1, S., to 
amendment No. 1, A •.• to 
Bill No. 10, S, (1949) 

Amendment No. 1, s., to 
amendment No. 3, s., to 
Bill No, 16, S, (1953) 

Amendment No. 1, s., to 
amendment No, 1, S., to 
amendment No.6, A., to 
Bill No, 200, S. (1949) 

Amendment No, 1, A., to 
Bill No. 507, S. (1953) 

Amendment No. 1, S., to 
amendment No, 1, S., to 
Bill No, 758, A, (1949) 

Amendment No. 1, A., to 
Bill No, 689, S, (1953) 

Amendment No. 3, s., to 
Bill No. 463, A, (1949) 

Amendment No. 1, S., to 
amendment No, l, A., to 
amendment No.1, S •• to 
Bill No. 763, A, (1949) 

Amendment No. 1, A., to 
amendment No. 1, S. , to 
amendment No. 1, S., to 
Bill No, _, A, 

Introductory clause 

Amend the bill, as printed, 
as follows: 

Amend the amendment, as 
printed, as follows: 

Amend the.amendment, 
as printed, as fol1oviS: 

Amend amendment No.3, S., 
as printed, as follows: 

Amend the printed amend­
ment, as follows: 

Amend the bill, as printed, 
as follows: 

Amend the typewritten amend­
ment No. 1, S., by striking 
out ••• 

Amend the bill, as printed, 
as follows: 

Arlend the bill, as printed, 
as amended by amendment No, 
2, A, , as follows: 

Amend the typewritten amend­
ment No, 1, A., as follows: 

Amend the amendment No. l,S., 
to amendment No.1, S., by 
inserting after ••• 
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8.05 (cont'd) 

TZP.£. Ji tle of am8p_9r:le'lt 
(3) [Jubstitut_? amendments in 1st house, 

(a) An amendment to the 
substitute amendment, still 
in 1st house, 

(b) An amendment to amend 
the amended portion of the 
pending substitute amendment 
(all in house of origin.) 

(c) An amendment in 2nd 
house to a substitute amend­
ment adopted in 1st house. 

(d) An amendment in 2nd 
house to araend the amended 
portion of substitute amend­
ment adopted and amended 
in house of origin, 

(e) An amendment in 2nd 
house to further amend the 
substitute amendment adopt­
ed in 1st house. 

Amendment No, 1, S., to 
substitute amendment No. 
2, S,, to Bill No. lO,S, 
(1949) 

Amendment No. 1, S., to 
amendment No.1, S., to 
substitute amendment No. 
1, S,, to Bill No, 22, S. 
(1949) 

Amendment No.1, A., to 
Bill No. 14, S, (1949) 

Amendment No, 1, S, , to 
Bill No, 460, A. (1949) 

Amendment No, 2, A., to 
Bill No. 275, S. (1953) 

(4) Substitute amendments in 2n~~· 

(a) An amendment in 1st house 
to a substitute amend:nent 
adopted in 2nd house, 

(b) An amendment in 2nd 
house to an amendment in 
1st house amending the sub­
stitute amendment adopted 
in 2nd house, 

'Amendrnent No, 1, A., to 
substitute amendment No, 
1, S,, to Bill No. 380, 
A. (1949) 

Amendraent No, 1, S., to 
amendment No, 4, A., to 
substitute amendment No, 
1, S., to Bill No. )80, 
A~ (1949) 

Introductory clause 

Amend the substitute amend·· 
ment No. 2, S., as printed, 
as follows: 

Amend the amendrnent, as 
typewritten, as follmvs: 

Amend the bill, as sho~m 
by the printed substitute 
amendment, as follows: 

Amend the bill, as shown 
by the printed substitute 
amendment, as araended by 
amendment No, 1, A. , as 
follows: 

Amend the bill, as shown 
by the printed substitute 
amendment, on page 17,line 
15, by striking out 11,.," 

inserted by line 3 of 
amendment No, 4, S. 

Amend the substitute amend­
ment No. 1, S., as printed, 
as follows: 

Amend the amendment No, 
4, A., as printed, as 
follows: 

or 
Amend the typewritten 
runendment No, 4, A, as 
follows: 
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8,06 Amending and ren>xmbering sections. It is unnecessary to state, in the 
title of a b"ni;-~.,iia·Ca(;~tains-ection orpart thereof is renumbered to be. 
Simply say "to renumber 32.04" or "to renumber and amend 32.04", 

Hist. note: In a further effort to shorten titles, began this procedure 
1951 session; approved by the revisor. 

in the 

(1) Example of a bill to renumber and amend a subsection and in the process 
,££lit it up into separate units: 

"To renumber and amend 157.ll (2), (3) and (4) of the statutes, relating to •. 

The people of the state of Hisconsin, represented in senate and assembly, do 
enact as follows: 

157.11 (2),(3) and (4) of the statutes are renumbered 157,11 (1) (a), (b), 
(c) and (2) and amended to read: 

157 .ll (1) (a) The board may-.make-PegYla:l;:l.eRS shall regulate ... aRa .!. 

(b) The trustees of a cemetery association m~ shall ••• 
(c) Persons owning a lot ••• ~nd shall give righ~ burial. 
(2) A municipality may lease ••• " 

(2) Example of a bill to amend a paragraph by splitting it up into several 
subdivisions. (Score new subdivision numbers) 

"To amend 71.02 (J) (c) of the statutes, relating to ... 
The people of the state of 1 .. /isconsin, represented in senate and assembly, 

do enact as follows: 

71,02 (3) (c) of the statutes is amended to read: 

71.02 (3) (c) 1... For the purposes of taxation ,,, 
ZL Income derived from rentals and royalties •.• 
]. In9ome derived from personal services, professions 
4. All other income, including royalties ••• " 

(3) Rather than adding to particularly long and redundant sentences or para­
graphs, if time permits, consider the possibility of reo-1riting the paragraph so as 
to shorten it and clarify the meaning, Short, concise statements are much more 
readily understood, and short paragraphs facilitate future amendments. 
NOTE: See 4,07, Drafting Manual. 
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9, REFERENCES TO STATU'l'ORY PROVISIOHS. 

9.01 In the text of a bill, Whenever reference is made in the text of a 
bill to other statutory provisions, the reference should read as follows: 

(1) To o~her sections, or parts thereof: 
" ••• s. 85.02" (or ss. 85.02 (3) and 85.13 (8)) 
" ... sub. (1) or (6)" (or subs, (5) and (6)) 

(a) Where the reference is to another section it is better to refer to the 
section as a whole rather than a particular portion of the section, so that later 
amendments to the section will not throw the reference out of line, It is nec­
essary though to refer to a specific subsection or paragraph if that is the pertin· 
ent requirement. 

(b) The office of the revisor of statutes maintains a complete cross refer­
ence file of statute sections (subsections, etc.) and draftsmen should check with 
the revisor's office, especially when repealing or renumbering sections of the 
statutes that may have references to provisions in other sections, 

(c) When amending a section and reference is made to other sections dealing 
with the same subject, draftsmen should' always check the sections referred to, 
not only to be sure the sections referred to are still in effect and deal with 
the same subject but to ascertain whether the sections referred to should also 
be amended. 
NOTE: Also see 9.04, Drafting Manual. 

(2) In the same section. \fuen working in a particular section and reference 
is made to another subsection, or part thereof, it is not necessary to say "of 
this section" or 11 of this subsection" if referring to another part of the same 
subsection. EXAMPLES: 

65.10 (1) "This subsection" is correct when working in same subsection. 

(2) "sub, (1)" is correct reference to sub. (1) of same section. 

(3) (a) "this paragraph" is correct when working in same paragraph. 

(b) "par. (a)" is correct reference to par. (a) of same subsection, 

(c) 1. "this subdivision" is correct >•rhen wor·king in same subdivision. 

2. "subd. 1" is correct reference to subd, l of same paragraph. 

(4) "sub. (3) (a)" is correct when working in same section and referring 
to a paragraph of another subsection, 

(5) Preceding section. Never make reference to a preceding section, or 
part thereof. Be specific. If you mean "sub, (5)" or "par, (b)" say so, as 
future amendments may confuse the reference. 

(6) !,Iereinafter stated, The words "herein", "hereinafter","heretofore", etc,, 
are ambiguous and mean "in this chapter" or "in this section". 

(7) This act. Statutory references to "this act" should not be used unless 
the text of the material is not to be incorporated into the statutes. "As provided 
in this act" is also superflUoUs. 
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9.02 R~£.~n~_to_ federal law~. ·,~hen citing a federal law, that is U, S. 
Code or statutes at large, and the exact citation is kno;rn or available, the ref-· 
erence should read: 

"P. L. 550; 66 Stat, 663" (correct citation for "Public Law 550, ch, 875, 
2nd session, 82nd congress"), 

or 
"64 Stat. 514; 42 USC 418" (correct citation for "section 218 of Title II 

of the Social Security Act"). 

Give volume number of statutes, page number, title U, S. Code and then the 
s.ection number, This information of course will not be available 1-1hen you are 
citing a comparatively new law, 
NOTE: See 26. 03 ( 6) , Drafting Manual. 

9,03 Reference includes both numbers. If the text of the statutes refers, 
by number, to a group of sections, subsections or paragraphs of the statutes, the 
reference includes both the first and last nlli~ber mentioned, 
Example: 11 •• , except thore specified in s, 81.01 (3) (a) to (e) • 11 

NOTE: See 990.001 (5), Stats., and 8.02 (6), Drafting Manual. 

9.04 Specific or general references to other statuto1:y prov1s1ons. The 
normal procedure of incorporating one statute into another statute by reference 
should be carefully weighed in drafting any ne>T legislation. 

(1) Eliminate references which do not satisfy a genuine need. 

(2) If the essence of the reference can be set forth in a few words, it 
is probably better to spell it out than to incorporate terms by reference, 

(3) If, however, after careful consideration, it appears necessary and 
desirable to incorporate another statute by reference, keep in mind that the 
Wisconsin court appears to follow the concept that references to substantive 
n1atters relate to the section as it existed when the reference is made and refer­
ences to procedures, such as notice, hearing, etc., follow the current form of 
the section to which reference is made. This rule may help to guide the drafts­
man in determining whether or not to use a reference, 
NOTE: See His, Law Review, Vol. 1950, No. 4, pp, 726 - '134, Legislation -- by 
reference -- effect of ruaending the adopted statute, 
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10. PF,IOI). ACTION I!!...flf!HJ<.!J::f!:.QISl;,~TURE. If a new proposal is to amend, in some man­
ner, a section of the statutes, that has been affected by a prior act of the same 
legislature, that action should be explained in the bill. 

EXAMPL..§§: 

(1} If you propose to amend a section that has been renumbered· and nmended 
gy a previous act and the chapter number is known: -

"To amend 40.22 of the statutes, as renumbered and amended by chapter 90, 
laws of 1953 ... " (in title) (use current year) · 

"40,22 of the statutes, as renumbered and amended by chapter 90, laws of 
1953, is amended to read: " (section heading) 

(2) If you propose to amend part of a subsection that was repealed and re­
created by a previous act, and chapter number is known: 

"To amend 40,23 (1) (a) and (c) of the stat1.1tes, as repealed and recreated 
by chapter 20, laws of 1953 ... " (title) (use c1.1rrent year) 

"40,23 (1) (a) al!ld (c) of the statutes, as repealed and recreated by chapter 
20, laws of 1953, are amended to read:" (section heading) 

(3) If you propose to renumber a section that was ~~enJi_JL~~3~ 
by previous acts and one chapter number is unknown, but only a portion of the 
section is to be amended: 

"To renumber 40.303 of the statutes, as created by chapter 101, laws of 
1953, and as amended by chapter , laws of 1953 (Bill No. 490, s.); and to 
amend 40.52 (2) (a) and (c), as renumbered, ... " (title) (use current year) 

1140.30:3 of the statutes, as created by chapter 101, laws of 1953, and as 
amended by chapter , laws of 1953 (Bill No. IJ-90, S,), is renumbered 40.52 and 
40.52 (2) (a) and (c), as renumbered, are ammded to read:" (section heading) 

(4) If you propose to renumber and amend, amend, or repeal and recreate a 
number of sections and subsections that were ~~nd~J-E~~~d in a variety of 
~s by one or more prior acts: 

"To renumber and amend 29,15, 29.22 (J), 29.23 (1) and (2); to amend 29.22 
(1), 29.23 (3) and 29,)0; to repeal and recreate 29.21+, 29,25 a.l'J.d 29,27 of the 
statutes, all as renumbered and anended, amcncl.sd, or created by chapters 90 and 
142, laws of 1953 ... " (title) (use current yea.r) 

"29.15 of the statutes, as created by chapter 90, laus of 1953, is renumbered 
and amended to read:" (the section headings will clarify the specific action in 
each case) 

(5) It you propose to treat various sections and subsections of the statutes, 
some of which were amended or had some prior action in the session, while others 
remain unchanged by prior action: 

"To amend 45,35 (1), as amended by chapter 532, la1•s of 1957, 45.:36 (5), as 
repealed and recreated by chapter :352, laws of 19.')7, 45,.)62, 45.363 and 45.37 (9), 
as renumbered by chapter 303 1 and amended Qy chapter 493, laws of 19571 and to 



(5) (oont 1d) 

create 45.J96 of the sta·~utes •• , 11 (in title) (use current year) 

1145,.35 (1) of the statutes, as amended by chapter 5)2, laws of 1957, is 
amended to read: 

45.)5 (1) o • o II 

1145.)6 (5) of the statutes, as repealed and recreated by chapter 352, laws 
of 1957, is amended to read: 

45,)6 (5) oo • II 

"45.)62 and 45.)63 of the statutes are amended to read: 
45.)62 ... 
45.)6) ••• 11 

11 45.)7 (9) of the statutes, as renumbered by chapter 303, and amended by 
chapter 4981 laws of 19571 is amended to read: 

45.)7 (9) ... 11 

1145.)96 of the statutes is created to read: 
45,)96 ... 11 (section headings) 
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11. MIENDII<G SESSION LA1~S AND UNPRINTED STATUTES, 
---·---~ --··---~-·- --
11.01 f:ession laws. In dealing with session laws, use the ordinary verbs 

to indicate t:t;eact:ion,"-i. e., "to repeal", "to amend", "to create", etc., 
and refer to the law by the act of original creation, together with the J:.a~ act 
which affected it. 
EIDJPLE: "To amend chapter 295, laws of 1941, section 1, as last amended by 
chapter 553, laws of 1943, relating to ••• " 

Hist, note: Adppted this policy in 1951, since latest act which affected the 
section being dealt with is the only one actually involved. 

The phrase "as last amended" indicates the last action even though it was 
a repeal and recreate, or a partial repeal, Amend is used in the sense of 
"affected by", 
N01'E: See 4,10, Drafting Manual, 

(l) Legislative histories. Histories of active (or amended) session laws, 
from which the laws of original creation and last amendments may be obtained, can 
be found in the 1950 Wisconsin annotations and subsequent session laws; also see 
West's Wisconsin statutes annotated and special court laws through the 1958 spec­
ial session. 

(2) Court laws. In the 1951 session more th~n 70 court laws were reenacted 
"to read as printed in the special court enactments of 1950 Wisconsin annotations" 
and thereby given 1951 act numbers, In deab,ng with other statutory or special 
court laws, check the latest annotations and subsequent session laws for latest 
amendment, 
NOTE: See chs. 125 to 197 and ch. 549, laws of 1951, for examples of amending such 
court laws and annotations. 

(3) !cj.£Hi.Q!l.l!l~:PJ?.r~iatJ.£.11~· When drafting a proposal to increase or de­
crease an already f?.listJp£ appropriation, simply indicate the amount by which the 
applicable appropriation is to be increased (or decreased), the purpose of the 
change and when available. It is preferable to include the phrase "as affected 
by the laws of 19_" to indicate that this increase (or decrease) is in addition 
to any other measures that have been or may be enacted. 
EJW1PLE: Ch. 640 (1955), 

Hist, note: Jt, Res, 74, s. (1955) created par. 14 of Jt. Rule 7, which author­
izes the new procedure in deG>.li.ng witil propos~o~.!.s to increase (or decrease) exist­
ing appropriations. Prior to ':he adoption of this reso::t:tion ue followed the reg­
ular amending procedure of str:'.king the old figure and scoring the new in both 
the schedule and the text of chapter 20. 

(4) s"ession laws and statutes in sa:ne bill. \fuen amending both session 
laws and statutes in the "san!e b::J.I, tne"Gec~~ioiis· of the statutes should be treated 
in proper sequence in the bill before a:nend:.ug the sessi..'Jn :Law. 
NOTE: Also see sec. 20, Drafting Manual, and 990,03 (J), Stats,, for repeal of 
a session law. 
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11.02 l!nprint~<t_stat .. l!,!-.'1!:!.• Hany withdrawn (unprinted) statutes are still a 
p~.rt of the Hisconsin statutes, During the period 1917 to 1923 when the whole­
number.system of the statutes of-1898 was being converted to the present decimal 
system, the revisors in the numbering process "withdrew" some sections from the 
statutes, mostly pertaining to the city of Milwaukee. Nany of these sections re·· 
tain their old whole number, 

(1) Whole-numbered sections. vihen amending these sections the title should 
read similar to the following: 

"To amend 959-46d (intra, par.) of the statutes, relating to 
section heading: 

II . . . ' and the 

"959-46d (intro. par.) of the statutes of 1919 (withdralm from the statutes 
by chapter 242 1 laws of 1921, section 312) is amended to read:" 

It is not necessary to refer to the law of creation any more than it is nec­
essary to refer to the law of creation for decimal-numbered sections of the statute~ 
when amending these sections, If the section has been amended, since withdrawal, 
give the session law which last runended it, 
NOTE: See latest annotations and subsequent session laws for the summary of actions 
affecting these sections. 

(2) Decimal-numbered sections, When amending decimal-numbered sections of 
the statutes, previously withdrawn (for example, s, J28.4J, last printed in the 
statutes of 1925), simply proceed as though you were amending a section that is 
currently published in the statutes, inserting the phrase "as last printed in the 
statutes of 1925". 

If you propose to repeal a chapter of the stat,ltes that contains a section 
that is not printed in the current statutes but still a law, it is probably best 
to include an explanatory phrase, such as "to repeal chapter JO of the statutes, 
including s, )0,09, as last printed in the statutes of 1917," so as to avoid any 
possible argument as to legislative intent, 
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12.01 ~en to i~orporate into statutes, It is the revisor's intention 
to incorporate all laws in the statutes even though they are of a tempora!"J nature, 
except the following types of proposals: 

(1) Bills to increase or decrease the amount of an already existing appro­
priation. Example: Ch. 6)) (1955) 
NOTE: See ll. Ol (J), Drafting Nanual. 

(2) Conveyance of land or other rights to or from the state or its sub­
divisions. Example: Bill No. 141, S, (1951) 

()) Bills creating or amending acts relating to statutory or special courts. 
Example: Bill No, 107, A, (1951) 

(4) Amendments to existing session laws. Example: Bill No. 1871 A. (1951) 

Hist. note: Prior to the 1953 session broad discrimination was possible in deter­
mining whether or not a temporary measure should be given a statutory number. 

12.02 Private and local laws. The constitution expressly provides that no 
private or local measure ~rhich may be passed by the legislature shall embrace 
more than one subject, and that shall be expressed in the title, The act is con­
sidered unconstitutional if this requirement is not followed. 
NOTE: Sec, 18, Art, IV, Const.; also see Ste.te ex rel Schneider vs. Nidland 
I & F Corp., 219 Wis, 161. · -----· 

Before amending any private or local law check to be sure you have the latest 
amendment or have reference worker check for you, When amending such sections 
the reference should be to the last statute in which the section was published. 
NOTE: See 11,01, Drafting Nanual, 

(l) Some special ancJ....P.ri:ya.t~Jaws_p_!:_q_l).ib~, The legislature is prohibited 
from enacting certain special or private laws, 
NOTE: Sec. Jl, Art. IV, Const, 

(2) General laws on ~~~I~l?.§~~q,~9~~· The legislature may provide gen­
eral laws for the transaction o;: any busiaess that is prohibited by section )1, 
Art. IV, and such laws shall be uniform in their ope1•a.tion throughout the state. 
NOTE: Sec, )2, Art. IV1 Const. 



13, .QLASSIFI~TI_Q);_ OF_fiTI)2§_,~Jm HOME RUl-E, Wisconsin unlike many states does 
not legislate for in&ividual dties. The following principles lay out the limits 
within 1'1hich legislation to cities is confined. 

Up until 1892, the government of particular cities and villages was pro­
vided for by special charters issued by the legislature, but in that year the 
state constitution was amended to prohibit the issuance of new charters or the 
amendment of existing laws, The amendment was designed to forestall the enact .• 
ment of special legislation for a select city. This prohibition resulted in the 
development of classification of cities to enable certain legislation to affect 
only cities of a certain population, It is a fundamental requirement that legis­
lation based on classification bear some logical relationship to the purpose 
sought to be attained, 

The home rule amendment to the constitution (Art. XI, sec. )) was adopted 
in 1924 in order to give cities and villages exclusive control over purely local 
matters. The scope of home rule is not clear-out because many problems which 
appear primarily local on the surface may have state-wide ramifications and thus 
not be subject to home rule. For example, the salaries of city policemen was 
held by the Supreme Court to be a matter of state, not local concern. Where the 
matter is one of state-wide concern as contrasted with a local problem, legis­
lation by the state excludes local action, 

The court has held, moreover, that the state may continue to legislate for 
cities (or villages) even in the field of local affairs, and by classes since 
cities (or villages) shall not be compelled to exercise their home rule power; 
but in such cases, the city (or village) could, under its home rule power, elect 
not to be governed by any state law in the field of local affairs or by an enact­
ment of state-wide concern that does not affect e·1ery city (or village) with 
uniformity. 
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14. £!JY ~ND .COUN!Y. 1_EGJ_3LA!1Q~. 

14.01 Uniform terminolo_g.l[. In an attempt to keep the terminology more 
uniform, 1<hen drafting city and county legislation, the following references to 
cities and counties are preferred: 

In all cities the council shall provide ••• (applies to all 4 classes of 
cities). -

In cities of the first class, the council • .. (Nil waukee only). 

In all cities, except cities of the first class ,,, (all cities except 
Milwaukee), 

In all counties the board shall ••• (applies to all 71 counties). 

( 

Where reference is singular, the above forms may be modified: In ru<Y city, 
(any city of the first class), (any county having a population of less than 
500,000), etc. 

14.02 Population. "Population" when used in connection with a classification 
of municipal corporations for the exercise of their corporate powers or for the 
convenience of legislation, means the population according to the last census, 
NOTE: See 990.001 (29), Stats. 

14,03 Failure of enumeration. 
the enumeration may not be compJ.et'e 
clause, as for example: 

\fuere specific enumeration is desired but 
or conclusive, add a failure of enumeration 

" .. , any county 1 city 1 village, and without restriction because of failure 
of enumeration, any other political subdiviSio~~· 
NOTE: See 4.18, Drafting f1anual. 

14,04 Subje~xpress~ in !Jt.le,, .Vhen dra:t'ting measures intended only 
for cities of the first class, or counties having a specific population, or other 
such restrictions, include such restriction in the title of the bill. 
Examples: Chs, 128, 291 and 343 (1955) 
NOTE: See sec, 18, Art. IV, Canst. (H.is, annotations);and 4.01 and sec. 12, 
Drafting Hanual, 
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1_5. l)llp.FTI~SJ PROPQ§!b'l__l~_0TABl,ISHING COflfliTTEE~, There are many angles to be col!­
sidered when draftlrg proposals establishing committees, The following suggeshons 
are proposed to a.ssist the draftsman and to attempt to eliminate omissions or 
problems brought to light when the committees go into operation, 

1_5,01 Type of comm,.ill~ (or name) 

(1) Standing committees are~lected at the commencement of the session and 
serve only-for the duration of the session. 
NOTE: Jt. Committee on Finance is an example of a statutory standing committee; 
see 13.0.5, Stats, 

(2) An interim committee usually operates between sessionsand their field 
of activity is definitely outlined, It should be made clear that the co~mittee 
report to the next legislature, at the beginning of the session (and then expire) 
or be re-established at the close of the legislative session to which they report. 
NOTE: See Jt. Res,No, 14, S, (1947). 

(3) Select or special conl!llittees are raised for a particular purpose, by 
motion or resolution, and are expected to complete their work before the end of 
the current session, in a few days or by a certain date, If they do not complete 
their work they can be made into an interim committee to report to the next leg­
islature, 
NOTE: See Jt. Res, No, 43, S, (194_5), 

(4) A continuing conl!llitte~ operates until abolished by law and should report 
early in each session so as to allow for legislaUon based on report or recommend­
ations. A committee to visit state institutions (ch, _52_5, 1947) and Jt, Survey 
Committee on Retirement Systems (ch. 376, 19lf7) are examples of such committees. 

(.5) An advisory committee is a group of technical experts or laymen, who are 
to counsel and advise a specific department on problems in that particular field 
but have no a~inistrative functions. 
NOTE: See ch, 611 (1947), 

(6) A co-ordinatjng committee is a group consisting of representatives from 
several agencies doing related work, the purpose of which is to co-ordinate the 
activities of several line departments. Many of these are nonstatutory. 
NOTE: See ch, 619 (19.5_5), 

1_5,02 Composition of corowitt~. This should be clearly identified in the 
text of the proposal, 

(1) A legislative committ~~ is composed of members of one house of the 
legislature. 

(2) A joint legislative conJ!!.litte~ is composed of members of both houses, 
usually more assemblymen than senators in this state, rather than the usual equal 
representation. 

(3) A citizen's committee is made up of la0~en. 

(4) A joint committee is made up of both legislators and laymen, 

(_5) An ex officio committee is made up of officials appointed because of 
their position. 
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lS,03 Selection of members, The more prevalent procedure is to state that 
legislative members shall b~-wi'ected as are members of standing committeesf:in eaC..Il 
house. If this is not intended the proposal should specifically outline the pro­
cedure for the selection of members, including chairman (vice chairman) and 
secretary. 

house 
ed by 
NOTE: 

(1) Membership may be comprised of: 
(a) Ex officio members, 
(b) Governor's appointments with or without senate confirmation. 
(c) Members designated by department heads. 
(d) Members of the legislature, 
(e) Members appointed by the Legislative Council, 

(2) House rules to govern. The method of appointment of members in eacn 
shall be governed by the rules thereof, Usually the first senator appoint­
the president of the senate, to serve on a special committee, is chairman. 
See select or special committees: Senate Rule 21, Assembly Rule 24. 

1.5.04 Purpose of committ~. 

(1) If an investigating con~ittee, be sure to include the authority pro­
vided inch, 13, Stats,, to subpoena witnesses and acquire evidence. If an interim 
committee, the power to subpoena should be spelled out, 

(2) If a committee to study a given problem and report, be specific as to 
when, how and to whom they are to report. For instance "the committee shall report 
its findings, in writing, to the 1959 legislature, at the opening of its session." 
Examples: Ch. 477 (19.5.5) and oh. 627 (19.57). 

(3) If a committee to revise and codify the laws, include the authority to 
subpoena witnesses; how, ~he~ and to whom they are to report; provide for a meet­
ing place, etc. 

(4) If an advisory committee, outline specific functions, number of members, 
how appointed and for how long, and include an appropriation for expenditures. 

1.5.0.5 Committee expenditur~~.· "No money shall be paid out of the treasury 
except in pursuance of an appropriation by law." Therefore moneys cannot be ap­
propriated by Jt. Resolution but must be in the form of a bill. 
NOTE: Sec. 2, Art. VIII, Const. 

Members of the legislature serving on committees can be reimbursed for actual 
and necessary expenses, Such a provision can be included in Jt. Resolution creat­
ing committee, 
NOTE: See 20,530 (1), Stats., 

(1) If appropriating a sum of money, make provision for the following con­
tingencies: 
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15.05 (l) (cont 1d) 

(a) \fuen and how much money is to be appropriated; 
(b) Clerical or technical staff to be employed; 
(c) Supplies or equipment to be purchased; 
(d) Quarters, if any, to be supplied; 
(e) Actual expenses members are to be compensated for; 
(f) Approval of vouchers. (Usually only one approval is required, either 

the signature of the chairman or secretary.) 

15.06 Relationship to legislative council, 
was created to co-ordinate the activities of all 
practice should be continued, 

The joint legislative council 
interim study groups, and this 

(1) It can be recommended that the appropriate committee of the council study· 
the problem, This eliminates setting up the committee or providing for financing 
it; or 

(2) It is possible to create a committee under the general guidance of the 
council, allowing for committee personnel but the administration of its affairs 
to be handled by the council; or 

(3) It is possible to create a conm1ittee wholly independent of the council, 
with a separat~ appropriation but providing that the council handle its adminis­
tration. 

(4) The joint legislative council is not deemed a legislative committee for 
purpose of referring bills or resolutions for recommendations, 
NOTE: See Senate Rule 41, 

(5) If requesting the council to investigate or study, include when, how 
and to v1hom they are to report their findings or recommendations, 
Examples: Bill 169, S,; Jt, Res. 101, S. (1957) 

15.07 Assistance from adminiiltrative agencies, If it is deemed necessary 
for the committee to require assistance.from.administrative departments or agencies, 
a statement authorizing or directing such departments to co-operate should be in­
cluded in the measure. For example: 

"The committee (or council, or any committee appointed by it) may call upon 
any state department, agency or officer for such facilities and data as may be 
available, and such departments and agencies shall co .. operate with the committee 
(or council) to the fullest possible extent." 
NOTE: See 13.35 (7), Stats. 
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16.01 First consideration. Amendments to the constitution may be proposed in 
either house-by-Jt-:-Resolution.and "every joint resolution proposing an amendment 
to the constitution introduced for the purpose of a first approval shall contain 
a paragraph referring such proposed amendment to the legislature to be chosen at 
the next general election; and every joint resolution proposing a second approval, 
shall, in the closing paragraph, provide for submission of the amendment to the 
people in accordance with section 1 of article XII of the constitution," 
NOTE: Jt, Rule 16, 

Hist, note: Created by Jt, Res, 43, A., 1925, and began this practice in 1927 
session, Previously amendments to the constitution were presented by bill rathe~ 
than by joint resolution, 

16.02 Second consideration, vlhen preparing the joint resolution for second 
consideration of an amendment to the constitution, provision should be made, in 
the closing paragraph, for submission of the amendment to the vote of the people 
at such time as the legislature prescribes. The concluding resolving clauses, 
therefore, should read similar to the following: 

"Be it further 
Resolved, That the foregoing proposed amendment be submitted to a vote of 

the people at the election to be held on the first Tuesday in April 19 ___ , and 
if a majority of the people voting thereon approve this ruaendment, it shall be­
come a part of the constitution of the state; and, be it further 

Resolved, That the question of the ratification of the foregoing amendment 
be stated on the ballot as follows: 

11 Shall Section , of Article __ , of the constitution be amended , • , " 
(State questions so tha:tif more than one amendment is submitted, they can be 
voted on separately). 
NOTE: See Jt. Res, 5, S, (1953) 

Special care should be exercised to state the amendment exactly as it was 
adopted by the first legislature, when preparing the resolution for second ap­
proval, Even the slightest variation may invalidate the second adoption and re­
quire starting over again, Check completed work to be sure all constitutional 
requirements have been met and advise member or requestor if there appear to be 
any irregularities. 

The phraseology of the referendum quest.?.on may become a critical issue and 
express instructions from the requestor should be solicited and followed, 

16,03 Amend so as to repeal, To repeal any part of the constitution, the 
title of the joint resolution should read: "To amend section __ , article _ 
of the constitution" and after the relating clause state "so as in effect to 
repeal said section," In the body of the joint resolution strike through all of 
the material in the section you are repealing, 
NOTE: See Jt. Res. 40, A. (1951) 

16,04 Creating a new section. To create a new section the same general pro­
cedure is followed as when amending the constitution. 
Examples: Jt, Res, 24, A. (first consideration), Jt. Res, 10, S, (second consider­
ation) (1955) 
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17. !LQJ.NT R._Jj:.§_OLU':£.IOI!R. ~Jhen preparing the resolving clause in joint resolutions, 
the house in wh:i.cD. the measure is to be introduced should be named first, Example; 
"Resolved by the assembly, the senate concurring, That ••• " 

Substitute amendments to joint resolutions, even though introduced in t:13 

2nd house, still retain the ~e seguenq~ in the resolving olause as the original 
proposal. Example: Sub. Arndt. 1, S., to Jt. Res • .52, A. (19.51) 
NOTE: See 18. 03, Drafting ~1anual. 

17.01 Amendments to the constitution, Amendments to the constitution are 
properly presented in either house by joint resolution. 
NOTE: See sec, 16, Drafting Manual, and Jt, Rule 16, 

17.02 Appropriations, Honey cannot be appropriated except by law, and "No 
law shall be enacted except by bill", ; : · -· - . '· ·, '. . · .. · 
NOTE: Sec, 17, Art, IV, Canst., and sec. 20, Drafting Manual. 

17.03 Joint Rules. No standing joint rule shall be rescinded or changed 
except by joint resolution, Example: Jt. Res, 4, A, (19.51) 
NOTE:Jt. Rule 15. 

17.04 Adjournment. Adjournment for more than 3 days is accomplished by 
joint resolution, Example: Jt, Res, 31, S. (1951) §.J.ne die adjournment is also 
accomplished by joint resolution, Example: Jt, Res, 99, A. (1951) 

17.05 To submit question to voters, Submitting a question to the vote of 
the people can properly be accomplished by bill or joint resolution, Examples: 
Jt. Res, 24, S. (1947); ch, 525 (1943) and ch, 728 (1951). 
NO'fE: See sec. 22, Drafting Manual. 

17,06 Recall from governor. By joint resolution, any bill or 
be recalled from the governor for further consideration. Example: 
(19.51). 
NOTE: Jt, Rule 13, also see 17.12, Drafting l!anual. 

resolution may 
Jt, Res. 37, S, 

17.07 Organization of legi~lat~. A motion to notify the governor of organ­
ization of both houses of the legislature can properly be accomplished by joint 
resolution. Example: Jt, Res, 2, S, (1951) 

17.08 Joint se~. A joint session of the 2 houses of the legislature can 
be accomplished by joint resolution, Example: Jt. Res, 33, s. (1949) 

17,09 Authorizing governor to sign. The legislature may by joint resolution 
authorize the submission of typewritten copies to the governor for consideration 
and signature if the expeditious approval of the proposal is imperative. Example: 
Jt. Res. 72, S. (1953) 
NOTE: See 17,12, Drafting Manual. 
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17.09 (cont'd) 

Hist. note: 35.0? of the statutes was amended by ch, 684 (1955) to provide 
for this authority. 

17.10 Jt, Committee, The creation of a joint con~ittee of the 
can properly be-ac(;)mplished by bill or joint resolution. Examples: 
statutory committee; and Jt. Res, 36, S. (1951) 
NOTE: See sec. 15 and 18.03, Drafting Manual. 

17,11 Legislative approval required, 

legislature 
Ch, 376 (194'i'J 

(1) Department of agriculture: general orders. Legislative approval of all 
general orders relating to food and dairy standards, promulgated by the depar-tment 
of agriculture, can properly be accomplished by joint resolution, Copies of the 
general order must be attached to each copy of the resolution and draftsmen should 
obtain adequate copies of the order when taking the request, 
Example: Jt. Res, 51, S, (1953) 

Hist. note: Ch. 713 (1951) requires legislative approval, by joint resolution, 
of all such orders promulgated by the department of agriculture. 

(2) Construction projects: conservation commis~~~· Construction projects 
involving the expenditure of $50,000 or more by the conservation conm1ission must 
be approved by the legislature, by joint resolution, if proposed during a regular 
session, Example: Jt, Res. 91, S, (1957) 

Hist, note: Ch. 588, 1953, requires such legislative approval, or approval by 
the state building commission if proposed when the legislature is not in session, 

17.12 Relating clause in certain resolutions, 

(l) Referring or recalling bills. vlhen preparing joint resolutions refer­
ring bills to the legislative council for study, recalling bills or similar pro­
posals whereby bills or resolutions are identified by number, include a short 
relating clause in the title to identify the subject n1atter of the proposal in­
volved. Example: "Authorizing the governor to sign a typewritten copy of Bill No, 
ll, A., relating to the terms of court for the seventh judicial circuit." 

(2) Contingent expendi~E~.· \/hen preparing resolutions relating to conting­
ent expenditures of either house, state what the expenditure covers: i, e., "floral 
tributes" or "payment of salaries" 1 etc., in the tj.tle of the resolution, 

Hist. note: In order to identify the subject matter involved, began using this 
procedure in the 1?57 session. 

17.13 Memorial resolutions and citation~. 

(1) Citations. In lieu of simple or joint resolutions, any member may, by 
motion, direct the library to prepare, on appropriate forms, a citation for con­
dolence, congratulations or commendation, and if concurrence by the other house is 
desired can so frame the motion to provide notice to the other house of its action. 
This procedure does not preclude the use of memorial or other formal type resolu-
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17.13 (l) (cont 1d) 

t:lons, if the member so desires, 

Hist. note: Jt, Rule 26 was created and this change went into effect in the 1957 
session, in an effort to simplify the procedure, reduce printing costs and expedi~e 
legislative sessions, 

(2) Resolu.tions. Memorial resolutions should be written in good English and 
use ordinary rules for capitalization, Steer clear of the stereotyped forms of 
memorials. If the member has failed to supply interesting or adequate facts about 
the deceased, use reference workers to find additional facts, as the library main­
tains files of clippings from newspaper articles on deaths of ex-members, etc. 
It is often advisable to ask the member to bring in copies of local newspapers 
in order to secure more intimate knowledge of the career, life or survivors of the 
deceased, Conclude by sending a copy of the resolution to the family. ClippinGs 
or other a:cticles should remain with the draft for ready reference to names, dates, 
etc., by typists and proofreaders, and then returned to the library. 
Example: Jt, Res. 8, S. (1953) 

(3) Printing. Mem~rials on deceased or retired members and state officers 
are considered important resolutions and if adopted shall be printed in the session 
laws. Others may be printed in session laws if so directed in the joint resolution. 
If such printing is desired include such statement in the final resolving clause. 
Example: "Resolved, That duly attested copies of this resolution be transmitted 
to •• , and that this resolution be printed in the session laws in accordance with 
Jt. Rule 21. 11 

Hist. note: Jt. Res, 47, S. (1955) created Jt, Rule 21, which states that certain 
resolutions are declared important resolutions and shall upon adoption and concur­
rence be printed in the session laws. Others may be printed if the joint resolu­
tion so directs. 

17.14 Simple resolutions pri_nted in .iour,:nal. Simple resolutions and amend­
ments and substitute amendments thereto shall be printed in full in the journal at 
the time of introduction. Executive messages to the legislature, except veto mes­
sages, shall be printed only in the senate journal, 

Hist. note: Ch. 125 (1957). Jt. Resolutions and amen~~ents thereto will no long­
er be printed in the journal; except constitutional a~endtnents, which must be print­
ed in the journal on final adoption, Prior to ~~e enactment of ch, 57 (1937) resol­
utions were printed in the journals of both houses. 

17.15 Resolutions not la~. Joint resolutions are merely an expression of 
an opinion by the legislature and do not have the force of law, They can request 
an action, show approval, or authorize an action by an agency, which action already 
comes under its statutory authority or province. If directing an action, probably 
should be,in bill form as joint resolutions are ordinarily not that binding. 
NOTE: See s. 432, Assembly manual, 
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18,01 Simple resolutions, Resolutions are merely the form in which the 
legislat,j_ve body-· express-es_2Xl_ opinion or desire. 

Resolutions are prepared to amend the rules of the one house; to aut)lor­
ize payment of contingent expenditures; to request atMrney general's op5.ni.ons; 
or to request, recommend or authorize other actions but are the expression cf 
one house only, 
NOTE: See 17,13 and 17.14, Drafting Manual; also 18,03, Drafting Manual, for 
examples and authority for resolutions, 

18,02 Relating clause in certain resolutions, Resolutions requesting bills 
to be referred to the attorney general for opinion, printing additional copies 
of bills, requesting return of bills, or similar proposals, should identify 
the bill by subject matter as well as by number, in the title of the resolution. 
Example: 

"Requesting the attorney general to render an opinion as to the con­
stitutionality of Bill No, 348, s., relating to the registration of boats in 
Wisconsin." 

or 
"Referring Bill No, 712, A., relating to special assessments for public 

improvement, to the joint legislative council for study and recommendation 
to the 1959 legislature, 11 
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18.03 $1@!l.!E!_es of B.l!ct .. ~t.hErity for _r.§ol•~t~. 
Prepare: 

~~~lutions relatin~: Jt. Res, Res. Either Authority 

Adjournment X Jt. Rule 14-
Amending: 

Rule 16,21 Constitution(lst con.) X Jt. 
Constitution(2nd con.) X Jt, Rule 16,21 
House Rules X Art.IV, s.B 
Jt, Rules X Jt, Rule 15 

Appointment Com. on Com, X 
Attorney general opinion X 

Commendation X or Jt. Rule 26 
citation 

Commit tees: 
Jt. Committee X 
Jt. interim com. X 
Committee of the whole X 
Committee to study X 
Continuing committee X 

:·.Spec, Int. to rev .rules X Art.IV, s.8 
Spec. Jt.committee X 

Condolences X or Jt. Rule 26 
citation 

Congratulatory X or Jt. Rule 26 
citation 

Conservation, 
construction projects X 13.355 Stat. 

Constitutional conv. X Art.XII, s,2 
Contingent expenditures X 13.08 Stat, 
Dept. Agric, gen orders X Ch.713, '51 
Ext, time (budget bill) X 
Furnish statutes(members) X 35.84 Stat. 
Governor: 

Notify (legis. org.) X 
Notify (one house'org,) X 
Recall from X Jt, Rule 21 
To sign typed copy X 35.09 Stat. 
To proclaim X 

Instruct hwy, com, X 
Interstate compacts: 

disapproval of X Ch, 502 153 
Invitation to visit X 
Jt. hearing X Jt, Rule 4-
Jt, session X 

Legislative delegation X 
Leg, council study X 

Memorializing congress: 
To amend constitution X Jt. Rule 21 
To call convention X Art, V USC 
To enact legislation X Jt. Rule 21 

!'1emorials X Jt, Rule 21 

Examples 

JR 58,S '53 

JR 2l,S '53 
JR 6, S 155 
Res, 3,A '53 
JR 4,A 151 
Res, 2,S 153 
JR 4l,S 15l;or 
Res. 22,A '5J 
JR 33,S '51; or 
Res. 35,A 1 53 

JR 30,S '53 
JR 50,S 153 
JR 3l,A 151 
JR 36,s '51 
JR 14,S 147 
Res. 18,S 153 
JR 7,S 153 

JR 36,S 147;or 
Res. 25,S '53 
JR 29,S '55;or 
Res, 8,A '53 

JR 9l,S '57 
JR 5l,A 149 
Res. 7,A '53 
JR 26,s '53 
JR 19,S '47 
JR l,S '55 

JR 2,S '55 
Res. l,A '53 
JR .58,A 153 
JR 34,S '55 
JR 22,A '51 

JR 19,A '.51 

JR 5.5,S 1.53 
JR 47,S '47 
JR 33,S '49 

JR 67,A '51 
JR 60,A '53 

JR 38,S 141 
JR 24,s '43 
JR 5,S I 55 
JR lO,S '53 
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18,.03 (cont'd) 

Prepare: 
R~§2l~ti~ns relating to: Jt,Res, ges, E;ther 

Printing: 
Additional copies 
Bulletins, com, hrgs, 

X 
X 

Ratification, USC X 
Reapportionment X 
Recall from other house X 
Recess (one house) 

Recess (both houses) X 
Referendum, advisory X 
Referendum vote X 
Referring or recall-

ing bills 

Requesting: 
Chief clerk to act 
Investigation 
Study be made 

Rules, disapproval of 

Seats for members 
Service of clergy 
Sine die 
Stationery 

Use of chambers(l house) 

X 
X 
X 

X 

Use of chambers(legislative) 
X 

X(not more 
than 3 days) 

X 

X 
X 

X 

X 

X 

Authority 

Jt. Rule 21 
35,07 (5) Stat. 

Art, V USC 
Art. IV, s,3 
Jt. Rule 21 

Jt. Rule 14 

Art, XII,s.l 

Jt. Rule 21 
Jt. Rule 21 
Ch. 331, '53 

Jt. Rule 14 

)!:xamples 

JR 32,S 155 
JR 18,A '51 

JR 43 '47(50,A) 
JR 67,S '53 
JR 92,S 155 
Res. 25,A '51 

JR 58,S 153 
JR 14,S 153 
JR 74,A '53 

JR 43,3 '53; or 
Res, 28,A '53 

Res, 32,A 153 
JR 70,S '53 
JR 22,S 155 
JR 95,A '53 

Res •. 2,A '53 
Res. 4,A '53 
JR 73,S '53 
Res, 6,A 153 

Res. 33,A 153 

JR 85,A I 53 

18,04 Petitions. Prepare new title for petitions unless the heading on 
same seems to be adequate, Count the number of signers and use the following form 
for the title: 

"PETITION No, ----' A. (or S.) 

A petition by 
(~N_am_e __ o_f~f~i-r-s~t--s~ig_t_1e_r_)r-----

and 
--rr~umber of signers 

others of =77"-------..,...~-----' Wisconsin, for ----------------­
(City or county) 

11 

----~~~--~~----~~~~~~~~~~-------------· (State substance of petition briefly) 

Only one copy of petition need be prepared, as we do not retain copies for 
LRL files, (Back with blue petition backs for assembly and white for senate.) 
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19.01 §Y. secretary 9f state, The secretary of state is directed by statute 
to "make a copy of any law, resolution ••• document or paper deposited or kept in 
his office, upon request therefor, attach thereto his certificate , .. " etc. A 
charge is madefor this service, 25¢ per folio and $1 for the certificate. The 
minimum charge for any certificate under his hand and seal shall be $1, 
NOTE: See 14,29 (9), Stats. (am, 1955, eli. 171). 

19,02 Photostatic copies, The library purchased (in 1954) a Verifax photo­
copy machine which can be used to reproduce copies of clippings, laws or other 
printed material, typewritten copy, etc. A minimum charge is ordinarily Inade for 
this service but in certain cases it can be had free of charge, (Requests for such 
service should be directed to the chief, chief clerk or head librarian.) 
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20, APPROPRIATIONS, An appropriation, within the meaning of the constitution, 
should designate the amount of money to be appropriated and the fund from which it 
is to be paid and may be prospective in that it may be appropriated in one year 
and paid out of revenues to accrue in another year, However, an appropriation is 
not void merely because the amount is not specified where a Jnode is provided and 
authority granted to ascertain and determine the proper amount, 

20.01 How appropriated. No money shall be paid out of the treasury except in 
pursuance of an appropriation by law, Appropriations cannot be made by joint reso­
lution as a joint resolution merely expresses an opinion of the legislature and 
does not have the effect of law. 
NOTE: Sec. 2, Art. VIII, Const, 

Hist, note: Jt, Res, 87, A, (1941) directed the state highway commission to ma~e 
a survey and prepare plans for constructing a road, charging cost of said survey to 
20,49 (4). (Does not have the force of law and cannot operate to amend those pro­
visions which would otherwise be controlling,) JO Atty. Gen, 249. 

20,02 Form. Every proposal appropriating money must carry an appropriation 
clause in the-title of the bill, must state from what fund the money is being ap­
propriated, the duration of the appropriation and generally for what purpose the 
money is being appropriated, except when treating an existing appropriation as in 
(7). 
NOTE: See 20.002 to 20,004, Stats., and 20,02 (7), Drafting !1anMl. 

(1) Possible phraseology. 

(a) There is appropriated from the ---;;;--- fund to the department 
(commission, office, etc.,) on July 1, 19_. __ , $ and on July 1, 19 ___ , 
$ , for the execution of its functions under s. 

(b) There is appropriated from the ---:---:--:- fund on July 1, 19 , $._· ___ and 
annually, beginning July 1, 19_, :P___,,.-:;..,..-, to the created by s. _. 
Expenditures from this appropriation shall be by voucher signed by the chairman 
(or secretary) of the , 

(2) Identify appropriation, 

(a) "Sum sufficient" appropriations, which are expendable in amounts necessary 
to accomplish the purpose for which appropriated, are identified by the letter "S", 

(b) "Nonlapsing" appropriations are expendable until depleted or repealed and 
are identified by the letter "C". 

(c) "Biennial" appropriations are expendable only for the biennium for which 
appropriated and are identified by the letter "B", (If the appropriation is to 
lapse at the end of the biennium no mention need be made that it is to lapse, as it 
automatically lapses,) 
NOTE: See 20,001 to 20.005, Stats,, and J,Ol (7), Drafting Manual. 

(J) Nonlapsible appropriations. If the appropriation is to be nonlapsible, be 
sure to make such stipulation in the appropriation section of the bill, 
Example: "There is appropriated from fund to ------- on July 1, 19_, 
$ as a nonlapsing appropriation , • , " 
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20,02 (cont'd) 

(4) Revolving ~ppropriations. If the appropriation is to constitute a re­
volving fund, state clearly what receipts, fees, etc., are to be paid into such fund, 
for what specific purpose disbursements can be made from this appropriation and 
whether a limitation on any unencumbered balance in excess of a specified amount 
should revert to the general or other specified fund, also what approval, if any, 
is required for expenditures from the fund. 
Example: 

"All fees and receipts collected for shall be paid within one 11eek 
of receipt into the general fund and are appropriated to to be used as 
a revolving appropriation for , but whenever said unencumbered appro-
priation balance is in excess of ~ on June )0 of any year, beginning 
with June )0, 19 , such excess shall revert to the general fund. No expend-
itures shall be made from this appropriation for except upon approval 
by the -------

(5) Fiscal notes. All measures making a "sum sufficient" appropriation, in­
creasing or decreasing existing appropriations or fiscal liability of the state, or 
increasing or decreasing state revenue, except measures to be referred to the Jt. 
Survey committee on retirement systems, shall incorporate as a note a reliable 
estimate of the amount involved, and the agency involved shall prepare the note. 
These notes shall be known as fiscal notes, and shall be required and printed on 
original measures only. 

(a) Draftsmen should review each proposal, after drafting same, to ascertain 
whether it involves the receipt or expenditure of ar\Y money by the state, and make 
proper notation on the blue record sheet to alert record clerks to obtain the fiscal 
note if one is required, 

(b) If in the process of taking the request it seems apparent to the draftsman 
that the requested proposal will require a fiscal note, inform the requestor at 
that point of the necessary procedure to obtain same, 

(c) When it is determined that a measure will require a fiscal note, the 
member must approve the draft before it is sent to the department of budget and 
accounts for review of this determination and to the proper agency or agencies for 
preparation of the required note. Fiscal notes prepared by a state department or 
authorized representative and submitted to us with request for a departmental ap­
propriation measure will be accepted without the necessity of approval by the de­
partment of budget and accounts, if properly prepared and signed by such repre­
sentative. Each agency will be given 5 days to pre par e the note (extended to 15 
days if the proposal necessitates extended research).. The requestor must also ap­
prove the fiscal note when it is returned to the Library before the proposal can 
be jacketed for introduction. 

(d) If the appropriation bill is similar (except in amount) to another ap­
propriation bill or bills, that fact must be shown in a note to the bill, giving 
the numbers of the other bills. Draftsmen should check statute card index files 
for sections affected by bills introduced to obtain this information. 
NOTE: See 20,00) (J), Stats. 

(e) Measunes whicbpropose to create or modify any system for the retirement 
of public employes shall be referred to the joint survey committee on retirement 
systems and cannot be acted on by the legislature until the committee has submitted 
a written report, which report shall be printed as an appendix to the proposal 
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(as are amendments) and take the place of required fiscal notes. 

Hist.note: 13.40 (7) of the statutes was amended to include this provision in 
the 1957 session (ch.355) 

(6) Creating new functions or agencies. If creating a new function within 
an agency or a new agency, unless the requestor specifically directs that no ap­
propriation be included in the proposal, a new section or subsection should be 
created in the text of chapter 20, including the allotment breakdown of the 3-line 
budget. If the amount of the appropriation is unknown and the draft carries a 
blank appropriation, the fiscal note should supply these figures, the total amount 
as well as the breakdown of the 3-line items, and it is the responsibility of the 
department of budget and accounts to fill in all appropriation blanks before re­
turning the proposal to the library with the accompanying fiscal note. 
Example: 

1120.278 COMMERCE DEPARTMENT. (1) There is appropriated from the general fund 
to the state department of commerce on July 1, 1959, and annually thereafter, 
$102,982 for the execution of its functions under ss. 149,07 to 149.99. Of this 
appropriation there is allotted for the following purposes: 

Personal services 
Materials and expense 
Oapi tal outlay 

1959-60 

86,224 
12,433 
4,)25 

1960-61 

91,634 
10,148 
1,200 11 

It will not be necessary for the draftsman to insert these figures in the 
schedule under 20.005 (2) (a>. The department of budget and accounts, under the 
authority of 20.007, Will adjust the schedules to include all fiscal acts, insert­
ing such total appropriations and allotment breakdown into the schedule, and the 
revisor of statutes will not incorporate the allotment breakdown in the text of 
chapter 20, except in isolated cases where trust funds and such like are involved. 

(7) Treating existing aBPropriations. 

(a) Amending amount of. When drafting a proposal to increase or decrease 
an already existing appropriation, prepare the measure as a session law only, 
identifying the appropriation by section number, and include the phrase 11as affected 
by the laws of 19_ (current year)" to indicate that this increase (or decrease) 
is in addition to any other measures that have been or may be enacted. 
Example; 

11To increase the appropriation contained in 20,520 (1) of the statutes " 
(in bill title) 

"The appropriation in section 20,521'\ (1) of the statutes, as affected by 
the laws of 19_ (current year), is increased by the follo~ring amount: 

Legislative council 
General administration 

for the purpose of providing funds 

1959-61 

20.520 
(1) $4,000 

for interim studies." (section of bill) 
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20,02 (7) (cont'd) 

(b) Amending the text. If it is necessary to amend the text of chapter 20, 
as well as to increase (or decrease) the amount of the appropriation, the procedure 
in (a) should not be followed, Amend the text as desired but ignore the schedule 
in 20,005 (2) (a). 

(c) Transfer of funds, If a proposal transfers a function from one agency 
to another, a statement regarding the transfer of unencumbered funds should be 
made in the transitional sections of the bill, but chapter 20 need not be touched 
if the appropriation is not otherwise affected. 

(d) Repeals. If it is intended to repeal a specific appropriation, simply 
repeal the text in chapter 20 and ignore the schedule in 20.005 (2) (a), 

(e) Sum sufficient or revolving funds. If a proposal changes a function of 
an agency which may affect administrative costs or revenue and the appropriation is 
a sum sufficient or revolving appropriation, it is ordinarily not necessary to go 
into chapter 20 to change the amount of the appropriation, 

(8) Emergency appropriation bills. No bill affecting the general fund and 
containing an appropriation or increasing the cost of state government or decreas­
ing state revenues shall be passed by either house until the general fund budget 
bill has passed both houses, The governor or joint committee on finance may re­
commend and the legislature enact emergency appropriation bills if the measure con­
tains a statement that they are emergency appropriation bills recommended by the 
governor or joint committee on finance. 
Example: 

"SECTION ___ • This bill is declared to be an emergency appropriation bill 
in accordance with the requirements of section 15.11 (2) of the statutes." 

Hist. note: 15.11 (2) of the statutes was amended (ch, 53) to include this pro­
vision in the 1957 session, 

(9) Claims against the state. 'ifhen called upon to prepare a proposal to sat­
isfy a claim against the state draftsmen should inform the requestor that the 
normal procedure is to submit an affidavit in duplicate to the claims commission 
through the department of budget and accounts. However, if the claims commission 
~as rejected a claim, it can then be presented to the legislature in bill form. 
~~1en drafting such a proposal it is. unnecessary to put this type of appropriation 
either in the schedule or the text of chapter 20, Prepare as a session law only. 
It is necessary to state the fund involved, general, highway or conservation; 
the amount involved; a short or concise explanation regarding the claim; and·always 
conclude with a statement releasing the state from any further obligation in regard 
to such claim, 
Example: 

"There is appropriated from the state highway fund $2,500 to John Doe to com­
pensate him for damages to his farm in the town of Caledonia, Rock county, caused 
by flood waters resulting from construction of state trunk highway 93, in 1951, 
Acceptance of this appropriation shall operate as a full and complete release to 
the state for any claim on account of such damages, 

20,0) Order of chapter 20, Both the schedule in 20.005 (2) (a) and the text 
of chapter 20, and the statutory salaries in 20,930 (1) (a), are now in alphabetical 
order, wben creating new sections in the text of chapter 20 or new lines in 20,930 
(l) (a) the same order should be maintained. 
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21 EXPLANATORY NOTES. 

Occasionally a proposal will be brought in with explanatory notes or general 
comments after the title of the bill, after various sections or at the end of the 
bill. Generally they are inserted in revision or correction bills to clarify 
the law, eliminate obsolete material, reconcile conflicts, correct references, etc,, 
to assist the reader in understanding the proposal. 

These notes should be brief, factual in nature, and appear on original printed 
version only. Notes on revision bills are authorized by 35.08 (3), Stats., and on 
certain other measures by Jt. Rule 22. 

These notes should be single spaced, headed "NOTE:" in solid caps., and 
should identify the author of the note. 
Example: Bill 286, S. (1957) 

under 
NOTE: 

These explanatory notes are not to be confused with "fiscal notes" required 
20.003 and 20.004, Stats. 
See 20. 02 ( 5) , Drafting l1anual. 
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22, REFERENDU!1. The practice of referring measures passed upon or proposed by 
the legislative body to the voters for approval or rejection, 

22,01 Advisory. The adoption of a joint resolution submitting a particular 
question to the vote of the people for advisory purpose only. 
Example: Jt. Res, 19, S. (1955). 

22.02 Statutory, The submission of laws, after being passed by the legis­
lature, for approval before they become effective. 
Examples: Ch. 76 (1953) and Bill 259, S. (1955). 

22,03 Constitutional. A compulsory referendum upon an amendment to the 
constitution. 

"A legislative enactment which is complete and conditioned to go into opera­
tion upon some future contingency such as the result of an election is constitution­
al." 40 Atty. gen, }04. 
Example: Jt. Res. 6, S, (1955) · 
NOTE: See sees, 16 and 17, Drafting Nanual, 
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24. STATUTORY REB'ERENCES TO STATE DEPART! IENTS, AGENCIES A£)D __ Q~'FIQJ'!l,iJ.. 
·--- (l9j;TStatutes) 

Agency ~utory 

Academy of science, arts and letters, Wis. 
Accountancy, Wis. state board of 
Adjutant general 
Aeronautics commission, state (director) 
Agriculture, state department of (director of) 

Archeological society, .,lisconsin 
Architects and professional engineers, state 

registration board of 
Athletic commission, state (secretary) 
Attorney general 
Audit, department of state (state auditor) 

Banks, commissioner of (state banking department) 
Bar commissioners, state 
Basic sciences, state board of examiners in 
Budget and accounts, dept. of (director of budget & 
Building commission, state 

Chiropractic, state board of examiners in 
Civil defense (director of) 
Claims commission 
Conservation commission, state (Conserva. director) 

(state conservation department) 
Crime laboratory, state (superintendent of) 

Deaf, Wisconsin association of' the 
Emergency board 
Employment relations, Wisconsin,board of (secretary) 
Engineering, bureau of (state chief engineer) 
Executive department (oi'fice) 

Fine arts commission (director of') 
Free library commission (secretary) 
Governor's commission on human rights (director) 
Grain artd warehouse commission of Wisconsin 
Great Lakes compact commission (secretary) 

Health, state board of' (sec'y- state health officer) 
Highway commission, state 
Historical markers commission 
Historical society, state (director of the) 

Industrial commission of >visconsin 
Insurance, conMissioner of (insurance department) 
Interstate co-operation, commission on 
Investment board, state of Wisconsin 

Judgment debtor relief' commission 
Judicial council (executive secretary) 

accounts) 

reference 

20oll0 
1)5. 01 

21.18 
114.30 
93.02 

20.150 

101.31 
169.01 
14.52 
15.21 

220,02 
256.28 (6) 
147.03 
15.01 
13.351 (2) 

147.23 
21.02 
15.94 
23.09 

165.01 

20.300 
14.72 

111.03 
15.76 
14.09 

15.95 
43.09 
15.85 

126,01 
30.22 

140.02 
84.01 
44.15 
44,01 

101.02 
200',01 
14,75 
25.15 

285.06 
251.181 

(3) 
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24. Statutory references (cont'd) 

Agency 

Lands, commissioners of the public (chief clerk) 
Law library (state librarian) 
Legislative council, joint (executive secretary) 
Legislative reference library (chief) 
Legislature (legislators) 

Hedical examiners, Wisconsin state board of (secretary) 
Motor vehicle department (commissioner of motor vehicles) 
National guard, \Jisconsin (adjutant general) 
Natura,l resources committee 
Nursing, state board of 
Nurses, state dept, of (state dir. of nursing education) 

Optometry, Wisconsin board of examiners in 
Personnel, bureau of (director) 
Pharmacy, state board of (secretary) 
Portage levee commissioners 
Public employes social security fund (director) 

23,01 
4J,02 
13.35 
43.15 
13.01 

147.13 
110.01 
21.18 
23,26 

149.01 
149.02. 

153.03 
16.01 

.151.01 
20,620 
66.99 

Public instruction (state superintendent of) 39.01 
Public service commission of \Visconsin (secretary) 195.01 
Public welfare, state department of (director of public welfare)46,0ll 
Purchases, bureau of (director of purchases) 15.55 
Radio council, state (executive director) 43.60 

Real estate brokers' board, Hisconsin (secretary) 
Revisor of statutes (revisor) 
Savings and loan department (commissioner of S & L) 
Secretary of state 
Securities, department of (director of securities) 

Soil conservation committee, state 
State bar of Wisconsin 
State colleges, board of regents of 
Supreme court (justices) 
Tax appeals, Wisconsin board of 

Taxation, state department of (commissioner of taxation) 
Teachers retirement board, state (executive secretary) 
Treasurer, state (treasury department) 
Turnpike commission, Wisconsin 
University of Wisconsin, regents of the (secretary) 

Veterans affairs, Wisconsin department of (director) 
Vocational and adult education, state board of (director) 
J,Jatchmaking, Wisconsin board of examiners in 
Water pollution, committee on (director) 
vJater regulatory board (executive officer) 
\Jisconsin retirement fund (executive director) 

136.04 
43.07 

215.50 
14.29 

189.01 

92.04 
256.31 
37.01 

251.01 
7}.01 

73.02 
42,22 
14.42 
15.96 
36.03 

45.35 
41.13 

125,03 
144.52 

31.36 
66.912 
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25, ESTABLISHED PRECE_Q]i:NTS. 

25.01 Amendments in3rd degree.* 

(1) Between the two houses. In the 1939 regular session a question arose as 
to the propriety of a senate amendment to Amendment No.6, S., to Amendment No. 2, 
A., to Bill No. 562, s. The president of the senate and some of the senators took 
the position that the proposed senate amendment to Amendment No. 6, S., was not 
proper because it was within the 3rd degree and amendments in the 3rd degree are not 
p~rmitted. No formal ruling, however, was made. 
NOTE: See Jefferson's Nanual, p. 114, Senate Nanual (1939). 

Jefferson's Nanual specifically provides that the proposed senate amendment 
would be only in the 2nd degree and not the 3rd degree. 

"The·originating house agrees to their amendment with an amendment. The other 
may agree to their amendment with an amendment, that being only in the 2d and not 
in the 3d degree; for, as to the amending house the lst amendrnent with which they 
passed the bill is a part of its text; it is the only text they have agreed to. 
The amendment to that text by the originating house, therefore, is only in the 1st 
degree, and the amendment to that again by the runending house is only in the 2d 
degree, to wit, an amendment to an amendment, and so admissible, Just so, when, on 
a bill from the originating house the other, at its second reading makesan amend­
ment; on the third reading this amendment is become the text of the bill, and if 
an amendment to it be moved, an amendment to that amendment may also be moved, as 
being only in the 2d degree." 
NOTE: Jefferson's Hanual, p. 185, Senate Hanual (1939). 

Nason's Legislative 11anual, p. 227, states: "An runendment of one house to 
an amendment adopted in the other house is only an amendment in the 1st degree." 

(2) In the same house. 

(a) Senate Precedent (57.14). "Substitute amendment held to be of same nature 
as a bill under the rule prohibiting amendments in the third degree. On August 21, 
1935 (page 1902, senate journal), the senate had under consideration No. 504, S; 
Amendment No.1, S., to runendment No. l, S., to substitute amendment No. l, S., was 
offered by Senator Callan. Senator Hunt rose to the point of order that amendment 
No. 1, S., to amendment No. l, s., to substitute amendment No. 1, s., was not ad­
missible as being an amendment in the third degree. Senator Coakley, presiding, 
held that as a substitute amendment is a bill complete in itself the amendment was 
only in the second degree and was admissible." 

(b) Assembly J!Janual § 283. "Hember (1951) of the House raised point of order 
that amendment No, 1, A., to amendment No, 1, A., to substitute amendment No. l, A., 
to Bill No, 45, A,, was in the third degree and Speaker Rice ruled point of order 
not well taken because the substitute runendment was the bill." 

* Nemorandum prepared by Legislative Reference Library, September 1939, 
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25.02 liylating to amendinK process. The following letter was sent in reply 
to an inquiry from C. Stanley Perry, Asst. Corporation Counsel for Nilwaukee county. 

"This is in reply to your letter of November 2, 1950, requesting information 
on the permissibility of preparing a bill which would amend only the first sentence 
of a lettered paragraph. 

"Because of my short experience I have had to draw on others for an answer. 
I am informed by Mr. Brossard, the Revisor of Statutes, that there is nothing in 
the law or the rules of e~ther house to prohibit such action. He rather favors it 
from his point of view because it reduces the amount of printing which must be pro­
cessed and proofread, He feels, however, that there should be enough context to 
make it obvious what the change does, 

"The Hevisor of Statutes used this device frequently in correction bills, but 
obviously in that connection it has more merit than one in which the substantive 
aspects of the proposal are to be subject to extensive scrutiny by the legislature. 

"This matter has been the subject of some controversy in the past in this 
office. I am informed that on at least one occasion Mr. Ohm resisted an attempt 
to do it on the ground that the legislature should have the full context in which 
to evaluate the change, and because it was mechanically less confusing to include 
a full subdivision. 

"There are, however, many instances in which less than an entire section was 
amended, You refer to some recollection of bills amending the introductory 
sentence, but I think you will find that they refer to an introductory paragraph, 
64, S., (1949) is an example and 67, S, (1949 session), refers to the last para­
graph only, 

"It may be well to consider paragraph 8 of Joint Rule 7 as well as the ex­
amples under paragraphs 3 and 7 which refer to section or designated parts of sec­
tions. Unfortunately no place does it define designated part of a section. 

"None of these rules apply to an amendment to a bill. 

"It is true that a proposal such as yours has the advantage of reducing the 
time in typing and printing as well as the probability of error in reproducing 
the words. 

"It may, therefore be said that in order to assure the legislators that they 
have before them a reasonable context in which to consider a change as well as to 
simplify the mechanics of the amending process, it has been the custom of this office 
to include not less than a full subdivision in any original bill amending the 
statutes, There is no statute or rule, to the best of our knowledge, which requires 
that our procedure be followed, but we are inclined to resist a deviation from our 
custom unles s there is good reason for deviating, From what I can learn there is 
nothing but a well established precedent in this office to deter you from your 
proposal," 
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26, EXAMPLES OF INCOMPLETE OR INCORRECT DRAFTING. 

26.01 Incomplete. 

(l) Chapter 405 (1951) provided that the tuition for nonresident students 
in county normal schools be increased from $5 to $9. No effective date was given, 
so the act takes effect upon publication, but the act did not state whether the 
provisions of the act apply to 1951 costs or 1952, An unnumbered section which 
would go into the session laws only, or a numbered section which would go into the 
statutes, stating the year in wbich these provisions shall ~pply would have elimin­
ated all doubt. 

(2) Chapter 62) (1951) creates an advisory committee of the legislative 
council to study highway problems, appropriates a sum of money therefor, but fail­
ed to state how, when or to whom the committee is to report its findings, 

26.02·No appropriation. 

(l) Jt. Res, 46, S. (1947) states in the title "Appropriating money for study 
••• " Money cannot be appropriated except by law, and the Jt. Resolution simply 
clarifies the purpose for which the appropriation was to be used. 

(2) Jt, Res. 6), S. (1947) creates an interim committee and paragraph 5 
states "the members shall be reimbursed actual and necessary expenses and may employ 
stenographic and other assistants and fix their compensation." The actual and nec­
essary expenses incurred can be paid out of legislative appropriation (20,5)0 (1)) 
but the salary for stenographic and other assistants would necessitate an appro­
priation by law, or a specific fund named (moneys already appropriated) from which 
they would be paid. 

26,0) Incorrect references. 

(l) Chapter 25 (1951). 40,)4 (2) refers to "section 41.03 (1) and (2) 11 ; 

should be "section 41.0)" as subs. (1) and (2) constitute all of s, 41.03, Also 
:Ln 41,01 (5) reference is made to "s. 74.0:3 (5) of the statutes". "Of the statutes'' 
is surplus wordage and should be used once in the title and once in the heading of 
each section only. 

(2) Chapter 510 (1951). Working :\.n 72.01 (5) and reference is made to "this 
paragraph". Should be "this subsection", Also in 72.75 (3) (a) reference is 
made to "this subsection (a)", Should be "this paragraph". 

4 
(3) Chapter 556 (1951). 42.49 (3c) (a)/refers to ":3 immediately preceding", 

Should be "subd. 3", 42.49 ()c) (a) 2 refers to 11 1. above", Should be "subd. 1 11 , 

(4) Chapter 600 (1951), 71.0:35 (1) (e) refers to "71.0:35 (1) (a) and (d)", 
Should be pars, (a) and (d) as 71,035 (l) was the subsection in which they were 
working, 

(5) Chapter 729 (1951). 
paragraph (2) (a)". Should be 
stitute all of par. (a). 

94.64 (3) refers to "subparagraphs 1, 2, 3 and 4 of 
"sub, (2) (a)", Subdivisions 1, 2, :3 and 4 con-
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26,03 (cont'd) 

(6) Chapter 60 (1951). 66,99 (1) (b) states "Federal Regulations" means the 
provisions of section 218 of Title li of the Social Security Act enacted by the 
Congress of the United States and applicable regulations adopted pursuant thereto, 
and applicable provisions of the U. S. Internal Revenue Code. The reference 
should be the exact citation, if known or available, or "64 Stat. 514; 42 USC 418." 
NOTE: See 9, 02, Drafting !1anual; 

26,04 ·Incorrect designations. 

(1) Chapter 262 (1951). 67.12 refers to "city, village, township or school 
district". Should be "city, village, town or school district", Township is a sc:r­
veyor's measure, whereas a~ is more fully organized than a village but not in­
corporated as a city, 

(2) Chapter 439 (1951), SECTION 2 refers to "the director of state audit", 
Should be "state auditor" (s. 15,21, Stats,) or "director of department of state 
audit". 
NOTE: See sec, 24, Drafting Nanual. 

26,05 Amendments. 

(1) Arndt. No, 1, S., to Bill No, 246, s. (1951), "SECTION 2" was added but 
"SECTION 1" was not so identified, ("SECTION 1 11 is not shown when a bill contains 
only one section.) 

(2) Arndt. No, 5, S., to Sub. Arndt, No. 2, S., to Bill No, 289, S, (1951). 
Three separate actions were used when one would have sufficed, The amendment could 
have simply stated "on page 4, strike out all material after the period in line 15 
through the period in line 17." 

(3) Arndt. No. 1, S., to Bill No. 293, S. (1951). Subsection (7) states"The 
provisions of this illJd shall terminate ••• " Should be "section". 

(4) Arndt. No. 1, S., to Bill No .• 301, S. (1949). The amendment reads: "after 
'agency' and before 'If' insert .. ," Should be after "agency" and before the 
"period" insert ,., 

(5) Arndt. No.1, S., to Bill No. 215, A. (1951). Paragraph 2 adds "Provided, 
however •• " Never gegin a sentence with the words "Provided" or "Provided,however", 
NOTE: See 2,01 (7), Drafting Manual. 

26,06 Surplus wordage. 

(1) Bill No. 757, S. (1951), 
both such fine and imprisonment". 
ment" are surplus. 

Page 9, lines 18 and 22 both state ". • • or by 
Should be "or both", "Such fine and imprison-

(2) Bill No. 97, S. (1953). In 42,49 (3d) (a) 4, reference is made to "subd, 
3, immediately preceding". "Immediately preceding" is surplus. 
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26.06 (cont 1d) 

(3) Sub, arndt. No. 1, S., to Bill No. 705, S. (1951). On page 14, line 81, 
it states "within the state of Wisconsin". Should be "within this state". "Of 
Wisconsin" is surplus unless borders or waters or boundaries of the state, etc., 
are involved, 

26.07 Misleading section headings and titles, 

(1) Bill No. 54, s. (1953) repeals and recreates 85,13 (1) but subs. (2) and 
(3) develop in the text which are not mentioned in title or section heading. Actio:: 
would have been· clearer if 85.13 (1) was repealed and then 85.13 (1) to (3) created, 
which would show clearly what was actually accomplished. 

(2) Bill No. 77, s. (1953). 176,05 (21) (a), (c), (d) and (e) are repealed 
and recreated and (21) (b) renumbered but the text develops (b) and (f) also. 
Would have been better to repeal (21) (a), (c), (d) and (e), then renumber (21) (b), 
and create (21) (a) to (f), which 1'ould clarify the whole action. 

(3) Bill No, 146, A. (1953). 70.46 (1) is repealed and recreated, (la) and 
(2) renumbered and (3) repealed. Nothing in the section heading (or title) to 
indicate that subs. (2) and (3) are developed in this action. Would have been 
better to repeal (1) and (3), renumber (la) and (2), and then create subs. (1) to 
(3). 

26.08 Enacting clause. 

(1) Jt. Res. No. 29, S. (1953) includes an "enacting clause" as well as 
"resolving clause". Should be only the resolving clause, and for first considera­
tion must include the statement that the proposed amendment is referred to the 
next legislature and published for 3 months. 
NOTE: See 16.01, Drafting Manual, and 26.16, for section titles in amending the 
constitution. 

(2) Bill No. 493, A. (ch, 435) and the adopted Sub. Arndt. No. 1, S. to Bill 
No. 423, S. (ch. 511, 1945) had no enacting clause. Bill No. 512, S, (ch. 545) re­
enacted these 2 chapters and supplied the constitutional enacting clause to validate 
the acts. "No law shall be enacted except by bill and every bill shall have an 
enacting clause. " 
NOTE: See Art. IV, sec. 17, Const., and Jt. Rule 7. 

26.09 Permanent commission based on session law. Chapter 377, laws of 1919, 
created the Deep Waterways Commission for the purpose of promoting the St. Lawrence 
waterway, without making a statutory designation, In 1923 - 1929 appropriations 
were made to this agency and ultimately s, 20.50, which was the appropriation section, 
appeared in the statutes. The only authority for the establishment and continuation 
of the commission was the session law of 1919, which authorized the original appoint-. 
ment only and made no provision for filling vacancies. It was not until 1945, by 
chapter 525, that this gap in the law was filled by the creation of s, 30.22 of the 
statutes, which provided the procedure for appointment of members of the commission. 

This error might have been eliminated by: 
(1) Putting the commission into the statutes in 1919; or 
(2) Providing all the machinery for the perpetration of the commission in the 

original sesrion law. 
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26.10 Unnecessary repeating of section numbers. 

(1) Bill No. 334, A. (1953) repeals 151.07 (1) (a) 1 to 8 and 151.07 (7) and 
amends 151.07 (1) (a) (intro. par.), 151.07 (1) (g), 151.07 (2) and 151,07 (5), 
It is not necessar.y to repeat the section number each time when treating subsections 
or parts thereof by the same action. Should be "to repeal 151,07 (1) (a) 1 to 8 and 
(7); and to amend 151,07 (1) (a) (intro, par.), (g), (2) and (5)." 

(2) Bill No. 596, A. (1953). Horking in 176,06 and makes reference to 
176.06 (3), Reference should be "sub. (3)". 

26.11 Follow the same order when amending. 

(1) Bill No. 601, A, (1953) creates 370,01 (50), (51) and (52), 370,01 
(rn, 990,01) is set up in alphabetical order. The new subsections should have 
been (5a), (?a) and (9a) to put them in alphabetical order, The revisor made cor­
rections as authorized by 43.08 (2), Stats. 

26,12 Introductory paragraphs. 

(1) Bill No. 97, S. (1953) creates 42.49 (3d) thereby setting up par. (a) 
and subds, 1, 21 3 and 4, Should have been introductor.y paragraph of (3d) and 
pars, (a), (b), (c) and (d), 

(2) Bill No, 209, A, (1953) amends 102.11 (1), but pars, (a) to (g) of sub. 
(1) are .!1!?i amended. Should have been "to amend 102.11 (1) (intra, par.)", 

26,13 Abolishing a state agency. 

(1) Chapter 275 (1955) through the process of repeal and recreate abolished 
the Deep Waterways Commission and established the Great Lakes Compact Commission, 
but there was nothing in the title of this act to alert one to this fact, 

(2) Chapter 392 (1951) through the process of amendment abolished the advisory 
committee on rules of pleading and practice and created a judicial council to act 
in this capacity but did not specifically state in the title that the advisory 
committee was so replaced. 
NOTE: Chs. 397 and 511 (1951), and 454 and 627 (1949) indicate in the title just 
what is being accomplished, either by transfer of functions or by discontinuing 
the agency, 

26,14 Effective date of re Chapter 683 (1955) repealed and 
recreated 85.01 4 (cc) and thereqy changed the registration fee for motor vehicle~ 
and in subd, 7 stated the new fees shall take effect January 1, 1956 for certain 
vehicles and July 1, 1956 for others, which brought up the question of what fees 
are in effect from the date of publication of the act to the effective date of the 
new fee, 

Possibly the solution to this particular problem would be to state the effect­
ive dates in the section heading to that section of the bill and also in the text. 
Example: (section heading) 

"85.01 (4) (cc) of the statutes is repealed and recreated, as of January 1, 
1956 for vehicles with a gross weight of less than 8,000 pounds and as of July 1, 



- .79 -
26.14 (cont'd) 

1956 for vehicles with a gross weight of 8,000 pounds or more, to read:" 
(in text) 
"85.01 (4) (cc) As of January 1, 1956 for vehicles with a ••• " 

26.15 References to effective dates in the text of the law. Reference is 
often made in the text of the law that after the act becomes effective, certain 
conditions shall or shall not exist, and many of these references are so vague 
that considerable searching is required to discover just what is meant or when the 
conditions were to become effective. Every effort should be made to avoid such 
phrases when drafting a proposal and to clarify such terminology when amending these 
sections. 

A few such phrases are shown below and possible ways of avoiding or remedy­
ing them. 

"221.08 (4) Any person serving as a director of any bank on the effective 
date of this subsection, shall be eligible •• , if he meets the requirements in 
force prior to that date," This phrase was inserted by ch. 245 (1935) which act 
became effective July 17, 1935, This date should be inserted in future amendments 
to this subsection if· it-is intended that this same requirement remain. 

"20,932 (3) (b) ... shall be applicable on the effective date of this section" 
which phrase was inserted by ch, 97, 1951. If the phrase "on the effective date of 
this amendment (1951)" had been used it would have alerted the revisor to insert 
the proper date when publishing the statutes, under the authority of s, 43.08 (3), 
Stats, 

"83.025 (1) 
by ch, 334 (1943), 
June 20, 1943" the 

, • • heretofore selected by county boards •• , " was inserted 
This phrase should read"··· selected by county boards prior to 

effective date of this amendment, 

"59.91 (1) (1953 Stats.) ••• which now has or may hereafter have according 
to any state or national census taken, a population of ••• of this act." If called 
upon to amend a section containing such phraseology clarify the language by insert­
ing the proper date. This section was created by ch, 444 (1903), published June 2, 
1903, "act" should be "section" and "population" means according to the last census 
(s. 990.01 (29)) so the phrase "according to any state or national census taken" 
is superfluous. 

"61.32 Salaries heretofore established shall , , , " 
lished before April 26, 1929" the effective date of ch. 
amended by inserting this phrase if it is intended that 

should be "Salaries estab-
43 (1929) and should be 
this requirement stand. 

Indiscriminate use of the words "act", "section", etc,, when drafting proposaJs 
can also cause some difficulty when the text becomes a part of the printed statutes. 

Hist. note: Inserted in drafting manual for 1957 session, due to suggestion by 
revisor that draftsmen be alerted to avoid using such indefinite references or 
whenever possible take remedial action to dispose of those now in the statutes. 



- 80 -

26.16 Treating section titles in the state constitution. 

(1) Jt, Res. 9, S. (1955) proposed to amend section Ja, Article XI, of the 
constitution and in so doing amended the title as being within the section. If 
it is deemed necessary to amend the title it should be inserted before the section 
designation. 

(2) Jt. Res. 24, S. (1945) proposed to amend Article VI by adding a new 
section and in so doing inserted a title within the section. 

It is not necessary to insert a title when creating a new section; to revise 
the title when amending a section; or to strike the title when amending so as in 
effect to repeal the section. The revisor will insert or revise titles to fit, 
and in the case of a repeal the title and section number are retained for identi­
fication purposes and history notes. 
Examples: 

Jt. Res. 10, S., 1955 (to create sec. 24, Art. VII, for 2nd consideration). 
Jt. Res. 6, S., 1955 (to amend sec. 3, Art. XI, for 2nd consideration). 
Jt. Res. 30, S., 1945 (to repeal sec, 2, Art. XI, for lst consideration). 

NOTE: See sec. 16, Drafting Hanual. 

Hist. note: Section titles first appeared in the state constitution in 1898, 
Hisconsin Statutes. 



- 81 -

27. REVISOR'S CORRECTIONS, 

(1) Revisor's correction bills are not restricted as to form by legislative 
rules, usually have explanatory notes, cannot make substantive changes in the law, 
often contain repeal of laws which have become obsolete or have been held uncon­
stitutional, reconcile conflicts in prior legislation and correct obvious errors 
in the law, 

(2) The following are typical examples of corrections found in revisor's bills. 
When amending sections of the statutes that contain similar phraseology draftsmen 
should remove such obsolete terminology whenever possible in order to further 
streamline the statutes, 

(a) ... the commission is AsV9QY directed to ... 
(b) ... traffic officers may *aw£~**Y direct . .. 
(c) ... the statutes of 1858 or 1878T-a~-~ke-ease-may-9sT • •• 

(d) ... and transfer £Psm-~~e-~e-~ime-~aevea£~ev such funds •• , 

(e) ••• unless it saall-appeaP appears ,,, 

(f) ~PeviaeaT-aewevevT-~aa~ any voting machine ... 
(g) 

(b) 

(i) 

(j) 

(k) 

(L) 

(m) 

(n) 

(o) 

(p) 

(q) 

(r) 

(s) 

( t) 

... 

• • fli 

... 

... 

... 

... 

... 

... 

... 

... 

... 

... 

under ~ke-pvevieieas-e£ this section shall be a~ll-aa4 void aae 
e£-ae-e££ee~ •• , 

whose tuition skal*-aave ~been remitted ••• 

it saall-ee is unlawful ••• 

the term eaal*-meaa ~··· 

saa*l ~ not aave-Qeea approved ••• 

the word "transfer" sl:!all-lile-~akea-~e-iael~ae includes ,,, 

the words "general tax" as->ise4-ia-~Ri,;;-eaap~ev-skall-ae-~akea-~e 
me~R ~ .... 

~ae-pvevisiea,;;-e£ this subsection shall not apply ... 
who fails to comply with aRy-e£-~ae-pPeviaiea,;;-e£ ss. 10).06 to 
103.09T-iael~aiveT shall ,,, 

s~ea ~district shall ~eaia~ely-pveeeea-~e reassess ••• 

may file as provided in *ae-Rex~-s~asee~ieR sub. (12) ••• 

with all ~ae-laws-e£-~aie-a~a~e statutes ••• 



-----------------------· ···~~~···-

(u) ... 
(v) ... 
(w) ... 

(x) 

(y) ... 
(z) ... 
(aa) ... 
(ab) ... 
(ac) ... 
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who fails to comply with BRy-a£-~ke-pPav~a~aRe-e£ ss. 110.01 to 
ll0.05T-~RslH~~veT-a£-~ke-a~a~Y~ee-e£-~ke-s~a~e-e£-W~aeeRs~ ••• 

shall 9e-veete4-w~tk ~the power .•• 

the board skall-ee-emp9WePe4,-i£-;i,~-sees-£.~~-t<> may ••• 

all moneys received £pem-eaea-aRe-evePy-pePaeR for services ••• 

shall be aeemea-gY;i,l~y-e£-a-ep;i,meT-BRQT-9R-99R¥~Q~;i,eR-~R9PB9£T-skall 
9e-pYRiake4-9y-a-£~Re-e£ fined not less than $50 nor more than $200, 
or 9y-impP~BeRaen~-;i,R-~ke~~y-~ail-£ep imnrisoned not more than 
18 months or 9y both aYek-£;i.Re-ARa-impP~aeRaeR~ ••• 

(ad) ••• and teP-~ke-pYPpeee-e£-~k~s-see~~eR,-~~-sk~ll-alse-9e-aeeaea it is 
a violation , •• 

(ae) ••. there is created a 1;;aaPa-~9-9e-lffi.,WR-a,;;-~ke "Wisconsin board of ••• 
and i~-ia-~ke-aY~y-e£ each member of the board~" shall ••• 

(af) ••• iR-~RQ-e¥eR~ if the secretary of state saall-se-&iRa ~ •.. 

(ag) 

(ah) 

(ai) 

.. . 

... 

... 

aePe~R1;;e£ape specified in sub. (17) (d) ••• 

skall-aave ~ the same meaning as ae&iRe4 in . .. 
. .. 

(aj) ••• means any ~Ra~v~aYal,-paP~RePeaip,-eeppePa~ieR-eP-aeeesia~~eR person 
••• and ,;aaU-~elY4e includes ••• but .. saaU-Re~-9e-Q9RebYea-~a 
does not include ••• 

(ak) ••• no person 9y-kimael£,-ais-eePvaR~-9P-ageR~T-eP-as-~ae-eepvaR~-eP 
ageR~-e£-aRY-9~ReP-pePB9R-9P-ae-tke-SeP¥BR~-9P-B§9R~-e£-BRy-£~PB!-QP 
eeppePa~ieRT shall sell,-.,££eP-sP-e*Pese-ieP-aale-eP-aave-iR-aia 
peaeeas~eR-w~~a-~R~eR~-~a-sell ••• unless ~ae-a~e it ••• 
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1-N-D-E-X 

RULES FOR DRAFTSMEN. 
(Rensea 1958 r= 

(Numbers refer to sections or parts thereof) 

Abbreviations, 2.03, 4,07 
Abolishing state agency, 4,01, 26.13 
Active verb, 2.01 (8) 
Acts, laws, 1,04 (3), 1.06, 2.02(10), 3.02(1), 9., 10, 
Additional instructions, 1.02(6), (7) and (8) 
Adjournment, 17.04, 18,03 
Administrative agencies, 1.02 (5), 15.07, 24, 
Advisory committees, 15., 26.01 (2), 26,13 
Advisory referendum, 22.01 
Affect-effect, meaning, 2,01 (10) 
Ages, 2,01 (l) 
Agriculture, dept. (general orders), 17.11, lB.03 
Alphabetical order, 4.15 (1), 20,03, 26.11 
Alternative drafts, 1.02 (ll) 
Amending: 

clauses, 4.01 
constitution, 2.05, 4,07 (5), 16., 17.01, 22, 
court laws, 11.01 
decimal numbered sections, 11.02 (2) 
introductory paragraphs, 2.03 (4), 4.01 (l) 
legislative rules, 1.05(2), 1,06, 8.01(3), 15.03(2), lB.03 
process, B., 25,01, 25.02 
renumbering and, 4.01(3), 4.03(2), B.06, 10., 26,07 
revise when, 4.0?, 27. 
section titles, 4.01 (2), 4.05 
session laws, 1.05, 1,06, 2,04, 3.02, ll., 26,09 
unnumbered paragraphs, 4.01 (3) 
unprinted statutes, 11.02 
whole-numbered sections, 11,02 

Amendments: 
examples of, B.05 
germane, 1.05 (2), B,03 
instructions for, 1.02 (10), 3. and B. 
in statutes, 1,04 (4) 
in third degree, B,04, 25,01 
printed, B.02 
punctuation in, 2.06 
to constitution, 16., 17.01, 18,03, 26.08, 26.16 
treatment in, B.02 (3) 

Annotations, 1.05, 1.06, ll,Ol, 11,02 
Appropriations, 11,01(3), 12.01, 15,05, 17.02, 20., 26,02(2) 

biennial, 20,02 (2) 
bills, similar, 3.03 and 20. 
claims, 20.02 (9) 
clauses, 4.01, 7,02 
defined, 1,06 
emergency 20.02 (8) 
fiscal notes in, 20.02 (5) 
legislative committee, 26.02 



Index (cont 1d) 

Appropriations: (cont 1d) 
line budget, 20,02 (6) and (7) 
nonlapsing, 20,02 (3) 
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numbering inch, 20, 3,01 (7), 20.03 
phraseology, 20,02 (1) 
repeal of, 20,02 (7) 
revolving, 20,02 (4) 
sum sufficient, 20,02 (2) and (5) 
transfer of, 20,02 (7) 

Arabic numerals, 2,01 (1), 4,07 (2) 
Arrangement of bill, 4.04 and 6, 
Assignments to draftsmen, 1,04 (2) 
Attorney general: 

loan to, 1 .• 01 (5) 
opinions, 18,01, 18,02, 18,03 

Authorizing governor to sign, 17,09, 18,03 
Avoid using: 

and/or, 2.01 (7) 
indefinite words, 2,01 (4), 27. 
provided, however, 2,01 (7), 27. 
rhetorical flourishes, 2,01 (5) 

.!?. 

Background material for draftsmen, 1,04 (3), 1,05 
Biannual-biennial, meaning, 2,01 (10) 
Bill files, 1.01 (3) 
Bills: 

amending session laws, 2,04, 3,02, 11,01(4), 26,09 
appropriating money, 4.01, 7,02, 11,01 (3), 12,01, 15,05, 17,, 20,, 26. 
bound bills and laws, 1,05 , 1,06 
constitutionality of, 1.05 (1) 
construction of, 4. 
drafting data on, 1.05 
emergency executive budget, 20,02 (8) 
intent of, 1,02 (4) 
introduced, 1.01 (3), 3.03 
identical, 1.02 (8) 
of prior sessions, 1.04 (3) 
printed, 1.06, 8,02 (1) and (4) 
recalling or referring, 17,06, 17.12, 18.03 
redrafts of, 1.02(7) 
style of and arrangement 2 and 6, 
time for introduction, 5. 
titles of, 4,01 1 5., 14, 

Bonds, surety, 4.19 
Breakdown of sections, 4,04 (3) 
Bulletins: 

informational and research, 1.04 (3) 
legislative, 1.06 

Q 

Calendars: 
daily, 1,06 
hearings, 1,06 

Capital-capitol, meaning, 2,01 (10) 
Capitalization, 2.02 



Index (cont 1d) 

Q (cont'd) 

Card index file, statute, 3,02 
Certifications, reproduction, 19. 

Change: 
in draft, 1,02 (7) 
in sponsor, 1.02 (9) 

Chapter, meaning, 1.06 
Chapter titles, 4,06 
Charters, 13. 
Check: 

completed draft, 2, 1 I; .12 
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section numbers, 1,02 (3), 3., 4.01(4), 4,04, 26,10 
Churches, religions, etc., 2.02 (4) 
City and county legislation, 14, 
Cities and villages, 13. 
Claims against the state, 20,02 (9) 
Classification of cities, 4,01, 13 and 14, 
Clauses: 

appropriation, 4,01, 7,02, 20, 
enabling, 6,02 (4), 7,03 
enacting, 6,01, 7,01, 26,08 
forfeiture, 7.05 
introductory, 4,03, 8.05 
nonseverability, 7,06 
penalty, 4,01, 7.04, 26,06 (1) 1 27, 
relating, 4.01, 17,12, 18,02 
saving, 4,10 1 6.01 (5), 7,07 
severability, 6,02 (3) 
special, 7. 

Closing time for bills, 5., 18,03 
Combined actions, 4,03, 4,04 (2) 
Comments, general, 21, 
Commission, permanent, 26,09 
Committees: 

advisory, 15,01 (5), 26,01 
citizens, 15,02 
committee of the whole, 18,03 
committee to study, 15. 18,03 
co-ordinating, 15.01 (6), 18.03 
continuing, 15.01 (4), 18,03 
ex officio members on, 15,02 
expenditures of, 15,05 
interim, 15.01 (2), 18,03, 26,02 
joint, 15,02, 17.10, 18.03 
legislative, 15.02, 15,06 
membership of, 15.03 
proposals, 5.02, 15., 18,03 
purpose of, 15,04 
relationship to council, 15,06, 15.07 
rules to govern, 15.03 
select or special, 15.01 (3), 18,03 
standing, 15.01 (1) 
titles for, 5,02 



Index (cont 1d) 

£ (cont 1d) 

Compacts, interstate, 18,0) 
Companion bills, 1,02 (8) 
Completed drafts, 4.12 
Conferences, record of, 1,02 (2) 
Confidential records, 1.01 (J) 
Congress, memorializing, 18,0) 
Conservation funds, 17.11 (2) 
Constitution: 
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amending, 2.05, 4.07 (5), 16., 17,01, 18,0), 22., 26,08, 26,16 
creating, 16,04, 26,16 
defined, 1,06 
repeal, 16,0), 26.16 
section titles in, 26,16 
state, 1.05, 1,06, 2.05, 1)., 16., 18,0J, 22, 
United States, 18,0J 

Constitutional convention, 18,0J 
Constitutional referendum, 22,0J 
Constitutionality of bills, 6,02 (J), 7,06 
Construction projects, conservation, 17,11 (2) 
Construction of statutes: 

active verb, 2,01 (8) 
and/or, 2.01 (7) 
gender, singular or plural, 4,09 
permissive or mandatory actions, 2,01 (9) 
present tense, 2,01 (6), 27, 
provided, however, 2.01 (7) 
transpose references, dates, 4.07 
use of phrase "of the statutes", 2,04 
words, phrases, 2.01 

Contacting department heads, 1.02 (5). 
Contingent expenditures, 18,01, 18,03 
Copies, certified and photostatic, 19.01, 19,02 
Correct references, 4,07 (J) 
Corrections, other, 4,12 (2), 4.14, 27. 
Counties, 4,18, 14. 
Court laws, 11,01, 12,01 
Creating new agency, 4,01, 20,02 (6) 

Q 

Dates, 2,01, 4,07 (4) 
Deadline for bills, 5, 
Decimal numbers: 

in chapter 20, J,Ol (7), 20,02 
numbering system, J,Ol 
withdrawn, 11.02 (2) 

Definitions, 2.05, 4.15, 27, 
Definitions in uniform laws, 4,15 
Departments: 

contacting, 1,02 (5) 
correct titles of, 24. 
general orders, 17,11 

Division of question, 8,041 
Drafted proposals, 1,02 (2), 4.21 



Index (cont 1d) 

Q (cont 1d) 

Drafting: 
alternative drafts, 1.02 (11) 
assignments, 1.04 
duplicate bills, 1.02 (8) 
files, 1,01 (3) and (5), 1.04 (3) 
forms, used in, 1,03 
incomplete, 26.02 
incorrect, 26,03, 26,04 
instructions, 1,02 
requests, 1,02 1 1,04, 4,12 
rush assignments, 1.01 (6) 
terms used, 1,06 
titles, 4,01, 4,05, 4.06, 5,02 

:§ 
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Effective date of act, 4,07 (7), 6,02 (4), 7.03, 26.01, 26,14, 26,15 
Emergency executive budget bills, 20.02 (8) 
Enabling clause, 6,02 (4), 7,03 
Enacting clause, 6,01, 7.01, 26,08 
Enactments: 

card file of, 3,02 
proceedings, bulletin of, 3.02 (4), 8,02 (2), 10, 

End of draft, 4,17 
Engross, meaning, 1,06 
Enroll, meaning, 1,06 
Enumerations, 4,18, 14.~3 
Establish commission, 26,09 
Establish committee, 15. 
Established precedents, 25, 
Examples of: 

amendments, 8.05 
incomplete drafting, 26, 
resolutions, 18,03 
special clauses, 7. 
state department titles, 24, 

Explanatory notes, 1,02 (6), 1,06, 21, 
Extractions from bill file, 1.01 (5). 

Failure of enumeration, 4,18, 14,03 
Farther-further, meaning, 2.01 (10) 
Federal: 

departments, 2.02 (7) 
laws, 2,02 (10), 9,02, 26,03 

Fiscal notes, 1.06, 20.02 (5) 
Forfeiture clause, 7,05 
Forms, drafting, 1,03 
Fractions, 2,01 (l) 

g 

Gender, 4.09 
General references, statutory, 9.04 



Index (cont 1d) 

Q (cont 1d) 

General: 
fund, appropriations, 20,03 
laws, 1,06, 12,02 
orders, 17.11, 18,03 
policy, 1,01 
procedure, 1.04, 4, 

Germaneness, 8.03 
Glossary: terms and publications, 1,06 
Governor: 
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authorized to sign, 17,09, 18.03 
notice of organization, 17,07, 18.03 
recall from, 17,06, 18.03 
to proclaim, 18.03 

Grammatical construction of bills, 2, 
Granting rule-making authority, 4,01 

li 

Highway designations, 2,01 (l) (k), 2,03 (3) 
Highw~y funds, 20,02 
Holidays, 2,02 (ll) 
Home-rule amendment, 13. 
Hyphenated words,2.0l (2) 

Identical bills, 1.02 (8) 
Includes both numbers, 8,02, 9,03 
Incorrect or incomplete: 

drafting, 26., 27. 
references, 9,01, 9.04 

Indefinite amounts, 2,01 (l) (j) 
Indefinite words, 2.01 (4) 
Index: 

bulletin of proceedings, 1,06, 3,02 (4), 8,02 (2), 10. 
private and local laws, 1,04 (3) (c) 
statute card, 3,02 

Informational and research bulletins, 1,04 (3) (d) 
Inserting new sections, 3.01 
Inserts in statutes, 1.04 (4) 
Inside quotes and punctuation, 2,06 
Instructions for: 

amendments, 1.02 (10), 8, 
bill drafting, 1,02, 5,02 
filling jackets, 5,02 
insufficient, 1.02 (6), 1.03 
redrafts, 1,02 (6) and (7) 

Intent of bill, 1,02 (4) 
Interim committees, 15.01 (2), 15.06, 18.03, 26,02 (2) 
Interstate compacts, 18,03 
Introductory: 

clauses, 4,01, 4.03, 8,05 
paragraphs, 1,06, 2.03 (4), 4.01 (1), 26.12 
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Jackets, filling, 5.02 
Joint: 

committees, 15.02, 17.10, 18,03 
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resolutions, 1,06, 2.01 (5), 16., 17., 18,03 
rules, 17,03, 18,03 
session, 17,08, 18,03 

Journal, legislative, 1.06, 8,02 (2) 
!£ 
L 

Land d~scriptions, 2,01 (1) (L) 
Latin or non~English words, 2,01 (2) (e) 
Latitude and longitude, 2.01 (1) (h) 
Laws, acts, 1,04 (3), 2.02 (10), 10, 1 11., 12 and 14. 
Laws: 

explanatory notes, not part of, 21, 
federal, 2.02 (10, 9.02, 26.03 
home-rule, 13. 
local, 1.04 (3), 12. 
of other states, 1,04 (3) 
private or special, 1.04 (3) 

Legal holidays, 2,02 (11) 
Legislative: 

bulletins, 3.02 (4), 8.02 (2), 10. 
committees, 15., 18,03 
council, 1.01 (1), 15.03, 15,06, 18,03 
documents, 1.05, 1,06 
history, 1.02 (4), 1,06, 11.01 
journals, 1.05, 1.06 

Legislature: 
organization of, 17.07, 18.03 
powers of, 13. 
rules of, 1,05 (2), 8,01 (3), 15,03 (2), 18,03 

Library staff, assistance of, 1,04 (3) 
Loan of: 

drafting files,· 1.01 (5) 
material from library, 1,04 (4) 

Manda tory actions, 2. 01 ( 9) , 27. 
Material to be returned, 1.01 (5) 
Measures, quantities, 2.01 (1) 
Hembers: 

committee, 15.03, 15,05 
legislative, 1.01 (1) and (3), 3,03 
title deadline, 5,01 

Memorial resolutions, 17.13, 18,03 
Memorializing congress, 18.03 
Misleading titles and headings, 4.16 

Names: 
banks and books, 2,02 (9) 
churches, 2,02 (4) 
federal agencies, 2,02 (7) 
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N (cont 1d) 
Names: 

lodges, 2.02 (8) 
newspaper (official state), 2.02 (12) 
organizations, 2,02 (8) 
proper names, 2,02 (2) 
public officials, 1.04 (3) ('.,), 24. 
state departments, 2.02 (6), 24. 

New provisions, 4,11, 8,02 (5) 
New requests, 1,02 
Nonlapsing appropriations, 20,02 (3) 
Nonpartisan policy, 1,01 
Nonseverability, 6,02 (3), 7,06 
Notes, explanatory, 20.02 (5), 21. 
Numbering system in statutes, 3.01, 8.02 (6), 9.03 
Numbers, singular and plural, 4,09 
Numerals, Arabic, 2.01 (1), 4.07 (2) 
Numerous changes, 4.13 

Q 

One word, write as, 2,01 (2) (d) 
Order of: 

amendments, 8,02 (4) 
bills, 4,04 1 6,02 

Opinions, attorney general, 18.02 1 18,03 
Organization of legislature, 17,07, 18,03 
Organizations, lodges, etc,, 2,02 (8) 
Orthography, standard for, 2, 
Outmoded terminology, 4.07 (6) 

f 

Paragraph titles, 4.05 (3) 
Penalty, 4,01, 4.20, 7,04, 26,06, 27. 
Percentages, 2.01 (1) 
Permission to discuss proposal, 1,02 (6) 
Permissive actions, 2 •. 01 (9), 27, 
Petitions, 18,04 
Phrases, words: 

having general application, 4.15 
use of "of the statutes", 2.04, 26,03 

Phrasing referendum question, 16.02 
Photostatic copies, 19, 
Pleading and practice, rules of, 3,02 (3) 
Policy, general, 1,01 
Political parties, 2,02 (5) 
Population, 14,01, 14,02, 14.04 
Power of subpoena, (ch. 325, stats,), 15,04 
Precedents, 25, 
Previously drafted bills, 4.12, 4.21 
Prior action, 3 and 10. 
Printing,bills, 8,02 (3) and (4), 18.03 
Printing, resolutions, 17,13 
Private citizens, 1.01 (1) 
Private and local laws, 1.04 (3), 12.02 
Processing requests, 1,04 
Proper names, 2,02 (2) 



Index (cont'd) 

£ (cont'd) 

Proposals: 
committee, 15. 
deadline for introduction, 5.01 
legislative, 1.01, ),0) 
previously drafted, 4.12 (1) 

Provided, however, 2,01 (7) 
Public officials, 1.04 ()) (e), 24, 
Punctuation: 

in amendments, 2,06 (4) 
quotation marks, 2.05, 2.06 
striking and scoring, 2,06 ()) 

Purpose of bill, 1.02 (4) 

Quantities and measures, 2.01 (1) 
Question to voters, 17.05 
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Quotation marks, 2,02 (1), 2.05, 2.06, 16, 

li 
Ratification, 16.02, 18.0) 
Reapportionment, 16,, 18,0) 
Recalling bills, 17.06, 17.12, 18,0) 
Recess, 18.0) 
Records, drafting, 1,01 ()), 1,02 (4) 
Redrafts, 1,02 (7) 
References: 

drafting data, 1.05, 1,06 
in session laws, 2,04 
singular and plural, 2.03 (l) 
statutory, 1.05, 2,0), 2.04, 4,07, 9., 26,03 
to other sections, 2,0), 9,01, 9.04 
to U, S. or federal laws, 2,02 (7), 2,0) (3), 9,02, 26,0) 

Referendum, 16,02, 18.0) 1 22, 
Relating clause, 17.12 
Renumbering and amending: 

sections, 4.01, 4,0) 1 4.04, 8,06, 10., 26.07 
titles and headings, 4,01, 26,07 

Repeals: 
in session laws, 4.10, 4,16, 10., 26,07 
in constitution, 16,0), 26,16 
of unprinted statutes, 11,02 (2) 

Research: 
bulletins, 1,04 ()) (d) 
services, 1,04 (3) (b) 

Resolutions: 
joint, 16,, 17., 18,03, 26,08 (l) 
memorial, 17.13, 18~03 
not la1', l7 .15 
printed, 8.02 (4), 17,14, 18.0) 
relating clause in, 17,12, 18,02 

Resolving clause, 16.02, 17. 
Restricted legislation, 14, 
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Revise when ruaending, 4.07 
Revisor: loan to, 1.01 (5) 
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authority to change, 3.01 (B), 4.07 (7) 
check with, 14,15 (l), 9.01, 27. 
to show change, 4.13 

Revolying appropriations, 20.02 (4) 
Rules: 

disapproval of, 18,03 
exception to, 4.07 (5) 
legislative, 1,05 (2), 1.06, 8.01 (3), 15,03 (2), 18.03 
of one house, 18.01 
pleading and practice, 3.02 (3) 

Rush assignments, 1.01 (6) 
Rule-making authority, 4.01, 7.08 

.§. 

Saving clause, 4.10, 6,02 (5), 7.07 
Secretary of state, 19, 
Sections: 

amending parts of, 25,02 
amending titles of, 4,01 
amending unnumbered paragraphs, 4.01 (3) 
arrangement of, 4,04 
check sections affected, 1.02 (3), 3,02, 9,01 
decimal numbered, 11.02 (2) 
headings, 1.06 
numbering, 3.01, 4.01 (4), 4.04, 26,10 
renumbering, 4,04 (4) 
repeating numbers, 4.01 (4) 
titles, 4.01 (2), 4.05, 4.16, 26.07 
whole-numbered, 11,02 
withdrawn, 11.02 

Select or special committees, 15.01 
Services: 

drafting, 1.01 (1) 
research, 1.04 (3) (b) 

Separate words, 2.01 (2) 
Session laws, 1.05, 1.06, 2,04, 3,02, 4.10, 11., 12., 26.09 
Sessions, joint, 17,08, 18,03 
Severability, 6.02 (3) 
Simple amendments, 8.01, 8,02, 8,05 
Singular and plural, 4.09 
Sine die, 17.04, 18.03 
Source of drafting, 1.02 (4) 
Special clauses, 6., 7• 
Special courts, 1,05 (5) 
Special, private and local laws, 12. 
Specific references, statutory, 9.04 
Sponsors, 1,02 (6) and (9) 
Staff, committee, 15.05 
Standing committee, 15,01 
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Index (cont 1d) 

.§ (cont 1d) 

State: 
agencies, 24,, 26.1) 
constitution, 1,05 (1), 16. 1 26,16 
departments, 1.01 (1), 1,02 (5), 1,04 ()), 2.02 (6), 15.07, 24, 
officers, 24, 

Statutes: 
amendments to, 1.04 (4) 
annotated, 1.05 
card index file, 1,04 ()), J,02 
construction of, 1.05 (4), 4. 
erasures in, 4.01 (4) 
nwnbering system in, J. 01 . 
small sets of, 1,04 (4) 
unprinted, 1,06, 11,02 
when to incorporate'in, 12.01 
whole-numbered sections, 11,02 
withdrawn, 1,06, 11,02 

Statutory courts, 1,05, 11.02 (2) 
Statutory references: 

includes both numbers, 8,02 (6), 9.0) 
in text, 9,01, 9.04 
use of, 1.05 (4), 2,0), 2.04, 4.07, 9., 26,0) 

Striking and scoring, 1.04 (4), 2.0), 2.06, 4.07, 8., 16,03 
in amendments, 8.02 (3) and (5) 
in constitution, 16,0), 26,16 

Style and construction of bills, 2. 
Subchapter titles, 4.05 
Subdivision titles, 4.05 (4) 
Subpoena powers, 15,04 
Substitute amendments, 1,06, 8., 17. 
Sum sufficient appropriations, 20,02 
Superfluous words, 2,01 (3), 26,03 (1), 26,06 
Supreme court, rules of, 3,02 (J) 
Surety bonds, 4 •. 19 

Taking instructions, 1,02 
Tailor-made drafts, 1,01 (4) 
Tax measures, 6.02 (2) 
Temporary provisions, 6,02 (1) 
Terms: defined, 1,06 
Tense, present, 2.01 (6), 27, 
Text of bills, 1,06, 4.02 
Therefore, therefor, meaning, 2,01 (10) 
Time: 

how computed, 4,08 
hours, 2.01 (l) (c) 
introduction of bills, 5. 

Titles: 
amending, 4.01, 8,06 
bill, 1.06, 4.01, 5. 
chapter, 4. 06 
deadline for, 5, 
misleading, 4,16 



Index ( cont 1 d) 

T 
Titles-(cont 1d) 

public officials, 1,04 (3), 24, 
section or subsection, 4.05 
subject expressed in, 14.04 
when prior action, 10, 

Town laws, 14,01, 14,02 
Township, 26.04 (1) 
Transfer appropriation, 20,02 (7) 
Transpose: 

dates, 4.07 (4) 
numerals, 4.07 (2) 
references, 2,03 (2) 

Treatment of sections: 
in amendments, 8.02 
in bills, 4.04 

Q 
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Underscore, 2.03, 2,06, 4.05, 4.06, 4.07, 8.02 (5) 
United States: 

designations, 2,03 (3) 
references to, 2.03, 26.03 (6) 

Uniform terminology, cities and counties, 14, 
Unnumbered: 

paragraphs, 4,01 (3) 
sections, 26.01 

Unprinted statutes, 11.02 
Us'e active verb, 2.01 (8) 
Use of: 

and/or, 2.01 (7) 
correct titles, 24. 
legislative chambers, 18,03 
library staff, 1.04 (3) 
phrase "of the statutes", 2,04 
provided, however, 2,01 (7), 27, 
term "county jail", 27. 

y 

Verb, use active, 2.01 (8) 
Veto, governor's, 1,06 
Vote of the people, 16,02, 17.05 

West's annotated statutes, 1.05 (5) 
Who is served, 1,01 (1) 
Whole-numbered sections, 11.02 
Wisconsin: 

annotations, 1,04 (3), 1,06, 11,01, 11.02 
statutes, 1,04, 1,05, 1.06, 11,02 
supreme court, 3.02 (3) 

Withdrawn statutes, 11.02 



Index (cont 1d) 

![ (cont 1d) 

''ford guide, 2.01, 2.02 
active verb, 2,01 (8) 
capitalization, 2,02 
definitions, 4.15 
hyphenated words, 2.01 (2) (a) 
indefinite words, 2.01 (4) 
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Latin or non-English words, 2.01 (2) (e) 
one word, forms, 2,01 (2) (d) 
preferred spelling, 2.01 (2) (b) 
present tense, 2.01 (6) 
separate words, 2101 (2) (c) 
superfluous words, 2,01 (J), 9.04, 26,0) 1 26.06 

Words: 
quantities and measures, 2.01 

age, 2.01 (1) (a) 
dates, 2.01 (1) (b) 
fractions, 2.01 (1) (f) 
highway designations, 2,01 (l) (k) 
indefinite amounts, 2,01 (1) (j) 
land descriptions, 2.01 (1) (L) 
latitude and longitude, 2.01 (l) (h) 
measures, 2,01 (1) (g) 
money, 2.01 (1) (d) 
numbers, 2.01 (1) 
percentages, 2.01 (1) (e) 
time, 2.01 (1) (c) 



Revised 1958 
RULES FOR CLERICAL STAFF 
~~- ------~ 

TABLE OF CONTENTS 
Page 

1. General Instructions 
1.01 General procedures • • • l 

1.02 Typing legislative proposals • • 2 
(l) Nultiple carbon sets 2 
(2) Corrections 2 
(3) Erasures 2 
(4) Proofread amended sections 2 
(5) Check draft 2 
(6) Redrafts • • • 2 
(7) Additional copies or companion bills 2 
(8) Typing instructions • 2 
(9) Amendments 4 
(10) Enacting clause 4 
(ll) Capitalization 4 
(12) Abbreviations • 4 
(13) Arabic numerals 4 
(14) Striking and scoring • • 4 
(15) Section titles • 5 
(16) Sections of the bill • • 5 
(17) Resolutions 5 
(18) Amending the constitution • 5 
(19) Correction basket • 5 
(20) Typing from statutes 5 
(21) Assist with proofreading 6 
(22) Red tickets • 6 
(23) Omission or errors • 6 
(24) Correspondence • • • 6 
(25) Related work • 6 

1,03 Processing drafting requests 6 
(l) Request card . • • 6 
(2) Blue and white record sheets , 6 
(3) Examples of request forms • 7 
(4) Filing requests • 8 

1.04 Processing requests 8 
(l) Being drafted 8 
(2) Review of draft • 8 
(3) Being typed • 8 
(4) Submitting draft 9 
(5) Fiscal notes • 9 

1.05 Preparing measures for introduction 9 
(l) Bills 9 
(2) Resolutions • 9 
(3) Substitute amendments 9 
( 4) Amendments • 10 
(5) Petitions 10 

1.06 Delivery of bills 10 

1.07 Maintaining statute card index file • ll 



Contents (cont'd) - 2 -

2. Proofreaders Page 
2.01 Responsibility • • 12 

2;02 Material ready for proofing • • 12 

2.0) Amending session laws • • 12 

2.04 Amending the constitution 12 

2.05 Simple amendments • 12 

2.06 Corrections • • 12 

2.07 Assembling material • • • • • • • 13 

2.08 Order of drafting record • • • • • • • 13 

2.09 Keep records • • • • lJ 

2,10 Related assignments • • • • • • • 13 

3. Petitions 
3.01 .!'·rocedure • • • • • 14 

J,02 Forms • • • • • 14 

4. Permanent bill files 
4.01 Uncalled for proposals • • • • • • • • • • 14 

4.02 Chapters • • • • • 14 

4,03 Bills not enacted • • • • 14 

4,04 Resolutions • • • • 14 

5. Examples of various types of proposals 
Bill containing only one section • • 15 
Substitute amendment containing several sections 16 
Simple amendment • • • • • • • 17 
Amendment to an amendment • • • • 18 
Simple resolution • • • • • • • • • • . 19 
Resolution to amend the constitution (1st consideration) • 20 
Resolution to amend the constitution (2nd consideration) • 21 
Resolution to repeal a section of the constitution • • 22 
Bill to increase an existing appropriation • • • 23 
Bill involving an appropriation and having an explanatory note • 24 
Bill dealing with a subchapter of the statutes • • 25 
Bill treating chapter titles • • • 26 
Bill involving prior session laws • • • • 27 
Bill involving prior enactments of same legislature • • • 28 
Bill involving highway designations • • • • • 29 
Bill involving descriptive headings • • 30 
Bill establishing a new municipal court • • • • 31 
Bill involving judicial circuits • J2 
Bill involving county courts • • • • JJ 



Revised September 1958 

RULES FOR CLERICAL STAFF ·--·· -·-. ---~ 

1. GENERAL INSTRUCTIONS, 

1,01 General Procedures. Clerical staff, both regular and seasonal, should 
study the instructions for draftsmen as well as for clerical staff during the 
early part of the session so as to thoroughly familiarize themselves with the 
terminology, general drafting policies and procedures, and legislative documents 
involved. 
NOTE: See 1.06, Drafting Manual 

(1) The confidential nature of the work cannot be overemphasized and the 
clerical staff should constantly be on guard so as not to give out confidential 
information, or allow other than staff members to see work being processed, 

(2) When regular proofreaders are not readily available and it is necessary 
for others to proofread material in a room where typists or other staff members 
are working, keep voices low so as not to disturb others working in the same room, 
and when reading confidential material (such as bills) be sure that other than 
staff members are not within hearing distance. 

(3) Be courteous and tactful in all dealings with the public, fellow employes, 
members of the legislature, and otherswith whom you come in contact. 

(4) Assume an equal share of the workload and take the work as it comes 
rather than choosing the preferred assignments, Work for the good of the group. 
The entire force must pull together to enable the Library to continue to give the 
highest possible type of service. 

(5) Do not hesitate to ask for work, or to ask questions when there is the 
slightest possible doubt as to the proper procedure. 

(6) Make accuracy your first consideration. Do your best, keep calm and do 
not resent having mistakes called to your attention, The drafting process is 
highly technical work and all drafts must be checked and proofread for accuracy 
and strict adherence to established procedures, 

(7) During the rush hours or deadlines, employes are expected to put in 
all the time necessary to accomplish the work. 

(a) Compensatory time will be granted for necessary extra time put in over 
and above the regular 40-hour week. 

(b) Holidays are not recognized as such during a legislative session but 
compensatory time will be granted for all hours worked on holidays, 

(8) Only members of the staff are allowed in the typists', record clerk's 
or proofreaders' rooms during the legislative session. Drafting files are con­
sidered confidential records and only the original requestor of a bill, or other 
legislative proposal, is permitted to see the file until after the proposal has 
been introduced, 
N01'E: See 1.01, Drafting Nanual, and 1.01 (5) for exceptions to this rule, 



- 2 -

1.02 Typing legislative propo~. 

(1) l'iultiple carbon sets, Seven-copy multiple carbon sets are supplied for 
typing bills, resolutions and substitute amendments, If a double run is required 
staple 2 sets together and do not remove staples or carbon until after the mater­
ial has been proofread and corrections, if any, have been made, 

(2) Corrections. Do not start with a fresh "set" every time an error is 
discovered. If an error is made make a light pencil check in the margin on the 
left hand side, finish typing the page, and then remove set, erase all copies and 
return set to machine for corrections. 

(3) Erasures. Erasures must be just as neat on carbons as on original copy. 
Use plastic type cleaner before erasing imprint on carbon copies to eliminate 
smudge, as carbon copies of legislative proposals are used for printer's copy, 
our "official", and for enrolling and engrossing, so all copies must be as neat 
and legible as the original copy. 

(4) Proofread amended sections. Always proofread all amended sections with 
the statutes or session laws before typing the material whenever the material is 
not being typed directly from the statutes or laws themselves. This will elimin­
ate the necessity of retyping the material, in many cases, as the material that 
is being amended must be written exactly as it appears in the law you are amending. 
Vlhenever material has been proofread, whether before or after typing, the proof­
readers' initials should be noted on the blue record sheet. 

(5) Check draft. Vihen time permits it is advisable to check through draft 
prior to typing material so that questionable points or instructions can be clear­
ed up. 

(6) Redrafts. Do not strike over or "ex" out material in bills or other 
legislative proposals unless it is an exceptionally rush job, However, if time 
element 1!1, involved and a "First Draft" is to be salvaged and made into a "Second 
Draft", the designation "First" may be exed out and "Second" substituted, and 
other minor corrections made in the same manner throughout the bill. Pages having 
more extensive corrections should be retyped. 

When destroying typed or partially typed copies of bills or other legis­
lative proposals,tear through the paper several times before disposing of same. 

(7) Additional copies or companion bills. Prepare original and 6 carbons 
of all measures, unless otherwise instructed by draftsman. Before starting to 
type a proposal check draftsman's instructions to ascertain whether additional 
copies are desired, whether the proposal is to be prepared for introduction in both 
houses, whether correct number has been placed on the draft and whether amended 
portions have been previously proofread. 

(8) Typing instructions. At top of first page, in upper left hand corner, 
type draftsman's initials, your initials and session year, thus: "llGT/hr/59"; 
in center "First Draft" or proper designation of draft; and in upper right hand 
corner type LRL file number. On all subsequent pages type the same initials, 
year and LRL file number but in center at top of page type the page number. (See 
exrunples of typed legislative proposals at end of clerical section of manual) 

(a) Drop down several lines and type identification of proposal, in solid 
caps, in center of page, thus: "A BILL"; "JOINT RESOLUTION NO. , A. (or S.); 
or "SUBSTITUTE M1ENDHENT NO. , A. (or S.) TO BILL NO. , A. (or s.) 11 • (Use the 
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1.02 (8) (a) (cont'd) 

printed amendment forms for all amendments except substitute amendments.) 

(b) Drop d01m 4 or 5 lines, indent 6 spaces and type title of proposal, 
double spacing between lihes throughout, except when typing explanatory or fiscal 
notes, which should be single spaced. Indent 6 spaces at beginning of each para­
graph and keep margins about one inch. Do not try to crowd entire proposal on 
a single page. 

(c) Regardless of length of proposal or whether proposal is one-half page or 
several pages long, after the last paragraph drop down several lines and write 
"(End)". 

(d) Take one draft at a time from the "copy basket" and after typing same 
place finished copy in "proofreaders' basket". If a bHl is unfinished at the 
end of the day return all material to the copy basket. 

1. Never place drafting material inside desks. 
2, Never separate drafting instructions and other pertinent data from in 

back of blue sheet. Draftsmen will place all material to be typed on top of 
the blue sheet and material should remain in that order. 

(e) After each proposal has been typed, the typist should note her initials 
on the blue record sheet, as the proposal may be revised or redrafted any number 
of times. 

(f) Typists should keep a running list, by LRL number, of the proposals they 
have typed, to assist record clerks in locating material while in process, 

(g) Typists may be called upon to "split" a bill that is lengthy and wanted 
in a hurry, As a consequence partially filled pages may appear in the center of 
a bill, When this happens, using pen and ink and a ruler, make a diagonal line 
from the last word on the page to the lower edge of the opposite side of the page, 
thus: 
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1.02 (cont'd) 

(9) Amendn1ents, Use printed amendment forms for typing all amendments using 
"A" forms for assembly amendments and "S" forms for senate amendments. 

Hist. note: Beginning with the 1959 session, the assembly will furnish 7-copycarbon 
"sets" for preparing assembly <l1flendments. 

(a) Check the amendment with the document it proposes to amend so that any 
questionable points can be clarified before typing same. 

(b) "Strike through" means to line through material so as to delete it from 
the law, and "strike out" means to delete the material from the proposal. 

(c) If the amendment inserts new material into the law be sure the new 
material is either underscored or identified as italicized material, unless the 
material is created or repealed and recreated. 
NOTE: See 8.01 and 8,02, Drafting 11anual. 

(10) Enacting clause. 
bill or substitute amendment 
it type it in as follows: 

The enacting clause must follow the title in every 
to a bill. If the draftsman has failed to include 

"The people of the state of Wisconsin, represented in senate and assembly, 
do enact as follows:" 

(ll) Capitalization. Capitalize only proper names in bills and amendments, 
but follow ordinary rules for capitalization in resolutions and other typewritten 
material, 
NOTE: See 2,02, Drafting Nanual, for exceptions to this rule, and 1.02 (18) and 
2.04, Clerical Manual. 

(12) Abbreviations. Ordinarily words are not abbreviated in the statutes, 
but there are a few exceptions to this rule. 

(a) Statutory references in the text of a bill may be abbreviated. 
Example: "as required ins. 42.01 (1) (d)," 

(b) References to other bills or resolutions n1ay be abbreviated. 
Example: "Bill No. 315, S." or11 Jt. Resolution No. 14, A." 

(c) References to federal laws or agencies may be abbreviated. 
Examples: "P. L. 651" or "78th congress". 

(d) IVhen runending or treating only the introductory paragraph of a section 
or part thereof of the statutes, the reference to the introductory paragraph may 
be abbreviated, thus : " ( intro, par. ) 11 , 

NOTE: For other examples see 2,02, 2.03 and 4.01, Drafting Manual, 

(13) Arabic numerals, Arabic numerals are used for definite amounts in the 
statutes and in bills. 
NOTE: For detailed instructions for writing numbers, dates, measures, time, etc., 
see 2.01 and 4,07, Drafting Manual. 

(14) Striking and scoring. When amending sections of the statutes, the parts 
that are to be omitted or changed must be written in first and stricken through 
and all material that is new or added must be underscored, thus: 
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1.02 (14) (cont'd) 

"Registrations recorded under :l;l!;i,s-Beat~9l'l these sections ••• " (The new 
material always follows the stricken material, Never reverse this order.) 

When making corrections, such as substituting Arabic numerals for numbers 
written out, transposing references and dates, etc., it is unnecessary to strike 
through the material first and score the corrected form of reference, number, etc., 
since they actually remain unchanged, and the meaning is the same, 
HOTE: See 4. 07, Drafting Hanual. 

If there is any change in the reference, number, date, etc., first w-rite 
the material, in exactly the same form as it appears in the present law, strike 
through the material and underscore the change, thus: 

II ... 
(15) Section titles, Nhen amending sections, subsections or paragraphs of 

the statutes, the titles are not typed in unless there is a change or revision 
of the title itself. If the section title is changed simply type it in as though 
it was created, Section titles are typed in solid caps, thus: "GOVERNHENT AIDS"; 
subsection titles with initial cap and double underscore, thus: 11 Special pro­
visions"; and paragraph titles with initial cap and single underscore, thus:­
~a:kwaters, piers and dams," 
NOTE: See 4.05 and 4.06, Drafting l1Ianual. 

(16) Sections of the bill are shown in solid caps, thus: "SECTION 2.", but 
a section of the statutes, referred to in the text of the bill is written 
"s. 93.07." If there is only one section to the bill, the section remains un­
numbered, 
NOTE: See 2.03 (1), Drafting Hanual. 

(17) Resolutions and Jt. Resolutions. 1~en typing resolutions the first word 
following the "resolving clause" is initial capped but the first word following 
the "Whereas 11 is not, i. e. : 

"Resolved by the assembly, Ihat the attorney general ••• " 
"Whereas, our state institutions are ••• " or 
"Resolved by the senate, the assembly concurring, that there be 11 

The resolving clause in substitute amendments to joint resolutions retain 
the same sequence as in the original resolution even though introduced in the 
second house. 

(18) Amending the constitution, Use the same style as is presently used 
in the constitution and disregard drafting rules for writing numbers, words, etc., 
when typing Jt. Resolutions amending the constitution. 
NOTE: See sec. 16, Drafting Hanual. 

(19) Correction basket. When a bill or other legislative proposal has been 
typed and proofread it is returned to "correction basket" if there are any errors, 
and the typist who originally typed the proposal should make her own corrections, 
unless of course time is involved, in which case others may be asked to assist. 

(20) Typing from statutes, "'/hen typing or proofreading a bill that amends 
the statutes, session laws, or court laws (in annotations), be sure to use the 
correct numbered volume referred to by the draftsman, as single words or short 
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1.02 (20) (cont'd) 

rev~SJ.ons are often written in, in pencil, by the draftsman. 
NOTE: See 1.04 (4), Drafting ilanual. 

(21) Assist with proofreading. If typing baskets are nearly empty but the 
proofreaders' basket is full, typists may assist with proofreading, until such 
time as the typing basket indicates they should return to their typing, or if a 
proposal is a rush bill and proofreaders also have rush assignments, then typists 
should proof their own copy with another typist. 

(22) Red tickets. Red tickets will be attached to proposa1s that should 
be rushed through as fast as possible. Usually draftsmen will note "wanted by 
9:30a.m." or some such information on the draft, and every effort should be made 
to process these rush assignments within the time stipulated, Check through the 
typing baskets to pick out the material with red tickets as they sometimes are 
buried, 

(23) Omission or error in draft. Familiarization with various legislative 
documents, drafting forms and general drafting rules will assist the typists to 
spot obvious errors in the draft, If an error is apparent consult the chief clerk 
or draftsman involved, but do not make any changes in draft without first consult­
ing either the draftsman or chief clerk, 

(24) Correspondence and reference material, One or more typists will be 
assigned to watch the correspondence and regular typing baskets. Red tickets will 
also be attached to this material if time element is involved, and these baskets 
should be checked at least twice daily in order to meet deadlines, 

(25) Related work assignments. Typists are expected to assist wherever 
workload warrants and should become thoroughly familiar with rules for proofread­
ers as well as clerical procedures, 

1.03 Processing drafting reguests. All drafting requests, whether for 
bills, resolutions or amendments are placed in "request basket" in record clerk's 
room and should be assigned LRL file numbers and recorded as soon after receipt 
as possible, The yellow request sheet, prepared by draftsman, should have all the 
information needed to prepare: 

(l) Request card. On numbered white index card (in file folder) type name 
of legislator, committee or agent making request, giving surname first, then 
initial or Christian name if 2 or more legislators have the same surname, and in 
upper right hand corner "S" or "A", depending on whether measure is for member 
or committee of senate or assembly. (Check legislative directory for correct 
name of members and committee). In center of card identify the proposal. 

If the requestor is not a legislator ( or not for legislative committee) 
consult the list of legal counsel or representatives of departments and agencies 
who are authorized to have proposals drafted. 

(2) Blue and white record sheets. Type short identification of proposal 
across top of both blue and white sheets; date received and name or initials of 
draftsman, if known, and any special instructions, on blue sheet; and name of 
requestor, date received and draftsman, if known, on white sheet, 
NOTE: See examples of preparing drafting request forms under (3). 
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l.OJ (cont'd) 

(J) Examples for preparing drafting reguest forms, 

(a) Reguest cards. 

l, Reguest card for a bill 
~32 Peterson, J. A. 

Semiannual payment of taxes 

J, Re 
(1_014 

uest for an amendment 
Budget & Accounts 

(Giessel) 

Arndt, No, , S, to Bill No, lJl, A 

A 

s 

(b) Blue and white record sheets. 

l. Blue record sheet 
Semiannual payment of taxes 

umber 432 Date 1/2/59 
pee. Instructions (see our No. J9) 

ist 
roofreaders _____ 
ate submitted 
ate delivered 
emarks: 

Supplemental Instr.) 

A 

Fiscal Data: * 

*Revised form (D-309) Sept. '58 

2. Reguest card for Jt. Resolution . 
1046 Finance, Jt, Com. S j' 

(Lenroot) 

Jt, Res, No. ,S., relating to a join 
I 

session I 
I 

4, Re uest for a substitute amendment 
1802 Jones, John A. A 

Sub, Arndt, No. , A, to Jt. Res, 4, A 

2, White record sheet 
Semiannual payment of taxes A 

Name J. A. Peterson 
Number 432 
Date Received l/2/59 
Draftsman 

Hist. note: D-309 Revised for 1959 session, to show additional data for required 
fiscal notes, to replace separate form, previously used. 
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1.03 (cont'd) 

(4) Filing requests. After preparing cards and other forms (as shown in (3)) 
note file number (in red pencil) on yellow request sheet and staple to back of blue 
request sheet, together with any correspondence, drafts or other instructions sub­
mitted with request and place all material in file folder, unless draftsman has 
been assigned; place white request sheet at back of folder; and place folder in file 
section "To be drafted.". File index card in "active" card file under member's, 
committee's or agency's name, 

(a) If the draftsman has already drafted the proposal he will write "Ready" 
across top of request sheet, in which case prepare request forms as above but 
place request sheet in back of blue sheet and "draft" on top of blue sheet, and 
put draft in chief clerk's basket; put white request sheet in folder and file 
folder in section "Being drafted"; and file card in active card file. 

(b) If draftsman has requested that the request be returned to him for draft­
ing, enter request, as above, noting draftsman's name or initials on both blue and 
white request sheets, ·return blue sheet and all supporting data, with blue request 
sheet on top, to the draftsman requesting same; put white request sheet in file 
folder and file folder in section "Being drafted";and file card in active card file. 

(c) Requests for "title only" should not be processed as regular requests. 
Draftsmen will prepare one copy of title on form D-312 and place same in request 
basket, File titles alphabetically, by member or committee name, for each house, 
but do not otherwise record or prepare file folder until complete instructions 
for drafting proposal have been received. 

(d) When instructions are received for filling title reguests the draftsman 
will prepare yellow request sheet ancl will make notation on same "inStructions for 
'filling title request", Identify request for title on form D-Jl2 from "Subject" 
on yellow request form and proceed as for regular or new requests, and place 
original title request in file folder. 

1.04 Processing reguests. Ordinarily only the Chief assigns drafting requests 
to draftsman, but in· his absence or on particularly rush assignments, the chief clerk 
may also make assignments, During rush periods drafting requests not assigned 
should be checked through at least once a day and those requests having a specific 
deadline date should be given to the chief for assignment. 

(1) Being drafted. When a draftsman has been assigned to draft a proposal 
his name or initials should be shown on £Qih the blue and white request sheets 
and the blue request sheet together with all supporting data on the proposal given 
to the draftsman. The file folder containing white request sheet should then be 
placed in file section "Being drafted." Since the white reguest sheet is usually 
the only paper that remains in the file while proposal is being processed, it is 
most important to have draftsman's name on this sheet to facilitate locating the 
draft while in process. Never remove entire folder from the files, 

(2) Review of draft. After proposal is drafted it is placed in chief clerk's 
basket for final review before being typed, and a blue check mark or chief clerk's 
initials on blue record sheet will indicate the proposal has been reviewed, 

(3) Being typed. When draft is ready for typing it is placed in "copy 
basket" in typist's room, together with blue sheet and all supporting papers, 
After proposal has been typed it is placed in "proofreaders' basket" who in 
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turn place proposal in "correction basket" if any errors are found in copy. 
After copy has been corrected it is returned to "proofreaders' basket" as they are 
responsible for checking corrections and assembling the dra.ft. 

(4) Submitting draft. oJhen the draft has been assembled it is returned to 
record clerk's room and placed in file section "to be submitted". This section 
should be checked at least once a week, preferably on Thursday or Friday, and 
oftener when time permits, so that copies of all bills, resolutions and substitute 
amendments can be submitted to the requestor for approval. .~nendments are not 
usually submitted. If the proposal requires a fiscal note that fact should be 
noted on the draft as the proposal cannot be prepared for introduction until the 
"FN" has been obtained and the requestor has approved it. After the copy has been 
submitted, note the date of submittal on blue request sheet and place folder in 
"submitted" section, 

(5) Fiscal notes. Before submitting a proposal check blue request sheet to 
see whether or not fiscal note is required; if so stamp "Fiscal note required" 
on face of carbon copy before submitting same, and "FN" on tab of file folder. 
lrJ'aen requestor has approved the draft and given ins-tructions to ·obtain the fiscal 
note, and then only, send one copy of the draft to Budget and Accounts for the 
fiscal note and stamp "FN" on member's card. ·File folder in section "Fiscal notes 
pending." lrJhen fiscal note is returned send notice to requestor (Form D-321), 
record date received in "checklist" of fiscal notes, put fiscal note in proper 
folder, and checkmark on member's card to show FN received. 

1.05 Preparing measures for introduction, lrJhen requestor has approved the 
draft (and fiscal note, if measures requires same) and requests the measure be 
prepared for introduction, first ascertain in which house the measure is to be 
introduced, using ~ backs and jackets for assembly measures and white for 
senate. 

(1) Bills. Type complete title on "bill" jacket; back original copy with 
printed "original" back; lst carbon with "printer's back"; 2nd carbon vJith pink 
"official copy" back, which is our file copy and remains in the folder; note our 
file number, in red, at upper right hand side of "original"copy, on our "official" 
copy, and on inside flap of "jacket". Stamp "FN" on upper left hand corner of 
~acket and staple original, signed copy of fiscal note at end of original copy of 
draft (if one is required), also at end of printer's copy and onto our "official" 
copy. On printer's copy of fiscal note strike out any additional material in 
heading of note, except the words "Fiscal Note"; and at end of note strike out 
the signature after the name of the department preparing the note. 

Place original copy of draft on top, 2 carbons in center, and printer's 
copy last; staple "set" together with printed "notice" and our "numbered" card 
en top. (Attach extra carbon on back for assembly measures, if available, for the 
press.) Insert "set" in jacket, place jacket in file folder and the folder in 
section "Ready for delivery". Note red "R" on member's card to show measure is 
ready. 

(2) Resolutions, Both joint resolutions and simple resolutions are prepared 
for introduction in the same manner as bills, except use proper resolution or 
joint resolution jackets and backs. 

(3) Subf:~itute amendments. Substitute amendments do not require jackets but 
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1.05 (3) (cont'd) 

do require proper substitute amendment backs. Back the same as for bills. 

(4) Amendments. Simple amendments do not require backing or jackets, but 
are typed on printed amendment forms, and original and 4 carbons clipped together 
with our "numbered" card stapled on top. 

(5) Petitions. Petitions are simply backed with proper petition backs, 
after names have been counted and substance of petition typed on petition back. 
Only one copy is delivered and we do not keep copies or record of petitions, 

1.06 Delivery of bills. Bills and other legislative proposals should be 
delivered only to members for whom they were prepared and signatures must be obtain­
ed on blue record sheet to attest delivery. liembers frequently send messengers 
and legislative clerks for their proposals, and if it is definitely known that 
they are legislative employes, delivery may be made and signatures of agents or 
representatives obtained on blue record sheet, thus: "Senator------~------
by " or "Judiciary Committee, by-------- 11 

(1) If proposal requires a fiscal note the measure cannot be "jacketed" or 
delivered until fiscal note has been approved and blue sheet signed or initialed 
to show approval of the note. 

(2) Persons delivering bills must be instructed to obtain member's signature 
on blue record sheet to avoid delivery to wrong member. If draftsmen deliver bills 
and do not obtain member's signature, draftsmen should sign their own name and 
note date and place of delivery on blue sheet. 

(J) After a bill has been delivered, request card is removed from active 
file and clipped to corresponding folder and placed in the "delivered 11 basket, 

(a) The folder is then checked for completeness of all records, date of del­
ivery noted on blue sheet, number cards checked for legislative number of the 
proposal, and legislative number noted on both file folder and member's card. 
Note on "number" card whether it was introduced in senate "S" or assembly "A". 

(b) Cards are then filed in member's delivered card file and the number 
cards filed in numerical order for ready cross reference. 

(c) Hhen the measure has been introduced, and the number card has been return­
ed, the folder is filed in delivered bill file by bill or resolution number. All 
delivered amendments should be filed immediately by bill or resolution number, 
and the legislative number affixed when number card is returned, 

(d) Folders for bills, resolutions, etc., delivered but not identified 
by their legislative number (except amendments) should be filed in a separate 
drawer by LRL file number until the measure has been introduced and assigned a 
legislative number. 

(e) \~en a bill is returned for correction or redraft, request card is 
returned to active file and corresponding folder also returned to file "Being 
drafted" or "1'o be drafted" as the case may be. 
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1.07 Naintaining st~.iute card index file. After the session has gotten under 
way the revisor's office prepares (in duplicate) separate cards for each section, 
or part thereof, of the statutes, prior session laws, and constitution, affected 
by bills or resolutions introduced (blue cards), enactments (;;hite cards), and 
recommended or adopted changes in statutory rules of pleading and practice (orange 
cards), The duplicate copies of these cards are prepared for LRL and should be 
interfiled upon receipt of same in order to maintain as current a file as possible. 

(1) Enactments (white cards) are filed in a separate drawer with decimal 
numbered sections of the statutes affected filed first, then amendments to the 
constitution, and lastly amendments to the session laws. File statutory sections 
affected in numerical order by section number, subsection number and then para­
graph; amendments to the constitution by article number and then section number; 
and amendments to session laws by the year, chapter number and then section number. 

(2) Section numbers affected by bills introduced (blue cards) are filed 
first, then amendments to the constitution, and lastly sessi<Dn laws (same as in (a)). 

(3) Changes in statutory rules of pleading. and practice (orange cards) are 
filed with the blue cards until date they become effective (60 days after adoption) 
and are then interfiled with white cards to show enactment. 

(4) After filing each group of cards received, make notation on card file 
as to last date of bills introduced, covered by cards, or last enactment. 
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2. PROOFREADERS. 

2.01 Responsibil~. During a legislative session a great deal of respon­
sibility falls on the proofreaders, as they must read and check all drafted mater­
ial prepared by 5 or more draftsmen and 5 or 6 typists; they must also proof and 
check reference and other material emanating from the library. They must be 
thoroughly familiar with clerical rules and drafting procedures and must be able 
to detect errors in spelling or grammatical construction. 

Speed is desirable when proofing material but accuracy is more important. 
Proofreaders must enunciate clearly, differentiate between J!:ffect and ~ffect, 
singular and plural wot-ds, must be as alert vihile being read to as while reading, 
and must remember numerous detail pertaining to drafting procedures, while reading 
material, but must not attempt to analyze the text of the material while proof­
reading. 

Since legislative proposals are reviewed before being typed and the proof­
readers are responsible for the final checking, it is imperative that the drafting 
instructions are carefully followed to be certain the typists haven't omitted an 
insert or misunderstood instructions. 
NOTE: See glossary of terms and publications in sec. 1.06, Drafting Nanual. 

2.02 Material ready for proofing, Proofreaders should constantly check 
"proofreaders' basket" in typist's room for material ready to be proofread, 11}cush" 
material, identified by a red ticket, should be processed first and promptly 
returned to "correction" basket, record clerk's room or library, The red tickets 
should remain on material throughout the process, If a specific time or date is 
noted on material, every effort should be made to meet such deadline. 

2.03 Amending session laus, W11en proofreading bills that amend the session 
laus, always proof against the last amending session law, If the draftsman hasn't 
put the copy with the draft, locate the correct copy in the drafting room, and 
return all statutes, session laws, and other documents to the drafting room as 
soon as possible after proofing the material, so they will be available for 
further use, Always check drafting instructions to be sure you have the correct 
copy, as draftsman will indicate copy number on the draft. 

2.04 Amending the constitution. Amendments to the constitution are written 
in the same style as it now appears and drafting rules regarding use of Arabic 
numerals, transposing date, etc., should not be applied, 
NOTE: See sec. 8, Drafting Hanual, 

2.05 Simple amendments. Always check amendments to bills, resolutions, etc., 
against the bill, resolution or amendment that it proposes to amend. If the printed 
bill or proposal is not available, check against the typewritten copy, in which case 
the amendment should indicate "typewritten copy" rather than the "printed copy." 
NOTE: See sec. 8, Drafting Hanual. 

2,06 Corrections. When in doubt as to the correctness of any material in bills.. 
amendments, etc., consult the chief clerk, or proper draftsman, for approval for 
any changes or corrections. Do not make any changes in the draft without first ob­
taining approval of the correction. 
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2.06 (cont'd) 

(l) For typists' corrections make small pencil check in margin, very lightly 
so that it can be easily erased after typist makes the correction and the correct­
ion has been carefully checked by proofreaders. 

(2) If the correction is very minor, such as inserting a cor:nna or other 
punctuation, and proofreaders are absolutely sure of the correction, they may make 
such minor corrections, neatly, in pen and ink, on all copies. For more extensive 
corrections return all material to "correction" basket so that typists can make 
corrections on typewriter. If the corrections are extensive enough to warrant 
retyping the proofreaders may suggest same, but attach a penciled note to draft, 
or write it in above perforation on carbon "sets", but do not write corrections 
or suggestions on typewritten copy, as time may not permit retyping. 

(3) Proofreaders working evening hours should be very explicit whem noting 
any questionable points or corrections in a draft, as they are seldom available 
for explanations the next day, when the corrections are being made. 

2.07 Assembling material. Hhen using carbon "sets" typists should leave 
carbon in sets until corrections (if any) have been made and material returned to 
proofreaders. After material has been corrected proofreaders should check cor­
rections, on all copies if sets have not been used, and then assemble material, 
stapling each set together in upper left hand corner. Staple draftsman's copy 
of draft to back of blue request sheet. 
NOTE: See 2.08, for order of drafting record. 

2.08 Order of drafting record. Ordinarily the typists or proofreaders are 
not required to go beyond the blue request sheet for material involved in the 
particular draft they are concerned with, as draftsmen place all instructions for 
§ach version of the proposal on top of the blue sheet. However, if the material 
has become separated and when assembling additional material in back of the blue 
sheet, the sequence of the material should be as follows: 

(l) Blue request sheet; 
(2) Yellow request sheet; 
(3) Letters or other instructions or material pertinent to 1st draft; 
(4) Complete draftsman's copy of lst draft; 
(5) Typewritten copy of 1st draft (if there is a subsequent draft); 
(6) Any correspondence or other instructions for 2nd draft; 
(?) Draftsman's copy of 2nd draft; 
(8) Typewritten copy of 2nd draft (if there is a 3rd draft); 
(9) Any correspondence or other instructions for 3rd draft; 
(10) Draftsman's copy of 3rd draft; 
(11) Typewritten copy of 3rd draft (if there is a 4th draft), etc., etc. 

Do not destroy additional copies of drafts not used as the files will be 
checked, and extra copies disposed of, after the close of the session. 

2.09 Keep record. Proofreaders should keep a running record of the pro­
posals \vhich they have read. Record the date, our file number, whether proposal 
was original or subsequent draft, and some notation as to whether material was 
returned for correction, so that r.1aterial can be located while in process. 

2.10 Related work assignments. 1ffuenever workload warrants, proofreaders 
are expected to assist with other clerical duties. 



- 14 -

3. PETITIONS. 

3.01 Procedure. No official entry is 1aade of petitions. Count the total 
number of names on petitions and give to the Chief or a draftsman, who will pre­
pare a descriptive title for same. 

3.02 Forms. Type title on proper petition form, white for senate and blue 
for assembly, and staple form on back of petition. Fold and place rubber band 
around petition and place it in front of "Petitions" section of the bill file, 
NOTE: See 18.04, Drafting Manual, for proper form of Petition. 

4. PEHNANENT RECORD BILL FILES. 

4.01 Uncalled for pronosals. After the close of the session check through 
all pending file drawers and file all uncalled for or undelivered amendments and 
substitute amendments with the bill or resolution which they amend. File all un­
called for bills and other requests in numerical order in delivered files and 
make notation "uncalled for" on blue record sheet, as well as on member's card. 

4.02 Chapters. Pull bill files (and maenclments thereto) for all bills that 
became law. Check through all drafting records to insure proper order. (See 
2.08, Clerical Nanual, for order of drafting record). Fasten all instructions 
for adopted amendments to back of instructions for original measure and "official" 
copies of adopted amendments to back of "official" copy of original measure; 
instructions for all rejected amendments together; "official" copies of all re­
jected amendments together; and instructions and official copies of all those not 
introduced or not called for, together. Note Bill number and Amendment number 
on official copies, and the chapter number and session year on tab of folder. 
(Note SS and year, if for special session). 

4.03 Bills not enacted. Follow the same procedure as for bills enacted 
except write "Bill No. , S (or A) on tab of folder, and year, and file senate 
bills after the chapters, then assembly bills, 

4.04 Resolutions. Prepare joint resolution and resolution files the same 
as for bills and chapter files and file senate joint resolutions after the 
assembly bills, then assembly joint resolutions; senate resolutions and then 
assembly resolutions. The balance of the request files remain in numerical 
order by our request number. 

5. EXAMPLES OF VARIOUS TYPES OF PROPOSALS. See pages 15 to 33 for examples of 
various types of proposals. 



MT/hr/ ')7 First Draft LRL I;Ol 

A BILL 

To amend 47,095 of the statutes, relating to membership of the advisor'' 

committee for visually handicapped persons. 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

47,095 of the statutes is amended to read: 

47.095 There shall be created -~- an advisory semmitteeg committee 

of the blind eaes to be composed of -~- 6 members. QRe-aQeR Said committee 

shall act as an advisory committee to the board of public welfareT-aR4-t9e 

~RePeafteP-eae9-mem9eP-s9all-9e-appeiRte4-feP-a-tePm-ef-~-yeaPs its committee 

members for terms of 6 years with 2 members appointed every other year. 

(End) 

(Example of a bill to amend a section of the statutes but containing only 
one section) 
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SUBSTITUTE AllENDHENT NO. , S., TO BILL NO. 444, 3. 

To repeal 129,05 (:3); to renumber and amend 130.065 (6); to amend 

130~065 (1), (2) (intra, par.) and (a); and to create 130.065 (6) of the statutes, 

relating to sales by transient merchants, and providing a penalty. 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION 1, 129,05 (3) of the statutes is repealed, 

SECTION 2. 130.065 (1), (2) (intra, par,) and (a) of the statutes are 

amended to read: 

130.065 (1) In addition to ~ae-Pe~Y~PemeR~s-e£ s. 129,05 ••• 

SECTION 3. 130.065 (6) of the statutes is renumbered 130,065 (12) and 

amended to read: 

130.065 (12) 1rJhoever violates aRJ'-flPev~a~eR-e£ this section ... 
SECTION 4. 130.065 (6) of the statutes is created to read: 

130.065 (6) Clerk to notify sheriff and district attorney. When any 

such license is issued the clerk shall notify the sheriff and district attorney, 

who shall take all necessary steps to enforce this section. 

(End) 

(Example of a substitute amendment to a bill, containing several sections and 
showing various treatments.) 
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!1R/r';/ 57 First Draft LFtL 600 

Al1ENDI'1ENT NO. , s. t 

TO BILL NO. 183, A. 

Offered by ----------------------------------~-------------------

Amend the bill, as printed, as follows: 

1. In line 10, substitute "$100 11 for ";~200", and "$200" for "$500". 

2. In line 10, strike through "or by imprisonment" and after such 

stricken material insert "and shall be imprisoned". 

). In line 11, strike through "30" and after such stricken material 

insert "10". 

4. In line 11, strike through "or both", 

5. In lines 19 and 20, restore all the stricken material and strike out 

all the italicized material. 

(End) 

(Example of a simple amendment to illustrate striking through and striking 
out material in a one page bill) 

- 17-



CC/ab/5? 

Offered by ------

First Draf-~ 

AHENDNENT NO. ' s .. , 

TO AHENDI~ENT NO. 4 , A , , 

TO BILL NO. 706, S. 

Amend the typewritten amendment No.4, A., as follows: 

l. On page l, strike out all of paragraphs l and 2. 

LRL 702 

2. On page l, in the second line of paragraph 3, strike out "139.51 (9)" 

and in lieu thereof insert "71.18 11 , 

3. On pages 2, 3 and 4 strike out all of the material in paragraph 6 and 

in lieu thereof insert: 

"SECTION 2, 71.18 of the statutes is created to read: 

71.18 E~IERGENCY INCOME TAX. (l) There is levied and there shall be 

assessed, collected and paid, in addition to all other tax ... ". 

(End) 

(Example of an amendment to amend an &~endment adopted in the 2nd house) 
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First Draft LRL 877 

RESOLUTION NO. , S. 

Requesting an opinion of the attorney general as to the time and manner 

in which the amendment to article XI, section J, of the constitution, will take 

effect. 

Resolved by the senate, That the attorney general is requested to render 

an opinion to the senate at an early date in regard to the time and manner in 

which the amendment to article XI, section J, of the constitution, will take 

effect. The attention of the attorney general is directed to the paragraph on 

page J, lines 15 and 16 of Joint Resolution No. 18, A., (1955) which provides 

that the change contemplated shall take effect with the assessment rnade May 1, 

1955, which paragraph is apparently not part of the amendment and is not part 

of the statutes; and specific inquiry is made as to whether such paragraph is 

a nullity; and, be it further 

Resolved, That specific inquiry is made as to whether a school district 

may forthwith borrow on the basis of the equalized value as last established; 

and if not, what steps must be taken before such borrowing may be based on 

the equalized value. 

(End) 

(Example of a simple resolution, the desire of one house only.) 
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SUBSTITUTE AhENDMEIJT NO. , S., TO JOINT RESOLUTION NO. 2, A. 

To amend article VI, section 9, of the constitution, relating to filling 

vacancies in the offices of supreme court justice and circuit judge. 

Resolved by the assembly, the senate concurring, That section 9 of 

article VI of the constitution be amended and that ••• to read: 

(Article VI) Section 9. When a vacancy shall happen in the office of 

judge of the supreme or circuit courts, such vacancy shall be filled ey-aR 

appe~R~meat-eg-tae-gevePReP as provided in section 27 of this article. Be it 

further 

Resolved, That this proposed amendment be and it is hereby referred to 

the legislature to be chosen at the next general election, and that the same 

be published for J months previous to the time of holding such election. 

(End) 

(Example of a substitute amendment in 2nd house, to amend the constitution, 
and for first consideration.) 
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JOINT RESOLUTION NO. , S. 

To amend article XI, section )a, of the constitution, relating to the 

powers of certain subdivisions to acquire land for special purposes. 

Whereas, at the general session of the legislature in the year 1955 

an 2~endment to the constitution was proposed and agreed to by a majority of 

the members elected to each of the 2 houses, which proposed amendment read 

as follows: 

"(Article XI) Section )a, ACQUISITION OF LANDS BY STATE AND ~;i;~l;J,i;:l 

SUBDIVI§IONS. The state or any of its counties, cities. towns or villages 

may acquire by gift, dedication, purchase, or condemnation lands for establish-

ing, laying out ••• 11 Now, therefore, be it 

Resolved by the senate, the assembly concurring, That the foregoing amend-

ment to the constitution is agreed to by this legislature; and, be it further 

Resolved, That the foregoing proposed &nendment be submitted to a vote 

of the people at the elj:lction to be held on the first Tuesday in April 195_, 

and if a majority of the voters voting thereon approve this amendment, it shall 

become a part of the constitution of the state; and, be it further 

Resolved, That the question of the ratification of the foregoing amend-

ment be stated on the ballot as follows: 

"Shall section )a of article XI of the state constitution be araended so 

that counties, towns or villages may acquire " ... 
(End) 

(Example of a joint resolution to amend the constitution, and for ~~ 
consideration) 
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JOINT RESOLUTION NO. , A. 

To amend article VIII, section 10, of the constitution, relating to 

internal improvements, so as in effect to repeal said section, 

Resolved by the assembly, the senate concurring, That section 10 of 

article VIII of the constitution be amended to read: 

(Article VIII) Section 10. Wke-etate-ekall-BeveP-eeBtFaet-&Ay-ae~t-

Be it further 

Resolved, That the foregoing proposed amendment be published for 3 months 

preceding the next general election, and is hereb,y referred to the legislature 

to be chosen at such election, 

(End) 

(Example of a joint resolution to amend the constitution so as in effect to 
repeal said section, and for ~ consideration) 
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A BILL 

To create 100.05 of the statutes, relating to the licensing and bonding 

of cheese dealers,.and to increase the appropriation in 20.140 (1) of the 

statutes. 

The people of the state of \lisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l. The appropriation in 20.140 (l) of the statutes, as affected 

by the laws of 1959, is increased by addin~ the following amounts: 

Agriculture, department of 20.140 

General administration (l) 

Personal services, bonus 

Personal services, basic 

Naterials and expense 

·s 

1959-60 1960-61 

($9,600) ($9,840) 

1,680 s 1,680 

5,820 6,060 

2,100 2,100 

for the purpose of providing funds for the administration of section 100.05 

of the statutes, 

SECTION 2. 100.05 of the statutes is created to read: 

100.05 CHEESE DEALERS; LICENSING. (1) "Cheese dealer" is any person 

who purchases cheese from the manufacturer thereof for the purpose of ••• 

SECTION }. SECTION 1 of this act shall take effect July 1, 1959 and 

SECTION 2 shall take effect October 1, 1959. 

(End) 

(Example of a bill to increase the amount of an existing appropriation, and 
also create a new section of the statutes; includes effective date of act) 
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A BILL 

To amend 20,005 (2) (a) (line 879) and 20.850 (ll); and to repeal and 

recreate 41.21 (l) (b) of the statutes, relating to state aids for schools of 

vocational and adult education, and making an appropriation. 

The people of the state of \iisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l. 20.005 (2) (a) (line 879) of the statutes is amended to read: 

20.005 (2) (a) 

879. State aid, voc. and adult education (ll) 

1957-58 

4;?0;-000 

975,000 

SECTION 2. 20.850 (ll) of the statutes is amended to read: 

1958-59 

975,000 

20.850 (ll) Annually, beginning July l, ~944;--~4;;0;-000 1957, ~975,000 

for state aid for schools of vocational and adult education established and 

maintained pursuant to s. 41.15 .•• 

SECTION 3. 41.21 (l) (b) of the statutes is repealed and re~reated 

to read: 

41.21 (1) (b) If it ajJpears from such report that such school has been 

mainta,ined pursuant to law, in a manner satisfactory to the state board ••• 

NOTE: State aid to schools of vocational and adult education in 1913-14 
t<as approximately 32 per cent of total disbursements and 58 per cent of the 
cost of instruction. In 1954-55 state aid was approximatelc' 5 per cent of total 
,-]isbursements and 9 per cent of the cost of instruction. 

(:Snd) 

(Example of' a bill that amends the appropriation section and the schedule 
and also carries an explanatory note) 
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A BILL 

To create subchapter IIIA of chapter 15 (title), 15,535, 20.005 (1 ) (b) 

(lines 155a to 155d) and 20.02 (9) of the statutes, relating to the division of 

economic development and making an appropriation. 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l, A subchapter is added to chapter 15 of the statutes to be 

numbered and entitled: 

SUBCHAPTER IIIA 

DIVISION OF ECONOi1IC DEVJ<,1,0PNENT 

SECTION 2. 15,535 of the statutes is created to read: 

15.535 DIVISION OF ECONONIC DEVELOP!·1ENT. (1) Creation, There is created 

a division of economic development in the executive department in charge of a 

director, 

(2) Director. The director shall be appointed by the governor for an 

indeterminate term and shall be paid ••• 

SECTION 3, 20,005 (1) (b) (lines 155a to 155d) of the statutes are 

created to read: 

20,005 (1) (b) 1955-56 1956-57 

155a, Division of economic development (9) ($28,880) ($41,460) 

l55b. Personal services 23,580 36,160 

155c. ~1aterial and expense 4,300 4,800 

155d. Capital outlay 500 500 

SECTION 4. 20,02 (9) of the statutes is created to read: 

20.02 (9) Division of economic development. On July 1, 1955, $28,880 

and on July 1, 1956, $41,460 for the execution of ••• 

(End) 
(Example of a bill carrying an appropriation and creating a new subchapter) 
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N'I;/hs/59 Second draft Li1L .5441 

A BILL 

To repeal 14.78 and subchapter IliA of chapter 15; to renumber 100,01 

to 100.13; to amend chapter 100 (title); and to create 100,01 and chapter 3.50 

of the statutes, relating to the abolition of certain functions of various agencies 

and the creation of a state department of commerce and economic development. 

The people of the state of \'hsconsin, represented in senate and assembly, 

do enact as follows: 

... 

SECTION l. 14.78 of the statutes is repealed. 

SECTION 2, 

SECTION 3. 

Subchapter III"A of chapter 15 of the statutes is repealed. 

Chapter 100 (title) of the statutes is amended to read: 

CHAPTE.'( ;).00. 

l\lAlUI;ll:'!;;!;I!(:O-WARl':ll:QlJ:3E:37 TRADE PRACTICES. 

SECTION 4, 100.01 to 100.13 of the statutes are renumbered 94.81 to 94.93. 

SECTION 5. 100.01 of the statutes is created to read: 

100.01 DEJ<'INITIONS. As used in this chapter: 

(l) "Department" means the department of commerce and economic development • 

SECTION 6. Chapter 350 of the statutes is created to read: 

CHAPTER 350. 

DEPARTi'1ENT OF COHI;ERCE Ai'JD ECl•HOlHC DEV~'LOPHENT. 

350.01 PURPOSE. The increased emphasis on the economic development of 

the state necessitates that the state functions which facilitate such ••• 

350.02 DEPARThEi-IT CREATED. There is created a department of ... 
350,03 ADVISORY COi•JEITTEES, There are created the following advisory 

committees: 

(l) Advisory committee on industrial development, To advise the ••• 

(End) 

(Example of a bill showing various treatments of chapter titles) 
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GG/pr/59 First Draft 

SUBSTITUTE A! !FJI!DNENT NO. , A. , TO BILL NO. 42, S. 

To repeal 13.52 and·l6,352 (2); to amend 6.29 (l) and 15.15 (?), as amend-

ed by chapter 53, laws of l959,of the statutes; and to create section 23m of 

chapter 139, laws of 1951, for the purpose of clarifying the language, reconciling 

conflicts and supplying omissions. 

The people of the state of tvisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l. 6.29 (l) of the statutes is amended to read: 

6.29 (l) Each county clerk shall send the ballots printed pursuant to 

his order to the proper town, village and city clerks in his county, so as to ••• 

SECTION 2. 13,52 of the statutes is repealed. 

SECTION 3. 15.15 (?) of the statutes, as amended by chapter 53, laws of 

1959, is amended to read: 

15.15 (?) Receive, examine, determine and audit claims, duly certified ••• 

SECTION 4. 16,352 (2) of the statutes is repealed., 

SECTION 5. Chapter 139, laws of 1951, section 23m, is created to ·read: 

(Chapter 139, laws of 1951) Section 2Jm, The deputy clerks of the said 

superior court shall subscribe to the oath of office prescribed in the constitu-

tion. They shall serve at the will of the clerk of said court and be subject to 

removal by said clerk, with the approval of the judge of said court, 

The clerk or deputy clerk shall make and keep the records ... (1) 

(2) The deputy clerks shall have the power to administer oaths, ••• 

(End) 

(Example of a bill containing statutory sections, treatment by prior acts of 
the same legislature and treatment of a session law of a prior year.) 
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GL/rs/59 Second Draft LRL 2341 

A BILL 

To amend 45.35 (1), as amended by chapter 532, laws of 1959, 45.35 (5a) 

(intro. par.), as repealed and recreated by chapter , laws of 1959 (Bill iJo. 

347, S.),45.352 (1), 45.37 (9), as renumbered and amended by chapter 498, laws 

of 1959, and 45.396 (3) of the statutes, relating to clarification of the defin-

ition of veterans and their benefits. 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l. 45.35 (1) of the statutes, as amended by chapter 532, laws 

of 1959, is amended to read: 

45.35 (l) The legislature declares tRat it is the policy ... 
SECTION 2. 45.35 (5a) (intro. par.) of the statutes, as repealed and 

recreated by chapter , laws of 1959 (Bill No. 347, S.), is amended to read: 

45.35 (5a) (intra, par.) "Veteran" as used in this chapter, except ••• 

SECTION 3. 45.352 (l) of the statutes is amended to read: 

45.352 (l) "Veteran" as used in this section and s. 45.353 has the ••• 

SECTION 4, 45.37 (9) of the statutes, as renumbered and amended by 

chapter 498, laws of 1959 1 is amended to read: 

45.37 (9) Each member of the home, regardless of the date of his ... 

SECTION 5. 45.396 (3) of the statutes is amended to read: 

Any honorably discharged veteran, upon completion of ... 
SECTION 6. This act shall not apply to any veteran who has filed his 

(End) 

(Example of a bill to amend sections of the statutes, which have been treated 
in previous enactments by the same legislature.) 
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RP/rs/59 First Draft LRL :3021 

A BILL 

To repeal chapter 518, laws of 1947, section 3 (TOTAL) and section 5; 

and to create chapter 518, laws of 1947, section 3 (new paragraph), relating to 

additions to the state trunk highway system. 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTIOI~ l. Chapter 518, laws of 1947, section 3 (new paragraph) is 

created to read: 

(Chapter 518, laws of 1947) Section 3 (new paragraph) 

From the intersection of STH 73 and CTH "D" Taylor 27.0 

in Taylor county east to the intersection 

of STH 13 and CTH "D" at ifestboro which 

shall be a continuation of STH 102. 

SECTION 2, Chapter 518, laws of 1947, section 3 (TOTAL) is repealed, 

SECTION 3. Chapter 518, laws of 1947, section 5 is repealed. 

(End) 

(Example of a bill that runends a prior session law and contains state and county 
trunk highway designations.) 
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HR/rp/59 First Draft LRL ?45 

A BILL 

To amend chapter 518, laws of 1947, sections 3 (approximate mileage) 

_,(TOTAL) and 5, as amended by chapters 369 and 371, laws of 1955, relating to 

clarifying the total mileage authorized under prior enactments and restoring a 

certain limited mileage which may be added to the state trunk highway system. 

The people of the state of \IJisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l. Chapter 518, laws of 1947, section 3 (approximate mileage) 

(TOTAL), as amended by chapters 369 and 371, laws of 1955, is amended to read: 

(Chapter 518, laws of 1947) Section 3 (approximate mileage) 

TOTAL 930.17 

SECTION 2. Chapter 518, laws of 1947, section 5, as amended by chapters 

369 and 371, laws of 1955, is amended to read: 

(Chapter 518, laws of 1947) Section 5. In addition to the mileage speci-

fied in section 3, the state highway coramission is authorized to add to the 

state trunk highway system additional mileage to a total of not to exceed l~e?J~ 

14~ miles, making a total addition of not to exceed l,OOO 1,064 miles. 

(End) 

(Example of a bill amending a prior session law where descriptive headings 
are involved.) 
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GL/rt/57 First Draft LRL 1401 

A BILL 

To establish a municipal court for Ozaukee county. 

The people of the state of Vlisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION l, NAME OF COURT; MAINTENANCE AND RECEIPTS, There is hereby 

created and established a municipal court in and for Ozaukee county, The court 

is to be known as the "Municipal Court for Ozaukee County" and shall ... 
SECTION 2, COURT OF RECORD; SEAL, The court shall be a court of record 

and shall have an official seal, of such design as the first judge ••• 

SECTION 3, PO\-IERS; DUTIES; JURISDICTION. The court and the judge are vest-

ed with all powers and charged with all duties of a court of record ••• 

(1) Actions arising out of contract wherein the amount claimed does not 

exceed $5,000, 

(2) Actions on instalments as they become due on any written ••• 

(3) Actions of attachment and garnishment under chapter 304 of the statutes 

where the amount claimed does not exceed $5,000, 

(a) A garnishee summons shall be issued and signed by the judge. 

(b) The garnishee or his authorized agent m~ answer by letter directed ... 
(c) Section 267,22 (5) and (6) of the statutes shall apply to ••• 

SECTION 4. ISSUANCE OF SUlli'IONS, The sunmons shall be signed ... Docket 

fees shall be charged therefor as provided in SECTION 5, 

SECTION 5. SERVICE, Any summons or other legal process or paper shall be 

served as follows: 

(1) By service on individuals or corporations as provided by sections 262.08 

and 262.09 of the statutes ••• 

(2) By mailing in the manner following ••• 

(End) 

(Example of a bill creating a new court, containing statutory references and 
references to another section of the bill) _ 31 _ 



CC/rk/57 Fifth Draft LhL 3852 

A BILL 

To amend 252.06 (Nineteenth Circuit); and to create 252.06 (Twenty-third 

Circuit) of the statutes, relating to creating the twenty-third judicial circuit 

comprising Eau Claire county, and making an appropriation, 

The people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION 1, 252.06 (Nineteenth Circuit) of the statutes is amended to read: 

252,06 NINETEENTH CIRCUIT. In the county of Rusk on the second Monday in 

May and the first Monday in' November; in the county of Sawyer on the first ••• 

SECTION 2, 252.06 (Twenty-third Circuit) of the statutes is created to read: 

252.06 TI~NTY-THIPJD CIRCUIT. In the county of Eau Claire on the third Monday 

of March and the third Monday in September, 

SECTION 3, A judge for the twenty-third judicial circuit shall be elected 

in the several election precincts of Eau Claire county on the first Tuesday ••• 

SECTION 4, All laws or parts of laws conflicting with any of the provisions 

of this act are, insofar as they conflict with this act and no further, superseded 

by the provisions of this act. 

SECTION 5. The appropriation in 20.260 (1) of the statutes, as affected by 

the laws of 1957, is increased by adding the following amount: 
1957-58 

Circuit courts • 20,260 

Judges and reporters (1) $ 

1958-59 

$ 

for the purpose of compensating the personnel of the twenty-third circuit. 

(End) 

(Example of a bill involving designation of judicial circuits and increasing 
existing appropriation) 
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CC/':ls/57 Third Draft LRL 1601 

A BILL 

To create 20.285, 20.930 (1) (a) (line 15m) and 253.032 of the statutes, 

relating to additional jurisdiction of the county courts, additional jurisdiction 

and related matters, and making an appropriation. 

Tne people of the state of Wisconsin, represented in senate and assembly, 

do enact as follows: 

SECTION 1. 20.285 of the statutes is created to read: 

20.285 COUNTY COURTS. (1) Judges. There are appropriated from the general 

fund such sums as may be necessary for salaries and expenses of the county judges, 

upon vouchers duly verified and certified by said judges, and filed with the 

director of budget and accounts. 

SECTION 2. 20,930 (1) (a) (line 15m) of the statutes is created to read: 

20,930 (1) (a) 

15m. County judge $12,000 

SECTION 3. 253.032 of the statutes is created to read: 

253.032 ADDITIONAL JURISDICTION, (1) The county court has jurisdiction 

concurrent with and equal to the jurisdiction of the circuit court of the county 

in all civil actions, proceedings, appeals and reviews whether in law,equity 

or by statute, except where jurisdiction is given a specified circuit court ••• 

(2) The county court has jurisdiction in illegitimacy actions and in all ••• 

SECTION 4. All additional jurisdiction, civil or criminal., or both, given 

county courts or the judges thereof, by special or local act, is withdrawn, and 

the acts under which they operated as to such additional jurisdiction are ... 
SECTION 5. This act shall take effect July 1, 1957, 

(End) 

(Example of a bill treating sections of the statutes, a section that does not 
go in the statutes, and contains an enabling clause.) 
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