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INTRODUCTION

This manual has been prepared to provide for the disposition
of Public Records in accord with the provisions of RCW 40.14.
The section which contains general schedules for the retention,
transfer and disposition of agency records is of primary
importance in this regard. These General Records Retention
Schedules do not obligate officials or staff to dispose of

any records which they may want to retain for a longer period
of time.

Rather, they indicate the minimum amount of time each type

of record must be kept in order to satisfy legal requirements
and administrative needs. The General Records Retention
Schedules also serve as the legal basis of authority for

each office to dispose of the types of records which they list.

The provisions of the General Schedules are based on statutory
requirements, experience dnd the best informatien available.
The schedules were preparedythrough the cooperation of the
Records Retention Committee of \the Washington State Association
of County Assessors, and the Washington, State Archives.

The manual also discusses Records Management as a solution to
the problems brought on by the "Paperwork Explosion,' the
legal requirements of records retention and disposition, the
use of microfilm and the establishment of a Records Retention
Program. ' ' '



SECTION A: RECORDS MANAGEMENT AS A SOLUTION TO THE®PAPERWORK EXPLOSION

I. THE PROBLEM

Our ability to control records has not kept pace with the ability

of typewriters, duplicating, copying and data processing machines to
spew them out. The accelerated accumulation of records brought about
by technology has intensified the problems of records maintenance,
retention and disposition.

FOR EXAMPLE, IN YOUR OWN AGENCY WHO KNOWS:

THE VOLUME OF RECORDS IN THE CUSTODY OF THE AGENCY?

WHAT PORTIONS OF THOSE RECORDS ARE ACTIVE, INACTIVE OR OBSOLETE?
HOW RAPIDLY YOUR RECORDS ARE EXPANDING?

HOW MANY FORMS ARE USED?

HOW MUCH TIME IS REQUIRED TO PREPARE, EACH ONE?

HOW MUCH TIME DOES IT TAKE TO FILE, REFERENCE AND REFILE RECORDS?

These are vital questions. The conditions they relate to have a great
impact upon the success and efficiency of your agency operations. Their
importance may also be gauged by the magnitude of the investment that
records require.

IT. OUR INVESTMENT IN RECORDS

Often the_costs of records creation, maintenance and storage are not
apparent. They are hidden in ‘manhours, building and equipment costs
which are not alwaysgassociated withprecordss

(A.RECORDS CREATION
Each inch of file cabinet space can contain approximately 160 pieces of

correspondence, reports or forms. Orginal correspondence will cost a
minimum of $2.65 in professional and serretarial time to prepare. A
representative inch of records will cost approximately $409.00 to create.

1

B.RECORDS MAINTENANCE .
The average annual cost of records maintenance (filing and retrieving)

is about $2.64 per file inch based on clerical salary, supervisory
time and other overhead, equal to one clerk per each eleven four-drawer
file cabinets.?

C.RECORDS STORAGE
The cost of records storage in terms of facilities, floor space and

file equipment costs 1s estimated at $§0.00 annually per cubic foot
of records or over $.80 per file inch. ‘

1. Cost estimates obtained from study by Washington State Department
of Motor Vehicles, 1975, First-line Supervisor letter preparation.

2. National average estimated in 1970 by Management Information Services
of Detroit. Page 333 of Records Management Handbook -1970.

3. Boeing Aircraft Corporation -1975.

NOTE: Local sources were used where posstble in order to reflect local
economic conditions.
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III.

OUR INVESTMENT IN RECORDS (Condt.)

As these cost accounting examples indicate, records costs
and records problems come from several different directions.
The solution to the overall problem, therefore, involves the
control of the myraid of facets pertaining to the creation,
maintenance and storage of records.

THE SOLUTION: RECOREDS MANAGEMENT DEFINED

""RECORDS MANAGEMENT" is a general term which encompasses
a number of activities that contribute toward the common
goal of making records creation, maintenance and storage
less costly and more efficient. The magnitude of the
concept is- illustrated below in a diagram prepared by .
the Paperwork Management Sub-Committee of the Governor's
Management Improvement Council.
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Any or all of the Records Management functions shown in
the diagram above may be incorporated into a specific
program to meet the needs of a particular agency. The
remainder of this manual deals with the single element
of Records Retention Management. However, the other
elements of the Records Management concept can play
integral parts in a well reounded program. Further
information on these other functions may be obtained
through the State Archives.



SECTION B: RECORDS RETENTION & DISPOSITION

Obsolete, outdated records are both costly and potentially harmful to
operations of any agency. Not only do they take up valuable working
space and exhaust the capacity of otherwise suitable structures to
house offices and agencies, often they hinder the usefulness of active
records through the crowding and clhiaos they can inflict,

The object of a Records Retention program is to dispose of records
that bear no further legal obligation or administrative usefulness
and to set up a continuous cycle for retaining and disposing of each
type of record kept by an agency. Permanently valuable hictorical
records should also be identified and transferred to the State
Archives at the end of their legal or administrative lives.

Whether in the public or the private sector, Records Retention
Management is just good business management. However, there are
also legal reasons for implementing a comprensive Records Retention
program. Various laws regulate the operation of a wide variety of
services provided by public agencies and the records which document
‘those services.

I. LEGAL REQUIREMENTS & RESPONSIBILITIES

In most states, statues regulate the retention and disposition of
public records. In Washington State the Records Act, Revised Code
of JWashing tong(RCW)40.l4 , gisgthe primary statute imgthat regards
RCW 40.14 and the Washington Administrative Code 1nc1ude the
following prowvisionss

A.PUBLLCTRECORDS DEFINED
"Public Records'" means any paper, correspondence, form, book, film,

magnetic tape, sound recording, map, drawing or other document
regardless of physical form or characteristics, including all copies
thereof, that have been made by any agency or received by it during
the course of public business. (RCW 40.14.010 and WAC 414-12-010)

B.RECORDS AS PUBLIC PROPERTY
All such public records shall be and remain the property of the
agency. They shall be delivered by outgoing officials and employees
to their successors. Furthermore, public records shall be preserved,
stored, transferred,; destroyed and otherwise managed, only in
accord with the provisions of RCW 40.14, and as otherwise provided

by law. (WAC 414-12-010)

C.CUSTODY OF PUBLIC RECORDS ,
Unless otherwise provided by law, public records must remain in the

custody of the agency in which they were originally filed. They
shall not be placed in the custody of any other person or agency,
public or private, or released to individuals except for disposition
pursuant to law, or, as otherwise expressly provided by law.

(RCW 40.14.070 and WAC 414-12-020)




D.DISPOSITION OF PUBLIC RECORDS ’

Public Records may be destroyed or transferred only in accord

with the instructions and approval of the Local Records Committee
unless otherwise provided by law. This process may be accomplished
through the use of a Records Retention Schedule or General Records
Retention Schedule. (RCW 40.14.070)

E.LOCAL RECORDS COMMITTEE .
The State Archivist, the Chief Examiner of Municipal Corporations
of the State Auditor's Office and a representative appointed by the
Attorney General constitute the State Local Records Committee. This
‘Committee has the authority to review and approve the disposition
of records of agencies of local government. (RCW 40.14.070)

F.RECORDS RETENTION ‘SCHEDULE
A local government agency may elect to establish a records control
program based on a recurring Records Retention Schedule recommended
by the agency to the Local Records Committee. The schedules are to
be submitted to the Local Records Committee on forms provided by the
Division of Archives and Records Management. The Committee may either
veto, approve or amend the schedule. Once a schedule is approved,
it shall constitute authority for the local agency to dispose of the
records listed thereon, after the required retention periods have
lapsed, on a recurring basis until it is_either_amended or revised
by the Committee. \(RCW 40.14.070)

G.AUTHORITY TO ADOPT GENERAL RECORDS, RETENTTON SCHEDULES
The Loecall Records Commitbee may approvepand issuesReconds’Retention
Schedules which shall constitute authority for like agencies to
dispose of specific types of records which they hold in common.
General Schedules, like individual Records Retention Schedules,
apply on a recurring basis until such time as they may be amended or
revised. (RCW 40.14.070 and WAC 414-24-050)

H.THE USE OF MICROFILM
Microfilm copies of Public Records whose completeness and clarity
are officially guaranteed, have the same legal status of the original
paper copies of those records. (See Appendix E)

I.AUTHORITY TO TRANSFER RECORDS TO THE STATE ARCHIVES
In lieu of permanent retention by local agencies, records of archival
or historical value may be officially transferred to the State
Archives or an other depository designated by the State Archivist.
(RCW 40.14.070 and WAC 414-12-030)

J.METHODS OF RECORDS DESTRUCTION
In regard to those records which are eligible to be destroyed under
the provision of an individual or General Records Retention Schedule,
the primary object of destruction shall be to reduce the records to
an illegible condition. Burning, pulping and shredding are considered
to be the most effective means of accomplishing that objective.

/ An agency may dispose of records by releasing them for recycling
purposes under the following conditions:



II.

J‘METHODS OF RECORDS DESTRUCTION (Continued)

(1) The prompt destruction of the records shall be insured and the
responsibility of such destruction shall continue to be that of the
agency until the records are actually destroyed.

(2) The individual or entity purchasing such records shall have in
effect, or provide, a performance bond in a penal sum of $100,000.00
or the face value of the records being sold, whichever is least.

(3) Records shall not be kept in unattended and unprotected storage
while awaiting their destruction.

(4) The agency shall obtain and preserve evidence of the destruction
of such records in the form of a certificate from the person or entity
to whom they were released. (WAC 414-24-070 through WAC 414-24-080)

It is recommended that agencies keep summary logs and/or compile

certificates recording the details and date of destruction for all
Records Series that have been destroyed.

RECORDS RETENTION SCHEDULING

A.WHAT IS A RECORDS RETENTION SCHEDULE?

A Records Retention Schedule is a device which lists the specific types

of records compiled by an agency and determines the length of timpe

that each type should be retained. Once a Records Retention Schedule

is approved for a local agency by the Local Records Committee, it serves
as the agency's authority to dispose of those types of records which it
lists (according to the stipulations of each listing) on a recurring basis
until such time as it may be revised or amended.

B.BASIC ELEMENTS OF /A, RECORDS RETENTION,SCHEDULE

1. Records Series
Each type of recoxrd,listed on ajRecords Retentlon Schedule is a
separate Records Series. A Records Series may be defined as a
group of records performing a particular function, which are
filed as a unit, used as a unit and are disposed or transferred
as a unit.

2. Retention Period
Each Records Series listed on a Records Retention Schedule has
a corresponding Retention Period. The Retention Period is the
minimum amount of time that records in a particular Records Series
must be retained by an agency to meet its legal responsibilities
and administrative needs.

3. Records Classification
For the purpose of determining Retentlon Periods, Public Records
are divided into two classifications. Whichever classification
the various Records Series of a public agency may fall under, they
are all Public Records and their disposition must be accounted
for on a Records Retention Schedule or a destruction request.

o~



a., Official Public Record (OPR)
The classification of Official Public Record applies to any
Records Series which serves as legal or official proof of an
action, transaction or agreement by the agency in question.
OPR records include all original vouchers, and other documents
necessary toisolate and prove the validity of every trans-
action relating to the receipt, use and disposition of all
public property and public income from all sources; all
original contracts and agreements to which the agency is
a party; all original fidelity, surety and performance
bonds; all original claims filed against the agency; all
records or documents required by law to be filed with or
kept by the agency and all other records or documents
determined by the local Records Committee to be Official
Public records. The minimum legal Retention Period for
Official Public Records is 7 years after completion unless
otherwise stated by law.

b. Office Files and Memoranda (OFM)
The classification of Office Files and Memoranda applies
to all records, correspondence, exhibits, books, ledgers,
maps, drawings, forms not classified as Official Public
Recordssmall secondary copies ofmOfficialyPublicsRecordss;
all) documents and reports made for the internal adminis-
tration"of the agency to Which théyipertain but mot
required by law to be filed) or kept with such agency; and
all othé¥"Récords SeriesWdetermified by the Local"Records
Committee to be Office Files and Memoranda. OFM Records
Series have a strictly administrative value. As such,
their Retention Periods are not determined by law, but
rather by the administrative needs of the agency which
creates and uses them.

Archival Value

Each Records Series which has a permanent historical value beyond

the Retention Period listed for the agency will bear the designations
"Archival," or "Selected Files Potentially Archival." On a General
Records Retention Schedule such Series will be identified with a
"Yes" in the "Archive?" column. All Records Series that bear
Archival designations should be transferred to the State Archives
once their Retention Periods have expired.

C.OTHER IMPORTANT INFORMATION

1.

Location of Primary and Secondary Copies

The Primary Copy of a record (especially an Official Public Record)
should usually have a longer Retention Period than do the Secondary
Copies. Therefore, the status of a particular Records Series as a

‘Primary or Secondary Copy often has a direct effect on the length

of its Retention Period.



2. The Use of Microfilm
The use of Microfilm may also affect the Retention Periods of certain
Records Series because microfilm copies may be retzined in lieu of the
paper original. The expense of microfilm, in most cases, is justified
only when a Records Series is extremely voluminous, has a long
Retention Period and a high rate of reference.

3. Disposition Remarks
The Disposition Remarks column does not apply to every Records Series.
When it is used, it contains information that clarifies the provisions
of a Retention Period or explains legal and procedural requirements
which are unique to a particular Records Series.

'D.WHAT IS A GENERAL RECORDS RETENTION SCHEDULE?
A General Records Retention Schedule fulfills all of the functlons of a
Records Retention Schedule prepared by and for an individual agency.
However, a General Records Retention Schedule is issued by the Local
Records Committee to serve as the authority for the retention and dis-
position of Records Series held in common by all local agencies of a
particular type within the state. It eliminates the necessity for each
agency to submit individual Records Retention Schedules for the Records
Series which it lists. The disposition of Records Series. not covered by
the General Schedule must be authorized separately on an individual
Records Retention Schedule approved by the Local Records Committee.

EsTHE USE & APPLICATIYON.OF. GENERAL, RECORDSHRETENTION. SCHEDULES
I, Formulation of \Internal Working Schedules

A General Records RetentiomgSchedulemmay bewapplied directlywto the
disposition of the Records Series which it lists. However, it may
contdain a number lofnldistings whichdo'not  apply towthe holdimgsuof
a particular agency. Therefore, it is recommended that the General
Schedule be used as a guideline to formulate an Internal Working
Schedule which would relate specifically to the needs of the agency
in question.

2. Distribution
The Internal Working Schedule should be broken down into functional

units and be distributed to those persons who will be directly
responsible for the disposition of the various Records Series.

F.THE USE AND APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES
1. Disposition of Records Series Not Covered by the General Schedule
Those Records Series not covered by the General Records Retention
Schedule should be entered on a GAA-24, "PUBLIC RECORDS RETENTION
SCHEDULE & DESTRUCTION AUTHORIZATION" form and be submitted to the
Local Records Committee for approval.

These forms may be obtained from the State Archives. Once approved,
the Individual Records Retention Schedule should be incorporated
as a part of the Internal Working Schedule.



F.THE USE & APPLICATION OF INDIVIDUAL RECORDS RETENTION SCHEDULES (Continued)
"2, Reduction of General Schedule Retention Periods

Generally, the Retention Periods of Official Public Records are fixed
by law and cannot be reduced. The Retention Periods of Office Files
and Memoranda Records Series are more flexible. If any agency wishes
to have the Retention Periods of OFM Records Series reduced, it should
enter those Records Series on a GAA-24 form and submit it to the Local
Records Committee for approval. '

SUPERSEDED
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listed thereon after the specified Retention Periods have expired,
as per the General Schedule authority of the Washington State Local
Records Committee pursuant to Chapter 40.14.070 of the Revised Code
of Washington and Washington Administration Code 414-24-050.
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GENERAL RECORDS RETENTION SCHEDULE

@ . & DESTRUCTION AUTHORIZATION

Becorz: 3 REFERENCE: RCW 40.14.070 & WAC 414.24.050

a'.a'na Fement
730

S <

DISPOSITION AUTHORITY NUMBER

CAS-1

PAGE ] oF 2 PAGES

SCHEDULE TITLE

Assessors Office Kecords/Assessment

SCHEDULE APPLICABLE TO

County Assessors

EFFECTIVE DATE

3/15/77

i oPR
$TEM RECORDS SERIS TITLE & DESCRIPTION oR
No.

OFM

RECORDS LOCATION

PRIMARY COPY OTHER COPIES

RETENTION
PERIOD

ARCHIVET

MICRO-
FiLm?

DISPOSITION/REMARKS

1. | ASSESSMENT ROLLS Listing of ass- |OFM
. essed valuatiorn on real and person-—
al property including watercraft,

commercial businesses, mobile homes,
farm and commercial machinery.

2. | REAL PROPERTY LPPRATSAI, FORMS - OPR
Signed statemert of the appraiser asg
to the assessed taxable value of
real property.

3. | CURRENT LAND USE,l AGRTCULTURAL, and |OFM
OPEN SPACE FOREST TiAND. ASSESSMENT
APPLICATIONS - Applications by
real property cwners.to have.their
property reassessed according to
its current use,

4, | FOREST CLASSIFICATION NOTICES - OPR
Notice given to owner that real
property has been classified as
forest.land.

5. | TIMBER CRUISE LEDGERS - Statements |OPR
of appraiser as to the assessed
taxable value of timber.

6. | PERSONAL PROPERTY AFFIDAVITS -~ OPR
Affidavits submitted by tax payer
stating ownership of all personal
property to be assessed.

Gounty | Assessor
Treazsurer

Assessor None

Commissionir Asgessors
Auditor

Assessor Assessor
Auditor

Assessor None

Assgessor Treasurer

*¥2 yrs.

T yrs.

Until¥*
change
of use,

Until

change
of use

+ 7 yrs.

7 yrs.

7 yrs.

No

No

Yes

No

Yes

No

No

No

No

No

No

No

*If other records with longer
retention periods are combined
with the assessment roll then the
longer retention period applies.

Income information is confidential.

PIf Assessor maintains the primary
copy 1t must be retained until
change of use # 7 years.

Uniess recorded in Auditors Office

FOR E ATTORNEY GENERA FOR THE STATE AUDITOR
G“L e 2
\A\L\J L.li¢aae£}%?(2344blcﬁ

FOR THE STATE ARCHIVIST

GAA-44/ (
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER
CAS-1 PAGE 2 OF 2 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO V . EFFECTIVE DATE
Assessors Office Records/Assessment ' County Assessors
‘ l:gf‘ RECORDS SERIES TITLE & DESCRIPTION t:?::l‘:‘ pl\lMARYR:::'RDS Loc::‘::n J— RE::::::N ARCHIVE? h:_l::::; DISPOSITION/REMARKS
7. | APPRATSAL RECHECK REQUESTS - Propér--OPR Assessor None 7 yrs. | No No

ty owners request for reassessment
of their taxable property.

8. | TAX & LEVY CERTIFICATIONS - State- |OFM County Assessor 5 yrs. | No No
ment of authorization for taxes and Commissioner
levies assessed for taxing districts.

9. | LEVY CERTIFICATION LETTERS - Notifi4OFM County Taxing 5 yrs. | No No
cation to taxing districts of cert= Commilsgionen " Districts
ification and valuation of levies ‘Asgessor

and taxes.

10, REAL ESTATE EXCISENTAX AFFIDAVITS ={0OFM | Treasurer Assessor 1 ‘moénthl"No No

Statement by owner selling real Dept. of
property to be used in computing Revenue
Excise Tax.
11J CANCELLATIONS AND/OR ACCOUNTING OFM | Board of Assessor | 3 yrs. | No No
SUPPLEMENTS - Report on change of Flqualization

valuation on taxable property used
to revise assessment roll and to
compile list valuation changes sent
to Board of Equalization.

12, REVALUATION LETTERS -~ Notification{OFM | Assessor None 1 yr. ‘No No
of reevaluation sent to property
owner. (Office copy)

A N A
FOR TRAB\ATTORNEY GE RA ’ < FOR THE STATE AUDITOR FOR THE SJTATE ARCHIVIST «
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GAA44



GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414.24.050

DISPOSITION AUTHORITY NUMBER

CAS-1 PAGE ] oF ] PAGES

SCHEDULE TIVLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Assegsor's Office Records/Exemptions County Assessgor March 15. 1077
,::,. RECORDS SERIES TITLE & DESCRIPTION }:};‘M PmMA“R::::Ds Loc:::;:ﬂ e— nz:;:l-l::n ARCHIVET h:rllil:); SIS EOBIT Gk REMARE
1. | SENIOR CITIZEN EXEMPTION APPLICATION OPR| Assessor None T yrs. No No

Claims for exemptions from assess—

ment and taxation of real property

by senior citizens.
2. | REAL, PROPERTY EXEMPTION APPLICATION | OPR| Assessor None T yrs. Yes No Applies to discontinued forms

Claims by churches and other non-
profit organizations for exemption
from assessment and taxation of
their real property.

which used to be compiled in the
Assgessor's Office.

3. | 30% REMODELING ASSESSMENT | APPLICATICON
Claim for 3 year exemption|from|30%!|| OPR| Assessor Norne 7 yrs. No No
of the assessment and taxation on
remodeled propertyysubmitited by
property owner,

4, | DEPARTMENT OF REVENUE~NOTICE OF OFM} Dept. of Agsessor 1 yr. No No
EXEMPTION LETTERS - Notification to Revenue '
Assessor that a property owner's
real property has been exempted
from assessment and taxation.

.5, | SENIOR CITIZEN TAX DEFFERALS - Def-| OPR| Dept. of Assessor |[Defferal| No No
feral of assessment and taxation Revenue + 7 yrs.
granted to senior citizens.

20N
FOR T ATTonNiﬁﬁ'y . \ /";O\R\THE STATE AUDITOR FOR %:RCHIV!ST
N 5 e
5 ELM Z_\ D;;-Lux)b /(’/ (ﬁgw—w&" e ' 3 e }Me 19
GAAds | - J 7
. { .
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REFERENCE:

GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
RCW 40.14.070 & WAC 414.24.050

Llini emen DISPOSITION AUTHORITY NUMBER

IS 5

N v CAS-3 paGE 1  oF PAGES

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

Assessor's Records/Miscellaneous County Assessor March 15, 1977

':5:‘ RECORDS SERIES TITLE & DESCRIPTION }?M pnmuvﬂ::::u Loc::::n o "E:::l:l:'t ARCHIVE? MF“I:.‘::; GiRROSITION/REMARKS

1. | VOUCHERS - Proof of authorization |[OFM | Auditor _Asse.ssbr 2 yrs, | No |No
for payment of bills, including
purchase orders.

2. | PERSONNEL FILES - Documents work OPR | Assessor None Termina-| No |No
history of employee includes job tion +
application, work status, service 7 yrs.
record, social security, etec.

3. | LEAVE APPLICATION - Applications OFM || Assessor None 2 yrs, No | No
for vacation, sick leave, etc.

4, | STATE REPORTS - Offiee’ copiesgof OFM | Depbemof Assessor 2 yrsumjmNo mpN6

= reports sent to the Department of Revenue
il Revenue regarding valuations, tax-
ing ratios, etc., sent and received|

5. | CORRESPONDENCE - Policy and non- OFM | Assessor [Lorresponding 2 yrs. |Yes No
policy letters sent or received. Agencies

6. | CONTRACTS - Agreements between Ass-|OPR | Assessor None Termina-| No |No
essor and vendors providing for the tion of
purchase and payment for goods and contract
services, + 7 yrs.

7. | BOARD OF EQUALIZATION APPEAL CASE |OFM |Board of Asgessor Until* No {[No PL‘If the Assessor retains the P{‘i-
TRANSCRIPT - Assessors working copy Equalizatioh after . mary copies of appeal tra.unscrlp‘?s
used to formulate an answer to the settle- for the Board the retention period
appeal. ' ment of is

appeal
£
A
FO E ATTORNEY;GENBRAL FOR THE STATE AUDITOR FOR T:ZZE ARCHIVIST
L 4 < —
MM ”‘2\1 WYY . OIS > s %w
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GENERAL RECORDS RETENTION SCHEDULE

1 & DESTRUCTION AUTHORIZATION
E REFERENCE: RCW 40.14.070 & WAC 414.24.050
J

DISPOSITION AUTHORITY NUMBER
(‘\7\“5 CAS—3 PAGE 2 OoF 2 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Assessors Records/Miscellaneous County Assessor March 15, 1977
. l:::‘ RECORDS SERVES TITLE & DESCRIPTION Z::a PRIMARYR::::DS Loc‘o:l::n P— RE:::I.‘::N ARCHIVET N:,IchR':; DISPOSITION/REMARKS
8. | BOARD OF EQUALIZATION MINUTES - OFM | Board of Assessor |* Until No |No [¥If the Assessor retains the pri-
Working copy of Board Minutes re- FEqualization] after mary copy for the Board the reten-
garding appeal on assessments by pet'blemen‘b tion period is permanent.
property owners., of appeall
9. | DEEDS & REAIL, ESTATE CONTRACTS - OFM | Auditor Assessor 1 month | No |No
Transitory working copies used in
computing real property assessments
E ATTORNEY EN RAB A FOR THE STATE AUDITOR THE SPATE ARCHIVIST
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SECTION C: IMPLEMENTING A RECORDS RETENTION PROGRAM

Just as it is impossible to create Records Retention Schedules
which are comprehensive and equally useful to all agencies,

so it is impossible to provide instructions for implementing a
Records Retention Program which works equally well for all
offices. The following outline is designed to show how a Records
Retention Program may be implemented on a step by step basis.
The outline could be applied to the implementation of any
Records Management Program and any of its steps may be
modified to meet the specific needs of a local agency.

They are not required by law, but are recommended management -
practices.

I.. ESTABLISHING THE PROGRAM - STEP BY STEP

A.SUPPORT FROM THE TOP ]
The .success of any program is dependent on top management
support. If a Records Retention Program is to be a success
in any agency, the official in charge must be aware of and
support the program and its objectives.

B.APPOINTMENT OF A RECORDS OFFICER
A member of the administrative staff should be appointed as a
"Records Officer" to oversee and account for the establish-
ment and maintenance of the program.

CsNOTLFY STAFEnOFsPROGRAM INAUGURATION
A program announcement should be issued showing management
support,“announcing’ the appointméAt 6f @ Records Officer
and requesting staff\cobperation. The example below has
proven ‘to besuecessful in"many instances.

TO: All Departments -All Personnel
SUBJECT: Records Retention Program

It is the policy of this agency (or office) to encourage
efficient records management practices. This policy will
be manifested by compliance with the state law relative
to the retention, disposal and protection of aZZ agency
(office) records.

It is believed that a formal Records Fztention Program will .
help us in several ways. It developes effective guideliness
for the timely disposal of obsolete records. It will reduce
the need for additional file equipment, release present
equipment and space for other uses, save time in records '
handling, and insure the preservation of essential and
permanently valuable records.

To initiate and maintain an effective program, (Mr. Ms.)
XXzxxx has been appointed as Records Officer and has my
full support in this effort. It is requested that

(he, she) be given your complete cooperation.

Agency Head or Official
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D.APPOINT A RECORDS RETENTION COMMITTEE (optional)
In large agencies, a Records Retention Committee, consisting of
high level administrators from key departments, can provide
program direction to the Records Officer and give the program
a sense of cooperative effort and authority that might be hard
to achieve by the Records Officer alone.

E.ESTABLTSH A RECORDS RETENTION MANAGEMENT FILE
A file containing the General Records Retention Schedules,
Internal Working Schedules, GAA-24, "PUBLIC RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION" forms, State Records Management
Handbooks, disposition affidavits, other forms and supplies
incidental to a Records Retention Program should be maintained
by the Records Officer and others who are responsible for records
disposition. :

F.ESTABLISH CONTACTS IN FUNCTIONAL AREAS
Records Coordinators should be designated in key functional
areas. (This step applies especially to large agencies.)
These people may be supervisors or secretarial personnel with
substantial knowledge of the operation and records of their
particular areas.

G.ESTABLISH FORMAL RECORDS RETENTION POLICIES & PROCEDURES
These policies and procedures should state the purpose of the
pregram, who ispaffecteduwbymitgmand,agencynpol icymreganding, the
program. They should define terms unique to"the program, out~
Tine the responsibilditieswefl eachwperson orpdepartment affected),
and] explain/ the procedures for implementation. (See Appendix A)

H.PROCEED WITH INITIAL PROJECTS AND ESTABLISH CONTROLS FOR THE
PROGRAM
1. Conduct orientation meetings with functional or depart-
mental Records Coordinators, managers or other concerned
persons.

2. The General Schedule should be broken down into sections
relating to functional areas and be distributed to those
areas for the use of the Records Coordinators.

3. The Records Coordinators, under the supervision c¢i the
Records Officer, should transfer the applicable listings
from the General Schedule to Internal Working Schedules
which should be applied directly to the actual disposition
of agency records.

4. Apply the Internal Working Schedules to the disposition
of obsolete records in the various functional areas,
account for the volume of records disposed of, and
establish a regularized procedure for records disposition
so that the schedule is applied on a yearly basis. The
initial disposition project should also be used to identify
those Records Series which are not covered by the General
Schedule. Those Records Series should be entered on a e
GAA-24 "PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION
AUTHORIZATION" form and be submitted to the Local Records

Committee for approval.

L
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5. 1If possible, establish a non-current records storage area
which is separated from the active office usage area. The
active reference life of most Records Series is usually not
more than one or two years. Expensive office space and
active files should not be burdened and obstructed by older
records which do not require a high rate of reference.

For the purpose of facilitating the flow of inactive records

to non-current storage, the Retention Period of each Records

Series should be divided into active and non-current storage

phases. Yearly file cutoffs should be established so that

current storage to their ultimate disposition in mass quanities.
- The shift from active usage to non-current storage

should take place on the same yearly basis as the records

disposition process so that the flow of records into the

non-current storage area is roughly equivalent to the flow

of records leaving for their ultimate disposition.

ITI. PROGRAM MAINTENANCE

A.MONITOR IMPLEMENTATION
The Records Officer should see that the Records Retention
Schedule is implemented and that inactive records are being
transferred to non-current storage on an annual basis. A
yearly records transfer and disposition report may be a
useful deviee dn,thisregard.

B.UPDATE RECORDS®RETENTION SCHEDULES
The Internal Working Schedulles should be audited/annually
to determine"whéther they ' should be updated torincludernew
Records Series or whether their provisions should be amended
to relate to new administrative needs and legal requirements.

IIT. COMPILE & REPORT PROGRAM RESULTS

A.STATISTICAL RESULTS

1. Amount of records storage equipment emptied for reuse
through the program. '

Volume of records on hand at beginning of report period.
Voluize of records created. '
Volume of obsolete records disposed of.

Net holdings at end of year.

& wN

B.COST SAVINGS

1. Cost of records storage equipment released for reuse.
2. Cost of floor space converted or released for reuse.
3. Clerical time saved by eliminating handling of inactive records.
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SUBJECT:

L.

II.

LLL,

APPENDIX A

POLICY & PROCEDURE
(Suggested Format and Content)

RECORDS DISPOSITION MANAGEMENT
Purpose:
To establish the policy and procedure for the identification and systematic

retirement and/or disposal of obsolete, inactive, semi-active and archival
records from costly office space and equlpment in accord with the provisions

of RCW L40.1l,

Divisions Affected ' . : N

All Divisions.
Policy:

It is agency pollcy to promote efficient records management practlces

' It is desirable that all agency records be inventoried and analyzed for

IV.

administrative, legal, financial and historical values to insure that:

1. only active records are retained in high cost office space.

2. valuable historical records are adequately preserved.

3. 1inactive and semi-active records are removed to low cost inactive
records storage, and

L. obsolete and valueless records are effectively eliminated in accord w1th
the ProVi®ions GF"RCW LOWIlygto iASlre UHEWEPfidientyuse 6T File Jequipnent,
office space/and storage facilities.

Defimitions:

PUBLIC RECORDS:
-As defined by RCW U40.1lLk, the term "public records" shall include any
paper, correspondence, form, book, photograph, film, sound recording,
map drawing, or other document, regardless of physical form or
characteristies, and including all copies thereof, that have been made
by any agency of the State of Washington or received by it in connection
with the transaction of public business. '

RECORDS MANAGEMENT :
The application of administrative management techniques to insure the
adequacy, propriety, essentiality and efficiency of documentation and
records maintenance and disposition.

RECORDS DISPOSITION MANAGEMENT:
A records management technique aimed at the systematic, timely and
effective disposal or removal of obsolete or inactive records from
expensive office space and the effective but economical preservation
of records of permanent value.

RECORDS OFFICER:
An individual appointed by appropriate authority to supervise and
coordinate the District's Records Management Program, to serve as
lieison with the Division of Archives and Secords Management and to
represent the agency before the Local Records Committee.
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RECORDS COORDINATOR:

"An individual assigned to a division of the agency who coordinates

the Records Management Program between the Records Officer and the
division in question.

Procedures and Responsibilities:

1.

RECORDS OFFICER

a. Coordinates the agency Records Management Program.

b. Conducts Records Management Workshops with Records Coordinators

and other agency personnel.

c. Packages and distributes General Schedules to Records Coordinators.
d. Serves as records liaison with the Division of Archives and Records
Management.

e. Represents the agency before the Local Records Commlttee in matters
related to the disposal of agency records.

f. Approves records retention schedule revisions and updates submitted
by offices on GAA-2L, Public Records Retention Schedule & Destruction
Authorizations; consults with Records Coordinators regarding records
retention and transfer recommendations for final disposition of records.
Establishes primary Offices of Record and the location of official copies.
g. Submits Schedule revisions to the Washington State Local Records
Committee and distributes approved revisions returned from the Committee.
h. Assists with physical disposal of records eligible for destruction.

RECORDS COORDINATOR (OFFICE OF RECORD)

alpSupervises Receowds DispositionmManagemént, Programd vithin a divissdon..
b. Maintains Records Management Files. 7
¢VWRecommends records reténtion schedule Fevisions™6 the"Distric®
Records Officer and prepares GAA-2L4, Public Records Retention Schedule
& Destruction Authorizations, for Records Officer's approval.

d. Monitors physical destruction of records eligible for disposal and
sees that records retention schedules are updated and implemented
annually.

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT
a. Provides agency Records Officer with forms, procedural instructions

and materials.for agency use.
b. Presents program orientation and instructions to agency Records .
Officer and Records Coordinators upon request of agency Records Officer.
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APPENDIX B
RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES

4O0.1L4.010 DEFIN[IION AND CLAGSSIFTCATLON OF PUBLIC RECORDS

As used in this chapter, the term "public records" shall include any paper, cor-
respondence, form, book, photograph, film, sound recording, map drawing, or other
document,, regardless of physical form or characteristics, and including all copies
thereof, that have been made by or received by any agency of the State of
Washington in connection with the transaction of public business, and legislative
records as described in RCW 40.14.100. For the purposes of this chapter, public
records shall be classified as follows:

(1) Official Records (OPR) shall include all original vouchers, receipts and
other documents necessary to isolate and prove the validity of every transaction
relating to the receipt, use and disposition of all public property and public
income from all sources whatsoever, all agreements and contracts to which the
State of Washington or any agency thereof may be a party; all fidelity, surety
and performance bonds; all claims filed against the State of Washington or any
agency thereof; all records or documents required by law to be filed with or kept
by any agency of the State of Washington; all legislative records as defined in
RCW 40.14.100; and all other documents or records determined by the Records
Committee, hereinafter created, to be Official Public Records.

(2) Office Files and Memoranda (OFM) shall include all records, correspondence,
exhibits, books, booklets, drawings, maps, blank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of Official
Public Records filed with any agency of the State of Washington; all documents and
reports made for the internal administration of the office to which they pertain
butmnot wequired jbymlkav towbewfiledwor keptowith suchwmageneysmand allmothermdocu-
ments or records, determined by the Records Committee, hereinafter created, to be
Offilee Files and Memofanda™ (19 TImFiFst Extraerdina¥Session, Chaptew 102,
Section 1; 1957 Chapter 246, Section 1)

40.14.020 DIVISION OF ARCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - POWERS
AND DUTIES - DUTIES OF PUBLIC OFFICIALS

All public records shall be and remain the property of the State of Washington.
They shall be delivered by outgoing officials and employees to their successors
and shall be preserved, stored, transferred, destroyed or disposed of, and other-
wise managed, only in accordance with the provisions of this chapter. In order

to insure the proper management and safeguarding of public records, the Division
of Archives of the Department of General Administration is designated as the
Division of Archives and Records Management, and, under the administration of

the State Archivist, who shall have reasonable access to all public records,
wherever kept, for purposes of information, surveying, or cataloguing, shall
undertake the following functions, duties and responsibilities:

(1) To manage the Archives of the State of Washington;

(2) To centralize the Archives of the State of Washington, to make them avail-
able for reference and scholarship, and to insure their proper preservation;

(3) To inspect, inventory, catalog, end arrange Retention and Transfer Schedules
on all record files of all state departments and other agencies of state government;
() To insure the maintenance and security of all state public records and
establish safeguards against unauthorized removal or destruction.

(5) To establish and operate such State Records Centers as may from time to time
be authorized by appropriation, for the purpose of preserving, servicing, screening
and protecting all state public records which must be preserved temporarily or
permanently, but which need not be retained in office space and equipment.

(6) To gather and disseminate to interested agencies information on all phases of
records management and current practices, methods, procedures and devices for ef-
ficent and economical manapement of records.
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES (continued)

(7) To operate a Central Microfilm Bureau which will microfilm, at cost, records
approved for filming by the head of the office of origin and the Archivist, to
approve microfilming proJjects undertaken by state departments and all other agencies
of state government; and to maintain proper standards for this work. -

(8) To maintain necessary facilities for the review of records approved for des—
truction and for their economical disposition by sale or burning; directly to
supervise such destruction of public records as shall be authorized by the terms

of this chapter. (1957 Chapter 246, Section 2) :

40.14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST ‘
A1l public records, not required in the current operation of the office where they
are made or kept, and all records of every agency, commission, committee, or any
other activity of state government which may be abolished or discontinued, shall

be transferred to the State Archives so that the valuable historical records of

the state may be centralized, made more widely available, and insured permanent
preservation; PROVIDED, That this section shall have no application to public re-
cords approved for destruction under the subsequent provisions of this chapter,

When so transferred, copies of the public records concerned shall be made and
certified by the Archivist, which certification shall have the same force and
effect as though made by the officer in charge of them. Fees may be charged to
cover the cost of reproduction. In turning over the archives of his office, the
officer in charge thereof, or his successor, therby loses none of his rights of
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3)

40.1400040 "RECORDS OFFICERS |- TRANSFER SCHEDULES

Each depa¥tment or othergagency ofithe state” government shall® designate a Reeords
Nfficew to supervise its records program and tofrepresent the ofifice in all con-
tacts with®™the Re@Ords Committee hereinafterercated, and™the Division of"Archives
and Records Management. The Records Officer shall:

(1) Coordinate all aspects of the Records Management Program.

(2) Inventory, or manage the inventory of all public reecords at least once during
a biennium for disposition scheduling and transfer action, in accordance with pro-
cedures prescribed by the State Archivist and State Records Committee, PROVIDED,
That Essential Records shall be inventoried and processed in accordance with
Chapter 40.10 at least annually.

(3) Consult with any other personnel responsible for maintenance of specific re-
cords within his state ozpanlzatlon regarding records retention and transfer
recommnendations. .

() Analyze records inventory data, examine and compare divisional or wnit in-
ventories for duplication of records, and recommend to the State Archivist and
State Records Committee minimal retentions for all copies commensurate with legal,
financial and administrative needs. :

{5) Approve all records Inventory and Destructlon Requests which are submitted

to the Local Records Committee.

(6) Review established Records Retention Schedules at least annuglly to insure
that they are complete and current.

(7) Exercise internal control over the acquisition of filming and file equipment.
(8) Report annually all savings resulting from records disposition actions to his
management, the State Archivist and the Office of Program Planning and Fiscal
Management.

If a pnrtibular agency or department does not wish to transfer records at a bime
previously scheduled thervefor, the Reccrds Officer shall, within Lhirty days‘

notlfy the Archivist and requesli a change in such previously scl schedude, includin:

his reason therefor. (19773 Chapter S, Section 3; 1957 Chapter 2iH, Scetion It)
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40,.14.050 RECORDS COMMITTEE - COMPOSITINN, MEETINGS, POWERS AND DUTIES -
RETENTION SCHEDULES

There 'is created a committee, to be known as the Records Committee, composed of
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney
General. Committee members shall serve without additional salary, but shall be
entitled to traveling expenses incurred incident to committee records. Such ex-
penses shall be paid from the appropriations made for their respective offices.

The Records Committee shall meet at least once every quarter or oftener as business
dictates. Action by the Committee shall be by majority vote and records shall be
kept of all Committee business.

It shall be the duty of the Records Committee to approve, modify or disapprove
the recommendations on Retention Schedules of all files of public records and to
act upon requests to destroy any public records, PROVIDED, That any modification
of a request or recommendation must be approved by the agency originating the
request or recommendation.

The Division of Archives and Records Management shall provide forms, approved by
the Records Committee, upon which it shall prepare recommendations to the Committee
in cooperation with the Records Officer of the department or other agency whose
records are involved. (1957 Chapter 246, Section 5)

40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND
MEMORANDA

Official Public Records shall not be destroyed until they are either photographed,
microphotographed, photostated, or reproduced on film, or until they are seven
years. old, except on a showing of the \department of origin, as approved by the
Records| Committee, that the retention of such records_ for a minimum of seven

" years, is both unnecessary and uneconemical, particularl: where lesser federal
retention periods for records generated by, the state under federal programs are
involved; PROVIDED, That any lesser term of retention than seven years must
"have the additional approval of the Director of the Budget, the State Auditor
and the Attorney General, except where records have federal retention guide-
lines, the State Records Committee may adjust the retention period accordingly;
PROVIDED, FURTHER, That an automatic reduction of retention periods from ten to
seven years as provided for in this 1973 amendatory section for Official

Public Records shall not be made as to records on existing Records Retention
Schedules but the same shall be reviewed individually by the Local Records
Committee for approval or disapproval of the change to a retention period of
seven years.

Recommendations for the destruction or disposition of Office Files and Memoranda
shall be submitted to the Records Committee upon forms prepared by the Records
Officer of the agency concerned and the Archivist. The Committee shall determine
the period of time that any Office File or Memorandum shall be preserved and

may authorize the Division of Archives and Records Management to arrange for its
gistructlon or dlsp051t10n (1973 Chapter Sh, Section l; 1957 Chapter 246, Section

'40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATINN FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES
County, municipal, and other local government agencies may request authority to
destroy noncurrent public records having no further administrative or legal value
by submitting to the Division of Archives and Records Managemaentf., lists of such
records, in triplicate on forms prepared by the PRivisicn. The Archivist and ihe
Chief Examiner of Mmicipal Corporations of the Office of *he State Auditor and
a representative appoint~d by the Attorney General shnall couctitute a commitiee
to be known as the Local Records Committee which shall review such lists, and

-~
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40.14.070 .DESTRUCTION OF LOCAL GIVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES (continued)

may veto the destruction of any or all items countained therein.

A local government agency, as an alternalive to submitting lists, may elect to

establish a records control program based on recurring Disposition Schedules recom-

mended by the agency to the Local Kecords Committee. The iichedules are Lo be
submitted on forms provided by the Division of Archives and Records Management
to the Local Records Committee, which may either veto, approve, or amend the

Ochedule. Approval of such Schedule or amended Schedule shall be by unanimous vote

of the Local Records Committee. Upon such approval, the Schedule shall constitute
authority for the local government agency to destroy the records listed thereon,
after the required retention pericd, on a recurring basis until the Schedule is
either amended or revised by the Committee.

No public record other than Office Files and Memoranda of any local government
agency shall be destroyed until it is either photographed, microphotographed,
photostated, or reproduced on film, or until it is seven years old, and except .
as ctherwise provided by law no public record shall be destroyed until approved
for destruction by the Local Records Committee; PROVIDED, Thal where records
have federal retention guidelines the Local Records Committee may adjust the
retention period accordingly; PROVIDED, FURTHER, That an automatic reduction of
retention periods from ten to seven years as provided for in this 1973 amend-
atory section for Official Public Records shall not be made as tu records on
existing Records Retention Schedules but the same shall be reviewed individually
by the Local Records Committee for approval or disapproval of the change to a
retention period of seven years.

The State Archivist may furnidh appropriate)information, suggestions, and guide-
lines 6o _local government agencies for their assistance in the preparation of
lists and Schedules on any other matter relating to the retention, preservation,
or deghructionjof secords. under thic chaptey., “The Local Records Committee may
adopt appropriate regulations establishing procedures to be followed in such
matters.

Records of county, municipal, or other local government agencies, designated by
the Archivist as of primarily historical interest, may be transferred to a
recognized depository agency selected by the Archivist, in order to relieve local
offices of the burden of housing them, to insure their preservation, and to make
them available for reference or study. (1973 Chapter Sk, Section 5; 1971 First
Fxlraordinary Session Chapter 10, Section 1; 1957 Chapter 246, Section T)
40.14.080 CHAPTER NOT TO AFFECT OTHER LAWS

e provisions of this chapler shall not be construed as repealing or modifying

. any other acts or parts of ants authorizing the destruction of public records
save {or those specifically named in ‘Section 9 of this act; nor shall this
chapter affect the provisions of RCW 40.04.020 requiring the deposit of all state
publications in the State Library. (1957 Chapter 2L6, Section 8)
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APPENDIX C

LEGAL STATUS OF MICROFILM

The United States Congress has provided for the acceptability of
microfilm copies of records as primary evidence in Federal Court-
proceedings. This was done in Section 1732 of Public Law 129,
82nd Congress. This provision has been accepted by the Legisla-
ture of the State of Washington and appears in the Revised Code
of Washington as quoted-below.

UNIFORM PHOTOGRAPHIC COPIES OF BUSINESS AND PUBLIC RECORDS AS
EVIDENCE (RCW 5.46.010)

If any business, institution, member of a profession or calling

or any department of agency of government, in the regular course
of business or activity has kept or recorded any memorandum, writ-
ing, entry, print, representation or combination thereof, of any
act, transaction, occurance or event, and in the regular course

of business has caused any or all of the same to be recorded, cop-
ied or reproduced by any photographic, photostatic, microfilm,
microcard, miniature photograhic, or other process which accurately
reproduces or forms a durable medium for so reproducing the origi-
nal, the original may be destroyed in the regular course of busi-
nesspunles spthews amessis, an . asset onwismrepnesentativemodfin thedw
title to an asset held in a custedial or fiduciary capacity or-
unlesswits | preservation’is required by law. Such reproeduction,
when satisfactorily idemtified, is as admissible/in evidence as
thel original™itself in any judiel al" e adninietrativelprocee ding
whether the original is in existence or not and an enlargement or
facsimile of such reproductlon is likewise admissible in evidence
if the original reproduction is in existence and available for
inspection under the direction of court. The introduction of a
reproduced record, enlargement or facsimile, does not preclude the
admission of the original.
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