Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

This schedule applies to: All Local Government Agencies

Scope of records retention schedule
This records retention schedule covers the public records of all local government agencies relating to the common functions of the management of the agency,

and management of the agency’s assets, finances, human resources and information resources. It is to be used in conjunction with the other approved
schedules that relate to the functions of the agency.

All current approved records retention schedules can be accessed online at: http://www.sos.wa.gov/archives/RecordsRetentionSchedules.aspx.

Disposition of public records
Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.

Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of local resources.

Public records designated,as Archival (Permanent Retention), Permanent,/or Noen-Archival (with a retention period of “Life of the Agency”) must not be
destroyed. Records designatedas Archival (Appraisal Required) or Patentially Archival must be appraised by the Washington State Archives before disposition.
Public records must not be,destroyed,if they are subject to.ongeing or reasonablyanticipatedlitigationssSuch publiesrecordssmust be managed in accordance
with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an existing public records request in
accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and procedures for public records requests.
In addition to the minimum retention requirements specified in this schedule, there may be additional (longer) retention requirements mandated by federal,
state and/or local statute, grant agreement, and/or other contractual obligations.

Revocation of previously issued records retention schedules
All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and

agency unique retention schedules. Local government agencies should take measures to ensure that the retention and disposition of public records is in
accordance with current approved records retention schedules.

Authority

This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on December 15, 2011. CORE Version 2.1
remalns in effect throughDegtember 31, 2011. CORE Version 2.2 takes effect on January 1, 2012.

J
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

REVISION HISTORY

Version Date of Extent of Revision
Approval
Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records
December | retention schedule. No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival designations.
1.0 16,2008 | EXCEPTION: All duplicate DANs have been assigned new DANSs.
New series relating to Electronic Imaging Systems (EIS) source documents (DAN 50-09-14).
Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local
Government General Records Retention Schedule (LGGRRS) Version 5.0 and updated. Electronic Information Systems activity completely revised and
20 January 28, | placed in Asset Management function. New archival designations introduced in all new and revised records series. (Definitions can be found in the
’ 2010 Glossafy.)"Revision numbers have'been dddedtoall Disposition Authority, Numbers(DANS) " Afnew settion;"RecordswithpMinimal Retention Value,
covers records previously covered by/GS50-02 (which has been discontinued). Removed “Secondary Copy” and “Remarks" columns in all activities with
new and revised records seriesi#Also removed extraneous notes about révisions and corrections in all records series.
Records.series in the Risk Management/Insurance,and Legal sections,(covering accidents/incidenits, guardian;permissionsdfor minors, and claims for
damages) have been revised. The Industrial Insurance (workers’ compensation) section has been updated and consolidated, and a new series covering
21 July 29, LEOFF 1 claims has been added. GS50-01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as
) 2010 liability waivers, hold harmless agreements, insurance waivers, etc. Two new series covering agency strategic plans have been added. A new series
covering Superior Court source records (which have been reproduced) has been added. An obsolete records series relating to public disclosure requests
has been discontinued.
Critical updates based on user feedback/input. 36 pages removed. 77 records series discontinued, 34 revised, and 28 added. 31 existing series relating
to financial transactions have been consolidated into 2 new series: Financial Transactions — General, and Financial Transactions — Bond, Grant and Levy
29 December | Projects. 19 existing series relating to meetings and hearings have been consolidated into 2 existing and 4 new series. Added “Designations” column;
’ 15,2011 | removed “Item No.”, “Secondary Record Copy”, and “Remarks" columns. (Some remarks have been added to description as “Notes”.) All records series

relating to purchasing have been moved to Financial Management/ Purchasing. The Contracts and Agreements section has been updated/enhanced,
and a new Training section has been added to cover agency-provided training. (These and many more changes are detailed in the Revision Guide.)
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1. AGENCY MANAGEMENT

The function relating to the overarching management of the local government agency and its general administration. Also includes managing the agency’s
interaction with its community, and legal matters.

1.1 ADMINISTRATION (GENERAL)

The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

I:I’\Ifj:'zf)rll;llg\’(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-42 | ACCREDITATION, CERTIFICATION, AND LICENSE DOCUMENTATION FOR AGENCY FUNCTIONS | Until superseded or terminated NON-ARCHIVAL
Rev.0 AND OPERATIONS plus Giyears NON-ESSENTIAL
Includes documentation of any mandatory or voluntary accreditation, certification or OPR
licenses for anyaspect of an agency'sfunctions and/or operations.
GS50-01-02 | ADMINISTRATIVE'WORKINGFILES Destroyawhen obsoleté or ARCHIVAL
Rev.0 Subject files containing informational copies of various records organized by issue, person, superseded - elected official, (Appraisal Required)
subject, or other areas of interest. executive and department head NON-ESSENTIAL
Remarks: Contact your Regional Archivist before disposing of elected official, executive or files are potentially archival OFM
department head files. Records from this series may be selected for transfer to and preservation
at a Regional Archives branch.
GS50-01-36 | APPOINTMENT CALENDARS Destroy when obsolete or NON-ARCHIVAL
Rev.0 Remarks: Elected officials and department heads may want to retain appointment calendars to | SU perseded NON-ESSENTIAL
document activities and appointments for a longer period of time. OFM
GS50-01-08 | CHRONOLOGICAL REFERENCE FILE Destroy when obsolete or NON-ARCHIVAL
Rev.0 Also known as reading or day file. Used as a chronological reference source supplemental to | superseded NON-ESSENTIAL
correspondence and subject reference files. OFM

1. AGENCY Page 5 of 150
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Washington State Archives

Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

I?Allsj":'(:if)lTRll'cl')\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-12 | Communications — Governing/Executive/Advisory Retain for 2 years after ARCHIVAL
Rev. 2 Internal and external communications to or from the agency’s governing bodies, elected communication received or (Appraisal Required)
official(s)/executive management, and advisory bodies, that are made or received in provided, whichever is later NON-ESSENTIAL
connection with the transaction of public business, and that are not covered by a more then OFM
specific records series. Transfer to Washington State
Includes allcommunication types, regardless of format: Archives for appraisaland
e Correspoidence, email; selective retention.
e Web sites/forms/pages, social networking posts and commenis, etc.
Includes, but is not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes:
e Non-executive communications covered by DAN GS2010-001;
e Public records requests covered by DAN GS2010-014;
e The provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.
Page 6 of 150
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.1 ADMINISTRATION (GENERAL)
The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2010-001
Rev. 2

Communications — Non-Executive
Internal and external communications to or from employees (includes contractors and

and that are not covered by a more specific records series.

Includes all communication types, regardless of format;
e Correspondence, email;
e Web sites/forms/pages, social-networkingsposts andicomments, ete:

Includes, butyis not limited to:
e Requests for and provision of information/advice;
e Agency-initiated information/advice.
Excludes:
e Governing/Executive/Advisory communications covered by DAN GS50-01-12;
e Public records requests covered by DAN GS2010-014;
e The provision of routine information covered by DAN GS50-02-01.
Note: Information/advice published online by the agency continues to be “provided” until the
date it is removed/withdrawn.

volunteers), that are made or received in connection with the transaction of public business,

Retain for 2 years after

communication received or

provided, whichever is later
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

GS50-06F-03
Rev. 0

INFORMATIONAL REPORTS COMPILED FOR AGENCY USE

Remarks: Please contact your Regional Archivist before disposing of this record. Records from
this series may be selected to be transferred to and preserved at a Regional Archives branch.

Retain until no longer needed
for agency business

then
Transfer to Washington State
Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required)

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT

Page 7 of 150




Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

1.1 ADMINISTRATION (GENERAL)

The activity associated with the day-to-day operations of the agency. Includes short-term records that can be disposed of as part of normal
administrative practice.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-01-39 | PROJECT FILES (MISCELLANEOUS) Completion of Project plus 6 ARCHIVAL
Rev. 0 Remarks: Contact your Regional Archivist before disposing of this record. Records from this years -Potential archival value (Appraisal Required)
. . . NON-ESSENTIAL
series may be selected to be transferred to and preserved at a Regional Archives branch. OPR
GS50-01-32 | RESEARCH/PROGRAM REPORTS, STUDIES, SURVEYS, MODELS, AND ANALYSES Retain until no longer needed ARCHIVAL
Rev. 0 Remarks: Céntactyour Regional Archivist Before disposing of thisikecofd. Records from this for agency business (Appraisal Required)
. . . . h NON-ESSENTIAL
series may beyselected for transfer to and preservation at aRegional Archives branch. then OFM
Transfer to Washington/State
Archives.forappraisal@and
selective retention.

1. AGENCY Page 8 of 150
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them. Excludes their
meetings and hearings, which are covered in the Meetings and Hearings section.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-04 | ANNUAL REPORTS ADOPTED PERMANENT as adopted - 1 ARCHIVAL
Rev.0 May also include annual messages of chief executive officer. copy archival (Appraisal Required)
NON-ESSENTIAL
OFM
GS50-05A-15 | OATHS OF OFFICE End of term of office plus 6 NON-ARCHIVAL
Rev. 0 years ESSENTIAL
OPR
GS50-01-25 | ORDINANCE AND RESOLUTION DEVELOPMENT FILES 3lyears - Potential archival value ARCHIVAL
Rev. 0 Documentatiomof the analysis and developmentiofiordinances and/orresolutionsisubmitted (Appraisal Required)
for the approval of the agency’s governing council, commission, or board. NON-ESSENTIAL
OFM
GS50-05A-16 | ORDINANCES AND RESOLUTIONS PERMANENT - Potential archival ARCHIVAL
Rev. 0 value (Appraisal Required)
ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.3 COMMUNITY RELATIONS
The activity of the local government agency’s interaction with its community.
I?AIlsJ":'(:lf)lTRll'cl')\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2011-165 | Advertising and Promotion Retain until no longer needed ARCHIVAL
Rev.0 Records relating to the planning and/or execution of educational or promotional events, for agency business (Appraisal Required)
campaigns, and contests conducted by the agency to promote the agency’s mission or then NON-ESSENTIAL
. . OPR
business. Transfer to Washington State
Archives for appraisal and
selective retention.
GS2011-166 | Awards and Recognitions Retain until no longer needed ARCHIVAL
Rev. 0 Records documenting/international;national, andwother significant awards and recognition for agencysbusiness (Appraisal Required)
received byithe agency in relation to its functions and assets. then NON-ESSENTIAL
Includes, but is not limited to: Transferto Washington State OFM
e Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, Archi\{es for appraisal and
bridges, dams, and features (archeological, geographical or topological), etc.; selective retention.
e Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.).
GS50-06F-01 | BIOGRAPHICAL FILES Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.3 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2011-167 | Charity Fundraising Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records documenting the agency’s coordination and support of and/or participation in fiscal year NON-ESSENTIAL
charity fundraising campaigns, including promotion of employee payroll deductions. then OPR
Includes, but is not limited to: Destroy.
e Decision process for selecting charity campaigns to support;
e Communication between the agency and charities;
e Disseminationiof charity information;
e Arrangements and promotion ef.campaignievents.
Excludes authorizations of payroll deductions covered by GS50-03E-01.
GS50-01-09 | CITIZENS’ COMPLAINTS/REQUESTS Matter closed plus 3 years NON-ARCHIVAL
Rev.0 Communications from citizens making a complaint or request, as well as the associated NON-ESSENTIAL
agency response. OFM
GS50-06F-02 | HISTORICAL FILES OF THE AGENCY Retain until no longer needed ARCHIVAL
Rev.0 for agency business (Appraisal Required)

then
Transfer to Washington State
Archives for appraisal and
selective retention. value - See
remarks

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.3 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-06F-05 | NEWSPAPER CLIPPINGS Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-06F-06 | PHOTOGRAPHS, AUDIO/VISUAL MATERIAL Retain until no longer needed ARCHIVAL
Rev. 0 Photographiciiegatives and prints may-be heldratiRegionalArchives forpermanent for agencysbusiness (Appraisal Required)
preservation and security backup . then NON'ESFS“EINTIAL
Transfer to ' Washington State
Archives for appraisal and
selective retention.
GS50-06F-07 | PRESS RELEASES Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS2011-168 | Proclamations Retain for 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayor, commissioner, or elected executive on behalf of the then (Appraisal Required)

local government agency, where not included in the minutes or meeting packet of the
agency’s governing body.

Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.3 COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-30 | PUBLIC OPINION POLLS Retain until no longer needed ARCHIVAL

Rev. 0

for agency business
then

(Appraisal Required)
NON-ESSENTIAL

Transfer to Washington State OFM
Archives for appraisal and
selective retention.

GS50-06F-08 | SCRAPBOOKS AND'ALBUMS Retain until no longer needed ARCHIVAL

Rev. 0

for agencysbusiness
then

(Appraisal Required)
NON-ESSENTIAL

Transfer to ' Washington State OFM
Archives for appraisal and
selective retention.

GS50-06F-09 | SPEECHES Retain until no longer needed ARCHIVAL

Rev. 0

for agency business

then
Transfer to Washington State
Archives for appraisal and
selective retention.

(Appraisal Required)
NON-ESSENTIAL
OFM
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.4 CONTRACTS/AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-169 | Contracts and Agreements — Capital Assets (Non-Real Property) Retain for 6 years after NON-ARCHIVAL
Rev. 0 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction or NON-ESSENTIAL
to which the signing parties agree or submit, and that relate to capital asset ownership, but | termination/expiration of OPR
do not establish, alter, or abolish real property ownership. Includes change orders. instrument
Includes, but is not limited to: and
e Purchase and sales agreements (non-=real property capital.asset purchases only); §years after disposition, of asset
e Building'censtruction and imprevements; (s iard [ 2senly)
¢ Rightstof-way and/or easements received by the agency. Dthen
Excludes contracts/agreements covered elsewhere in the CORE (and/or other current, approved estroy:
records retention schedules) including, but not limited to:
e Bond, grant and levy project contracts/agreements covered by GS53-02-08;
e Rights-of-way/easements granted by the agency, which are covered by G52011-170.
GS2011-170 | Contracts and Agreements — Capital Assets (Real Property) Retain for 10 years after ARCHIVAL
Rev.0 Instruments signed by the agency and one or more parties that set out terms and conditions | disposition of asset ‘AP:’;:E:“R:S::.'“)
to which the signing parties agree or submit, and that establish, alter, or abolish real and OPR

property ownership. Includes change orders.

Includes, but is not limited to:

e Land purchases, sales, and capital leases;

e Rights-of-way (roads, streets, alleys, etc.) and/or easements granted by the agency.
Excludes rights-of-way/easements received by the agency, which are covered by G52011-169.

Note: Per RCW 4.16.020, the statute of limitations for the commencement of actions for the
recovery of real property is 10 years.

10 years after completion of

transaction or termination/

expiration of instrument
then

Transfer to Washington State

Archives for appraisal and

selective retention.
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Washington State Archives

Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.4 CONTRACTS/AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-11 | Contracts and Agreements - General Retain for 6 years after NON-ARCHIVAL
Rev. 2 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction or NON-ESSENTIAL

to which the signing parties agree or submit, and that do not establish, alter, or abolish
ownership of capital assets. Includes change orders.

Includes, but is not limited to:

Inter-dgency, intra-agency, inter-governmental, inter-local agreements;
Lease, escrow, and rental agreements;

Lending agreements (facility, equipment, vehicle, etc.);

Liability waivers (hold"harmless, insurance, etc.);

Loan agreements (long-term debt, etc.);

Master depository contract (banking);

Personal service, client service, purchasing agreements;

Purchase and sales agreements (non-capital asset purchases only);
Vendor bonds;

Warranties.

Excludes contracts/agreements covered elsewhere in the CORE (and/or other current,
approved records retention schedules) including, but not limited to:

Contracts and agreements relating to real property ownership (GS2011-170) and non-
real property capital assets (GS2011-169);

Public records transfer agreements with Washington State Archives covered by
GS2010-021;

Bond, grant and levy project contracts and agreements covered by GS2011-183.

termination/expiration of
instrument

then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.5 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-01 | Attorney General Opinions Retain until no longer needed NON-ARCHIVAL
Rev.1 Note: Opinions issued by the Office of the Attorney General (AG) are designated Archival in the for agency business NON'(E)SFS;INHAL
AG’s records retention schedule. then
Destroy.
GS50-04C-04 | Civil Rights Violation Complaints Retain for 6 years after ARCHIVAL
Rev. 1 Records relating,to the.agency’s investigations.of.complaints.of civil rights violations resolution,.completion, closure, | (Appraisal Required)

occurring within the agency’sjjurisdiction, where civil litigation has not commenced.
Complaints mayibe made by employeesi(including'contractars and volunteers), students, or
the general public.
Includes, but is not limited to:

e Complaints, investigations, witness statements, evidentiary documents;

e Notifications, communications, contact logs, notes;

e Findings, settlement agreements, post-finding materials.

Includes, but is not limited to:
e Americans with Disabilities Act (ADA), Title Il, etc.;
e Civil Rights Act of 1964 (voter registration, facilities, transportation, equal employment
opportunity, education, race, color & national origin [Title VI], etc.);
e Federal Fair Housing Amendments Act of 1988;
e Health Insurance Portability and Accountability Act (HIPAA);
o Rehabilitation Act of 1973 (Section 504 accommodations, etc.);
e Individuals with Disabilities Education Act (IDEA).

Note: If litigation commences, these records become part of the litigation case file and are
covered by GS53-02-04.

ondecision not to proceed
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.5 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
?Zﬁgg;g\'{“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-171 | Civil Rights — Compliance Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records relating to the agency’s efforts to comply with federal, state and local statute calendar year NON-ESSENTIAL
governing employee (including contractors and volunteers), student, and the general or OPR
public’s civil rights. May include surveys, reports, notifications, communications, meetings, | conditions of grant satisfied,
agreements, training materials, etc. whichever is later
Excludes: then
e Rehabilitation Act of 1973 Section 504 accommodations covered by GS50-04C-01; Destroy.
e Civil'rights violation complaints covered.by.GS50-04C-04;
e Equal employment reports covered by GS50-04C+05.
GS50-04C-01 | Civil Rights — Compliance (Section 504 Accommodations) Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the agency’s compliance with Section 504 of the Rehabilitation Act of completion or denial of NON-ESSENTIAL
1973 which requires that qualified individuals with disabilities have equal opportunity to accommodation(s) OPR
benefits and services. Records may include applications, agreements, surveys, reports, then
notifications, meetings, communications, training materials, etc. Destroy.
Excludes:
e Civil rights violation complaints covered by GS50-04C-04;
e Equal employment reports covered by GS50-04C-05.
GS50-01-10 | Claims for Damages Retain for 6 years after claim NON-ARCHIVAL
Rev. 1 Records relating to claims for damages filed either against the agency by other parties, or by | closed NON-ESSENTIAL

the agency against other parties.

Excludes workers’ compensation claims, which are covered by records series in the Industrial
Insurance section.

Excludes litigation case files covered by GS53-02-04.

then
Destroy.

OPR
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

1.5 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.

'2;:_3?)';:%’{“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
TR R DISPOSITION ACTION
GS2011-172 | Court Orders — Served on the Agency Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to subpoenas and summonses served on the agency, where the agency for agency business NON-ESSENTIAL
is not a party to the litigation. then OPR
Destroy.

Includes, but is not limited to:
e Personnel/staff summonses;
e Subpoenasifor agency records:

Excludes records where the agencylis a party to the litigation or claim,\which are covered by
other records series(Litigation Case Files, Claims for Damages, etc.).

GS55-05A-04 | Encroachments Retain:forl0wyearsmafter matter ARCHIVAL
Rev. 1 Records documenting encroachments affecting real property owned by the agency, including | resolved (Appraisal Required)
land disputes, water rights and obligations, etc. then ESSENTIAL
Excludes records covered by GS55-05A-09 (Evictions, Liens, Foreclosures, Condemnations). Transfer to Washington State OPR

Archives for appraisal and
selective retention.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

1.5 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.

Tz:zf)lgl‘cl"y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-09 | Evictions, Liens, Foreclosures, Condemnations Retain for 10 years after matter NON-ARCHIVAL
Rev. 1 Records relating to disputes involving real property and/or facilities owned or maintained by | resolved NON-ESSENTIAL
the agency where litigation has not commenced. Includes actions taken (including debt then OPR
forgiveness). Destroy.
Includes all activities and actions, such as:
e Collections;
e Vacation of premises;
e Propertyliens (and releases);
e Foreclosure of deeds and mortgages;
e Condemnation/eminent domain.
Includes, but is not limited to:
e Correspondence, research, invoices/billing statements; proof of mailing;
e Copies of title reports, certificates of delinquency, notices of summons.
Excludes:
e Encroachments covered by GS55-05A-04;
e Non-real property financial disputes covered by GS50-03B-14.
Note: If litigation commences, these records become part of the litigation case file and are
covered by GS53-02-04.
Note: Per RCW 4.16.020, the statute of limitations for the commencement of actions for the
recovery of real property is 10 years.
GS53-02-05 | LEGAL ISSUES/ADVICE FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 superseded NON-ESSENTIAL
OFM

1. AGENCY Page 19 of 150
MANAGEMENT


http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.020

Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.5 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation and legal advice. Includes internal and outside counsel.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS53-02-03 | Legal Opinions (Agency Attorney) PERMANENT - Potential archival ARCHIVAL
Rev. 1 Official interpretations made by agency attorney regarding questions of legal rights or value (Appraisal Required)
liabilities affecting the agency or any of its departments and offices. NON'EOSSENHAL
Excludes legal opinions covered by GS53-02-06, Levy and Bond Planning — Successful.
GS53-02-04 | Litigation Case Files Retain for 10 years after case ARCHIVAL
Rev. 1 Documentatiomsef a civil suit by the;agency against:anotherparty, or.defense of the;ageneymmi.closed (Appraisal Required)
and/or agency employee against suit by another party. then NON'ESFS“EINTIAL
Note: Primary copies of official court' documents are held permanently by the\Clerk of Superior Tran§fer to Washlr?gton State
Court, or 10.years by the District or Municipal Court Administrator. Archives for appraisal and
selective retention.
GS50-06B-17 | RESTITUTION STATEMENT 6 years NON-ARCHIVAL
Rev. 0 Source document backup for billing. NON-ESSENTIAL

OPR
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

1.6 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

TZ:%Z'TR:%'(“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-173 | Appeals Hearings — Local Decision-Making Bodies (General) Retain for 6 years after final ARCHIVAL
Rev. 0 Records documenting the adjudicative proceedings of the local government agency’s disposition of case (Appraisal Required)

decision-making bodies subject to the Administrative Procedure Act (chapter 34.05 RCW). then ESSENTIAL
Includes hearings and quasi-judicial actions of the legislative body, planning commission, Transfer to Washington State OPR
hearing examinerjor other badies whichidetermine the legal rightsgduties, or privileges of Archives forappraisaland
specific parties.in a hearing or other contested case proceeding where NO land use or selective retention.

valuation decision is being appealed.

Includes, butiismot limitedto:
e Animal control dispute appeals;
o Billing dispute appeals hearings (utilities, etc.);
e Civil asset forfeiture hearings;
o Civil Service Commission hearings and employee grievance appeals;
e County Board of Equalization property tax exemption appeals.
Includes, but is not limited to:
e Case files, decisions/orders/rulings, minutes (if taken);
e Oral and written testimony, exhibits, etc.;
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Audio/visual recordings and transcripts of proceedings;
e Public notices (affidavits of mailing, posting and publication, etc.).

Includes indexes and other finding aids.
Excludes records covered by GS2011-174, GS50-05A-13 and GS2011-176.
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Version 2.2 (December 2011)

Office of the Secretary of State

1.6 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-174 | Appeals Hearings — Local Decision-Making Bodies (Land Use/Valuation) Retain for 6 years after final ARCHIVAL
Rev. 0 Records documenting the adjudicative proceedings of the local government agency’s disposition of case (Permanent Retention)
decision-making bodies subject to the Administrative Procedure Act (chapter 34.05 RCW). then ESSENTIAL
PR

Includes hearings and quasi-judicial actions of the legislative body, planning commission,
hearing examiner)zoning adjuster, boardiof adjustment or other bodies which determine
the legal rights, duties, or privileges of specific parties in a_hearing onother contested case
proceeding where a land use or valuation decision is being appealed.

Includes, butiismot limitedto:
e County Board of Equalization valuation appeals;
e Land use administrative appeals.

Includes, but is not limited to:
e Case files, decisions/orders/rulings, minutes (if taken);
e Oral and written testimony; exhibits, etc.;
e Agendas, meeting/agenda packets (briefs, reference materials, etc.), etc.;
e Audio/visual recordings and transcripts of proceedings;
e Public notices (affidavits of mailing, posting and publication, etc.).

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS50-05A-13, and GS2011-176.

Transfer to Washington State
Archives for permanent
retention.
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Washington State Archives

Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.6 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-13 | Meetings — Governing/Executive/Advisory Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting all meetings of the local government agency’s governing bodies, calendar year (Permanent Retention)
executive management, and advisory bodies. then ESSENTIAL
OPR

Includes:
o All meétings regulated by the Open‘Public Meetings Act (chapter 42.30 RCW), such as
regularandspecial meetings, public hearingspzetc.;
o All other meetings (including executive sessions regulatechby RCW 42.30.110(2)).

Includes, but is not limited to:
e Meeting notices (affidavits of mailing, posting and publication, etc.);
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Speaker sign-up, written testimony;
e Audio/visual recordings and transcripts of proceedings;
e Minutes.

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS2011-176.

Transfer to Washington State
Archives for permanent
retention.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.6 MEETINGS AND HEARINGS
The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community
meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-175 | Meetings — Inter-Agency Retain for 6 years after end of ARCHIVAL
Rev. 0 Records documenting all meetings held between the local government agency and one or calendar year (S’g’lila'zas's“;;‘_'r'[;‘:_)
more other public agencies. May include multi-agency staff meetings, committees, task or -OPR
forces that coordinate activities, communications, solutions to problems, etc. 6 years after completion of
Includes, but'is not limited to: project, whichever'is later
e Agendas;imeeting packets, sign-in lists, meeting noticess(affidavitsjof mailingmposting then
and publicatioh), etc.; Transfer to Washington'State
e Minutes,atdio/visualfecordings, transcripts) etc. Arlchives for appraisal and
selective retention.
Includes indexes and other finding aids.
Excludes all meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), which are
covered by GS50-05A-13; also excludes records covered by GS2011-173, -174, and -176.
GS50-01-43 | Meetings — Staff Retain for 2 years after end of NON-ARCHIVAL
Rev. 1 Records documenting meetings held by (and/or for) general staff of the local government calendar year NON-ESSENTIAL

agency. May include staff meetings, internal committees/task forces, and other groups that
meet for various reasons (to plan activities, coordinate communications, solve problems,
coordinate employee safety, etc.).
Includes, but is not limited to:

e Agendas, meeting packets, sign-in lists, meeting notices, etc.;

e Minutes, audio/visual recordings, transcripts, etc.
Excludes all meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), which are
covered by GS50-05A-13.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS2011-176.

then
Destroy.

OFM
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Washington State Archives

Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State

Version 2.2 (December 2011)

1.6 MEETINGS AND HEARINGS

The activity of the agency assembling groups of people for the purpose of information-sharing, discussion, planning and/or decision-making. Includes all
meetings organized by or on behalf of the agency including open public meetings, executive sessions, public and/or appeals hearings, community

meetings, and internal agency meetings. May involve governing and advisory bodies, executive management, general staff, volunteers, general public.
DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-176 | Meetings/Hearings — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the administrative arrangements of meetings held by or on behalf of the | for agency business NON-ESSENTIAL
local government agency. then OFM
Includes, but is not limited to: Destroy.

o Meeting date and place scheduling records;
e Agendarequests;

e Arrangement of catering, facilities and equipment.

Excludes financial records (facilities, catering, travel expense, etc.).
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.7 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-01 | AGENCY CHARTERS AND BY-LAWS PERMANENT - Potential archival ARCHIVAL
Rev. 0 Official, adopted charter defining scope of the agency and its rights, responsibilities, and value (Appraisal Required)
OPR
GS50-01-37 | Census Records from the State Office of Financial Management Retain until no longer needed ARCHIVAL
Rev. 1 Note: This recorghis retained permanently.by the-Office of Financial Managementiin.accordance.4.fOr agency business (Appraisal Required)
with its recards retention schedule. then NON-ESSENTIAL
TransferttorWashington|State OFM
Archives for appraisal and
selective retention.
GS50-05A-07 | CHARTER HISTORY FILES Agency option - Potential ARCHIVAL
Rev. 0 Includes past, current, and proposed charters which will provide background and historical | archival value (Appraisal Required)
reference for county or city charter review. NON-ESSENTIAL
OFM
GS50-14-03 | Emergency Preparedness and Recovery Plans Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Emergency preparedness, response, and recovery plans prepared for any aspect of the or superseded ESSENTIAL
agency’s operations and assets. then OPR
Includes, but is not limited to: Destroy.

e Disaster preparedness and recovery plans;

e Employee emergency plans and fire prevention plans prepared in accordance with
WAC 296-24-567.
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Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.7 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-10 | FRANCHISES Termination or withdrawal plus ARCHIVAL
Rev. 0 6 years - Potential archival value | (Appraisal Required)
ESSENTIAL
OPR
GS50-05A-11 | GOALS & OBJECTIVES WORKING FILES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS2010-079 | Strategic Plans— Development Retain.until.-no longer need for NON-ARCHIVAL
Rev.0 Records relating to the development of the agency’s strategic plang agency business NON-ESSENTIAL
then OFM
Destroy.
GS2010-080 | Strategic Plans — Final Version Retain until no longer needed ARCHIVAL
Rev.0 Final version of agency-wide strategic, long-term plan used to align the agency’s for agency business (Permanent Retention)
organizational and budget structure with its priorities, missions, and objectives. then NON_ESFS“EINHAL
Transfer to Washington State
Archives.
GS50-01-38 | Work Plans Retain until no longer needed NON-ARCHIVAL
Rev. 1 Plans describing work to be performed by divisions and units of the agency, including for agency business NON-ESSENTIAL

timelines and areas of responsibility for specific actions. Also includes records relating to the
development of work plans.

Excludes agency-wide strategic plans covered by GS2010-080.

then
Destroy.

OFM
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Washington State Archives Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 2.2 (December 2011)

1.8 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-01 | ADMINISTRATIVE PROCEDURES AND INSTRUCTIONS Destroy when obsolete or NON-ARCHIVAL
Rev.0 Internal procedures and instructions - Guidance on any routine internal procedure or superseded NON-ESSENTIAL
protocol required for day to day operations. Includes work assignments to staff. OFM
GS50-01-24 | OFFICIAL AGENCY POLICY AND PROCEDURE DIRECTIVES, REGULATIONS, AND RULES Adoption - Permanent ARCHIVAL
Rev. 0 Officially adopted policies, procedures or public rules affecting the entire agency. Activated (Appraisal Required)
through executive or department head signature, ordinance or resolution. ESSSNTIAL
PR

1. AGENCY Page 28 of 150
MANAGEMENT



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

1.9 REPORTING

The activity of providing information as required by regulating authorities.

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
R DISPOSITION ACTION
GS50-01-41 | PUBLIC DISCLOSURE LOBBYIST REPORTING Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Quarterly reports to the Washington State Public Disclosure Commission relating to lobby fiscal year NON-ESSENTIAL
activities by the agency. Used to document lobby activities with chapter 42.17 RCW. May then OPR
include Public Disclosure forms L-5 or their electronic equivalent. Destroy.
GS50-05A-25 | SPECIAL PURPOSE DISTRICT INFORMATION STATEMENT — ANNUAL. 6 years NON-ARCHIVAL
Rev.0 Statement required to be submitted to the appropriate_county auditor.by individual junior NON-ESSENTIAL

taxing districts.
Note: Reference REW 36.96.090 (1).

OPR
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Washington State Archives

Office of the Secretary of State
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1.10 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-177 | Accidents/Incidents (Hazardous Materials) — Human Exposure Retain for 100 years after NON-ARCHIVAL
Rev. 0 Records documenting accidents, incidents, and any other occurrences within the agency’s individual’s date of birth ESSENTIAL
OPR

jurisdiction that are known to have involved human exposure to potentially hazardous
materials. Includes employees (including contractors and volunteers) and the public.
Includes, but is not limited to:

Description of accident/incident, response, and investigation;

Personal exposure information, physical examination reports, étc.;

Analysesiof medical or exposure records (WAC.296-802-20015);

Toxic and hazardous substances records (29 CFR § 1926.1101(nrj);

Personal'exposure récords as defined by American'Nuclearinsurers(ANI) Information
Bulletin 80-1A Section VIII;

Employment records for persons entering radiologically-controlled areas as defined by
American Nuclear Insurers (ANI) Information Bulletin 80-1A Section |;

Other records as specified in WAC 296-802-20010.

Hazardous materials include, but are not limited to:

Toxic substances or harmful physical agents as defined by 29 CFR § 1910.1020(c)(13);
Hazardous materials as defined by RCW 70.136.020;

Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
waste as defined by RCW 70.105.010;

Pesticides as defined by RCW 15.58.030.

Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.

or

30 years after individual’s date

of death, whichever is sooner
then

Destroy.

1. AGENCY
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Version 2.2 (December 2011)

1.10 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-03 | Accidents/Incidents — No Claim Filed (Under Age 18) Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records relating to accidents/incidents involving individual(s) younger than age 18, and individual reaches age 18 NON-ESSENTIAL
where claims for damages are not filed. Includes, but is not limited to, reports and then OFM
investigations. Destroy.
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve
officers in accordance with RCW 41.24.210.
Excludes hazardous'materials accidents and incidents covered by GS2011-177.
GS2010-081 | Accidents/Incidents — No Claim Filed'(Age 18 and Older) Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records relating to accidents/ incidents involving individuals age 18 and older, and where incident NON-ESSENTIAL
claims for damages are not filed. Includes, but is not limited to, reports and investigations. then OFM
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve | Destroy.
officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered by GS2011-177.
GS50-06A-02 | Backups for Disaster Preparedness/Recovery Retain until no longer needed NON-ARCHIVAL
Rev. 1 Routine, cyclical backups of the agency’s electronic records created for the purpose of for agency business ESSENTIAL
disaster preparedness and recovery. then OFM
Destroy.
GS50-14-02 | DISASTER DAMAGE DECLARATION STATEMENTS 3 years - Potential archival value ARCHIVAL
Rev. 0 (Appraisal Required)

NON-ESSENTIAL
OFM

1. AGENCY
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1.10 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-32 | FEDERAL EMERGENCY MANAGEMENT AGENCY (FEMA) CLAIMS Claim closed plus 6 years NON-ARCHIVAL
Rev. 0 Federal claims made following disasters. NON-ESSENTIAL
OPR
GS50-06C-09 | FIDELITY AND SURETY COVERAGE BONDS Termination of policy plus 6 NON-ARCHIVAL
Rev. 0 years NON-ESSENTIAL
OPR
GS50-06C-15 | INSURANCE'AUDITS, SURVEYS, REPORTS 4wyears NON-ARCHIVAL
Rev. 0 To documentiand analyze the/coverage, premium.costs, and.self-insurance costs: NON-ESSENTIAL
OFM
GS50-06C-16 | Insurance Policies Purchased Retainfor6yearsafter NON-ARCHIVAL
Rev. 0 Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other insurance | termination or expiration of ESSENTIAL
policies purchased by the agency. coverage OPR
Note: The Local Records Committee suggests that policies which allow claims retroactive to their then
period of coverage should be retained permanently. Consult your risk manager. Destroy.
GS50-06C-04 | INSURANCE POLICY CERTIFICATES PERMANENT NON-ARCHIVAL
Rev.0 ESSENTIAL
OPR

1. AGENCY
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1.10 RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the local government agency.

I?-\IZF"I‘zf)II(II‘cI"\II\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-35 | Permission for Minors to Participate Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records relating to parental/legal guardian permission for individuals under age 18 (includes |individual reaches age 18 NON-ESSENTIAL
employees, students, interns and volunteers) to participate in agency-sponsored or agency- then OPR
approved programs, events and activities. Includes travel away from agency facilities. Destroy.
Includes, but is not limited to:
e Notices and announcements;
o Sign-up sheets, rosters, registration forms;
e Parent/legahguardian permissiens:(@pprovalfor useofprivate vehicles, waiverof
liability, emergency information, etc.);
e Chaperone/driver lists'and information;
e Transportation and all other arrangements.
Excludes public school-sponsored events and activities for PreK-12 students covered by DAN
SD51-06C-32 in the School Districts and Educational Service Districts Records Retention Schedule.
Note: If an accident/incident occurs, these records are covered by GS50-06C-03, GS50-01-10,
and/or GS53-02-04.
GS50-06C-25 | RISK DATA 4 years NON-ARCHIVAL
Rev.0 Information compiled on the costs, liability for risks to which the agency is exposed, and the NON-ESSENTIAL
allocation of expense required to support the risk management program. OFM
GS50-18-29 | STORM/DISASTER RESPONSE ACTION FILES 6 years - Potential archival value ARCHIVAL
Rev. 0 Documentation of agency's activities and locations of work performed on storms, floods, and (Appraisal Required)

other emergencies.

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.11 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2011-178 | Agency-Provided Training — Curriculum Development Retain until curriculum no NON-ARCHIVAL
Rev.0 Records relating to the development of training courses, seminars and/or workshops. longer provided by agency NON-ESSENTIAL
Includes research, materials development, etc. then OFM
Destroy.
GS2011-179 | Agency-Provided Training — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the administrative arrangements of agency-provided training courses, for agency business NON-ESSENTIAL

seminars and workshaops.

Includes, but is‘not limited to:
e Training date/and place scheduling records;
e Training availability announcements and notices;
e Participant registration;
e Arrangement of catering, facilities and equipment.

Excludes financial records (facilities, catering, travel expense, etc.).

then
Destroy:

OFM

1. AGENCY
MANAGEMENT
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Office of the Secretary of State

1.11 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public.

1. AGENCY
MANAGEMENT

e Continuing education hours/credits/points may be earned; or

e Training is required by federal, state or local statute, and/or by employer.
Records include, but are not limited to:

e Curriculajimaterials presented, tests administered, etes;

e Attendee lists and sign-in sheets, test results, evaluations,etcs

e Certification/hours/credits/points awarded.

Agency-provided training includes, but is not limited to:

e Continuing education clock hours, continuing legal education (CLE) credits, etc.;

e Certification (and recertification) such as Emergency Medical Technician (EMT),
Certified Municipal Clerk (CMC), cardiopulmonary resuscitation (CPR), disaster
response/emergency preparedness, automated external defibrillator (AED), first aid,
lifeguard, childcare, etc.;

e (Non-radiological) hazardous materials, hazardous waste, hazardous exposure, and
other safety training.

Excludes:

e Radiation protection training as defined by WAC 246-222-030 and American Nuclear
Insurers (ANI) Information Bulletin 80-1A;

e Hazardous materials trained personnel list covered by GS50-19-09;

e Apprentice certification files covered by GS50-04B-34;

e Employee training certificates/history retained in the employee’s personnel file;

e Financial records covered in the Financial Management function.

I?Allsj":'(:if)lTRII'cI')\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-180 | Agency-Provided Training — Certificated, Hours/Credits Earned, or Mandatory Retain for 6 years after training NON-ARCHIVAL
Rev.0 Records documenting training courses, seminars and workshops provided by the local provided NON-ESSENTIAL
government agency to the public, customers, contractors, or agency employees, where: then OPR
e Certificates/credentials/licenses may be awarded; or, Destroy.
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1.11 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public.

I?Allsj":'(:lf)lTRII'cI')\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-181 | Agency-Provided Training — General Retain for 3 years after training NON-ARCHIVAL
Rev.0 Records documenting training courses, seminars and workshops provided by the local provided NON-ESSENTIAL
government agency to the public, customers, contractors, or agency employees where: then OPR
e Certificates/credentials/licenses are NOT awarded; and, Destroy.

e Continuing education hours/credits/points are NOT earned; and

e Training is NOT required by federal, state or local statute or by employer.
Records include, but are not limited to:

e Curriculajimaterials presented,.tests administered, etes;

e Attendee lists and sign-in sheets, test results, evaluations,etcs

Excludes:

e Agency-provided training covered by GS2011-180;

e Apprentice certification files covered by GS50-04B-34;
Excludes employee training certificates/history retained in the employee’s personnel file;
e Financial records covered in the Financial Management function.

1. AGENCY
MANAGEMENT
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2. ASSET MANAGEMENT

The function of managing the local government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.) Includes asset acquisition,
maintenance, inventory, and disposal.

2.1 AUTHORIZATIONS

The activity of granting and/or receiving permission or approval in relation to asset management.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
et DISPOSITION ACTION
GS50-06B-26 | CONFINED SPACE PERMIT FILES 1 year NON-ARCHIVAL
Rev.0 Records of internally-issued permits (notices) for individual entries into confined spaces as NON-ESSENTIAL
provided by WAE.296:809, which should,includesdocumentation thatsrequiredssafety OPR
procedures were followed.
Note: Reference WAC 296-809-50006.
GS50-06C-11 | FIRE ALARM"APPLICATION Termination'plus 6'years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR

2. ASSET Page 37 of 150
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local

government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS SR ONESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-06 | AS-BUILT CONSTRUCTION PROJECT PLANS Life or sale of facility plus 3 ARCHIVAL
Rev. 0 Documentation of the actual physical product of each construction project. Documents both | years Potential archival value - (Appraisal Required)
the as-approved design and changes made during construction. ESSENTIAL
OPR
GS50-18-07 | AS-DESIGNED DRAWINGS Completion of project plus 6 NON-ARCHIVAL
Rev.0 Documentsdisedte guide thelconstruction of roads, bridges, buildings, afid other public years NON-ESSENTIAL
facilities. May.include drawings for temporary activities (i.e., projectitraffic, erosion control, OFM
etc). May be posted with changes during construction and bécome. as-builts (see DAN GS50-
18-06).
Note: If as-built is not produced, then the as-designed becomes primary copy and needs to be
kept for life of structure plus 3 years
GS51-07-04 | CAPITAL IMPROVEMENT AND/OR LEVY PLANNING PROJECT FILE Completion of project Potential ARCHIVAL
Rev. 0 archival value (Appraisal Required)
NON-ESSENTIAL
OFM
GS51-07-07 | CONSTRUCTION LOG Completion and acceptance of NON-ARCHIVAL
Rev.0 Chronological listing of the progress of construction projects. project plus 6 years NON-ESSENTIAL
OFM
GS50-18-10 | CONSTRUCTION PROJECT FILES Completion of project plus 6 NON-ARCHIVAL
Rev. 0 Case file documentation on the progress and completion of each agency public works or years NON-ESSENTIAL
engineering construction project. OPR
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2.2 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-02 | ENGINEERING AND ARCHITECTURAL DRAWINGS AND SPECIFICATIONS Disposal or sale of property plus ARCHIVAL
Rev. 0 Architectural, structural, plumbing, electrical, etc. 10 years - Potential archival (Appraisal Required)
value ESSENTIAL
OPR
GS55-05G-04 | FACILITIES STANDARDS AND SPECIFICATIONS MANUAL 10 years after superseded - ARCHIVAL
Rev. 0 Documentation ofistandards and specifications for the constructionjoperation and Potential archival value (Appraisal Required)
maintenanceyef agency facilities. ESSENTIAL
OFM
GS50-06B-22 | INSTALLED EQUIPMENT/SYSTEM DOCUMENTATION FACILITY AND PROPERTY 6 years afterthe equipment or NON-ARCHIVAL
Rev.0 MANAGEMENT system is disposed of or NON-ESSENTIAL

Documentation of major equipment or operating systems, such as sound or audio-visual
systems, not integral to the structure of a facility, which may be installed and replaced
during the life of the facility. May include system layout descriptions, specifications,
operating manuals, warranties, installation drawings and other documentation integral to
the maintenance and operation of the equipment or system.

replaced

OPR

2. ASSET
MANAGEMENT
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2.3 DISPOSAL

The activity of disposing of the local government agency’s assets through sale or otherwise.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS SR ONESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08C-01 | ADVANCE NOTIFICATIONS OF AUCTION 3 years or until completion of NON-ARCHIVAL
Rev. 0 State Auditor’s examination NON-ESSENTIAL
report OFM
GS50-08C-02 | AUCTION AUTHORIZATION FILES Clerk of governing council, NON-ARCHIVAL
Rev. 0 Copy of resolution or ordinance and related documents authorizing auction of surplus commission, or board - NON-ESSENTIAL
property. PERMANENT - Attach to OFM
resolution or ordinance
GS50-06E-08 | EQUIPMENT ANDMEHICLE SALE AND'SALVAGE RECORD 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-08C-07 | SURPLUS PROPERTY INVENTORY TRANSFER SHEET 3 years NON-ARCHIVAL
Rev. 0 Transferring specific fixed assets from departments to Surplus Property. NON-ESSENTIAL
OFM
MANAGEMENT
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information technology
hardware and third-party software.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-002 | Access Authorization (Network/System/Data) — Employee Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records documenting the authorization of employee (includes contractors and volunteers) | termination of user’s access ESSENTIAL
access to agency systems, networks, applications, records, and data. or OPR
Includes, but'is'iet, limited to, requestsiand approvals foraceess and permissions: 6 yearsaftensystem no longer in
use, Whichever is sooner
then
Destroy.
GS50-06A-01 | Applications — Planning and Review Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting the planning and post-implementation review of the agency’s finalization of project NON-ESSENTIAL
computer software applications, databases, and websites (internet and intranet). then OPR
Includes, but is not limited to: Destroy.
e Requirements and objectives documents/statements;
e Feasibility studies;
e Charter, cost/benefit analyses, investment plans;
e Post-implementation reviews/evaluations/recommendations.
MANAGEMENT
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2.4 ELECTRONIC INFORMATION SYSTEMS

The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.

See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.

See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information technology
hardware and third-party software.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-03 | Applications — Technical Design and Implementation Retain until application or NON-ARCHIVAL
Rev. 1 Records documenting the technical design and implementation of the agency’s computer version is no longer needed for ESSENTIAL
software applications, databases, and websites (internet and intranet). agency business OFM
and

Includes, but is neblimited to:
e Designidocumentation/detail;
e Database schema and dictionaries;
* Source code; with a current approved records
e System and program change descriptions/authorizations; retention schedule
e Development plans (for testing, training, conversion, and acceptance); then
e Release notes;

all records within the
application"have been migrated
or dispositioned in accordance

Destroy.
e Operational and user instructions;
e Acceptance testing.
GS2010-003 | Audit Trail — Infrastructure Retain for 1 year after date of NON-ARCHIVAL
Rev.0 Records documenting authorizations for and modifications to the configurations and settings | activity NON-ESSENTIAL
of the agency’s infrastructure (firewalls, routers, ports, network servers, etc.) then OFM
Destroy.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information technology
hardware and third-party software.
I?AILSJ:'(:Ii;.I:II'cr’\l(“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-004 | Automated/Scheduled Tasks Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to scheduled, computer-driven tasks including, but not limited to: for agency business NON-ESSENTIAL
e Event logs; then OFM
e Run reportsiand requests; Destroy:
e Task schedules;
e Successful’completionreports.
GS2010-005 | Helpdesk Requests Retain for 1 year after NON-ARCHIVAL
Rev.0 Records relating to employee (includes contractors and volunteers) requests for advice and | finalization of request NON-ESSENTIAL
assistance in using information systems and applications. then OFM
Note: Maintenance and repair of IT hardware is covered by DAN GS50-06B-13. Destroy.
GS2010-006 | Network — Design and Build Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records documenting the design and construction of the agency’s information technology for agency business ESSENTIAL
network. then OFM
Includes, but is not limited to: Destroy.

e Network diagrams and build guides;
e Master control list of Internet Protocol (IP) address assignments;
e Uniform Resource Locator (URL) addresses and passwords.

2. ASSET
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2.4 ELECTRONIC INFORMATION SYSTEMS

The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.

See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.

See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information technology
hardware and third-party software.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-007 | Online Content Management Retain for 1 year after online NON-ARCHIVAL
Rev.0 Records documenting the publishing of the agency’s online (internet and intranet) content. | content removed NON-ESSENTIAL
- . B OFM
Includes, but is notllimited to: then
e Requests/approvals to upload/update/remove contént; Destroy:
e Confirmation/of content/upload/update/removal;
e Point-in-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consists of individual records which have their own separate
retention requirements. Each of these records must be retained for the current approved
minimum retention period(s) according to their applicable records series.
GS2010-008 | Security Monitoring — Incident Retain for 1 year after NON-ARCHIVAL
Rev. 0 Records relating to the routine security monitoring of the agency’s information systems investigation finalized NON-ESSENTIAL
where a security incident has occurred. then OFM
Includes, but is not limited to, intrusion and event logs. Destroy.
GS2010-009 | Security Monitoring — No Incident Retain until determined that no NON-ARCHIVAL
Rev.0 Records relating to the routine security monitoring of the agency’s information systems security incident has occurred NON-ESSENTIAL
where a security incident has not occurred. then OFM
Includes, but is not limited to, intrusion and event logs. Destroy.
MANAGEMENT
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implementing, maintaining, and using electronic information systems to store, protect, process, transmit and securely retrieve
information.
See AGENCY MANAGEMENT - Contracts/Agreements for software licenses and service agreements.
See additional activities in ASSET MANAGEMENT for records series relating to the purchase, inventory, maintenance and disposal of information technology
hardware and third-party software.
I?AILSJ:'(:S-I:II?\'(\‘ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-010 | System Health Monitoring Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the routine monitoring of the performance of the agency’s information | for agency business NON-ESSENTIAL
managemeft systems. then OFM
Includes, but is netlimited to, benchmarks and real-time performance logs. DEstr@yz
GS50-06A-05 | Usage — Monitoring Retainfformdnyear afteFactivity NON-ARCHIVAL
Rev. 1 Records relating to the monitoring of the agency’s information and communication systems then NON-ESSENTIAL

to ensure appropriate use.

Includes, but is not limited to:
e Login records;
e Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
e Fax and telephone logs.

Note: The content of records created or received by employees (includes contractors and
volunteers) must be retained for the current approved minimum retention period(s).

Destroy.

OFM

2. ASSET
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
DISPOSITION RETENTION AND
NS;;??LTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-11-10 | CRITICAL MATERIALS LIST Life of approved activity NON-ARCHIVAL
Rev. 0 A list of chemical types and quantities for critical (hazardous) materials stored on a site as ESSENTIAL
per regulations. OPR
GS51-07-10 | ENVIRONMENTAL MONITORING REPORTS Disposition.of land.orfacility ARCHIVAL
Rev.0 plus 10 years - Potentialarchival | (Appraisal Required)
value NON-ESSENTIAL
OFM
GS50-06B-24 | Environmental Site Assessment Retain until obsolete or ARCHIVAL
Rev. 1 An analysis of environmental conditions on individual parcels of real property either owned | superseded (Appraisal Required)
or considered for purchase by the agency, including hazardous materials and conditions. or NON-ESSENTIAL
10 years after property no OPR
longer owned by agency,
whichever is later
then
Transfer to Washington State
Archives for appraisal and
selective retention.
GS50-19-02 | GENERATOR ANNUAL DANGEROUS WASTE REPORT HAZARDOUS MATERIALS 50 years NON-ARCHIVAL
Rev. 0 ADMINISTRATION ESSENTIAL
(To Department of Ecology) summary of hazardous waste removal. OPR
Page 46 of 150
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-10 | HAZARDOUS MATERIALS ABATEMENT PROJECT FILE 50 years NON-ARCHIVAL
Rev. 0 Includes records of asbestos removal, underground storage tank removal, and other large- ESSENTIAL
scale hazardous material removal. OPR
Note: There is no limitation of action on the agency's liability for the exposure of individuals to
hazardous materials.
GS50-19-03 | HAZARDOUS MATERIALS ACCIDENT/INCIDENT REPORT (NO HUMAN EXPOSURE) 50 years NON-ARCHIVAL
Rev. 1 Description of‘aéeident and cleanups ESSENTIAL
Excludes accidents/incidents involving human exposure covered by GS2011-177. OPR
GS50-19-12 | HAZARDOUS MATERIALS DISPOSAL RECORDS AND/OR CERTIFICATE OF DESTRUCTION 50 years NON-ARCHIVAL
Rev. 0 Documentation of hazardous materials disposed of by the agency. May include used oil, car ESSENTIAL
parts, etc. OPR
Note: There is no limitation of action on the agency's liability for the exposure of individuals to
hazardous materials.
GS50-19-16 | HAZARDOUS MATERIALS EMERGENCY RESPONSE PLAN Completion of report plus 6 ARCHIVAL
Rev.0 Annual reports prepared for the State Emergency Response Commission (SERC), Local years Potential archival value (Appraisal Required)
Emergency Planning Committees (LEPC), and local fire departments that document NON-ESSENTIAL
. . . OPR
hazardous materials and their locations. The report makes emergency planners aware of
hazardous materials located in their jurisdiction.
GS50-19-05 | HAZARDOUS MATERIALS EMPLOYEE RIGHT TO KNOW IMPLEMENTATION PLAN PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
OPR
MANAGEMENT
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2.5 ENVIRONMENTAL MANAGEMENT

The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-06 | HAZARDOUS MATERIALS INSPECTION AND TEST REPORTS 50 years NON-ARCHIVAL
Rev. 0 Note: There is no limitation of action on the agency's liability for the exposure of individual to ESSENTIAL
hazardous materials. OPR
GS50-19-07 | HAZARDOUS MATERIALS INVENTORY SHEET 50 years NON-ARCHIVAL
Rev. 0 List of chemicals.and other hazardous.materials.present.in.each work.area. ESSENTIAL
Note: There is no limitation of action on thelagency's liability for the exposure of individual to OPR
hazardous materidis.
GS50-19-08 | HAZARDOUSIMATERIALS;MANAGEMENT PLAN 50 years NON-ARCHIVAL
Rev. 0 Note: There is no limitation of action on the agency's liability for the exposure of individual to ESSENTIAL
hazardous materials. OPR
GS50-19-09 | HAZARDOUS MATERIALS TRAINED PERSONNEL LIST 50 years NON-ARCHIVAL
Rev. 0 Includes certifications and lists of persons trained in handling hazardous materials, such as ESSENTIAL
asbestos. . Includes attendance information and completion date. OPR
Note: There is no limitation of action on the agency's liability for the exposure of individual to
hazardous materials.
GS55-01M-04 | HAZARDOUS WASTE DISPOSAL PERMITS 30 years NON-ARCHIVAL
Rev.0 | Note: Reference WAC 173-303-281 and WAC 173-303-806. NON'EOSS’FENT'AL
GS50-19-11 | MATERIALS SAFETY DATA SHEET (MSDS) 30 years NON-ARCHIVAL
Rev. 0 Note: Reference WAC 296-800-180. ESS(EJNT'A'-
PR
Page 48 of 150

2. ASSET
MANAGEMENT



http://apps.leg.wa.gov/wac/default.aspx?cite=173-303-281
http://apps.leg.wa.gov/wac/default.aspx?cite=173-303-806
http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-180

Washington State Archives

Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
TE?‘?-IﬂEI?y DESCRIPTION OF RECORDS SR ONESND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-19-13 | NOTIFICATION OF DANGEROUS WASTE ACTIVITY - HAZARDOUS MATERIALS Destroy when superseded or NON-ARCHIVAL
Rev.0 ADMINISTRATION when item is no longer on hand | NON-ESSENTIAL
OPR
GS50-18-43 | PESTICIDE SPRAY APPLICATION DOCUMENTATION 7 years NON-ARCHIVAL
Rev. 0 Includes location and crop or site where applied, date and time application of pesticide was NON-ESSENTIAL
applied, praduct name and environmental protection agency registfation number, amount OPR
and concentration of pesticidelapplied, number.of acres or other apprepriate measure to
which pesticide applied, licensed applicator's information, direction/estimated velocity of
wind at time‘of:applicationgétc.
Note: Reference RCW 17.21.100 (3).
GS55-05H-01 | POLLUTION AND POLLUTION CONTROL STUDIES 5 years - Potential archival value ARCHIVAL
Rev.0 Note: Environmental records for electrical utility facilities must be retained for at least 25 years (Appraisal Required)
as provided by 18 CFR § 125.2. NON-ESSENTIAL
OFM
GS50-19-14 | REMEDIAL SITE FILES - SUPERFUND SITE-SPECIFIC Submission of final financial ARCHIVAL
Rev.0 Contains all documents relating to: chemical analysis services performed to support status report plus 10 years (Appraisal Required)
Superfund remedial and removal, site-specific records relating to removal activities and Potential archival value ESSENTIAL
activities conducted at remedial sites. Examples: Correspondence, quality assurance plans, OPR
endangerment assessment, risk assessment, health and safety plans, potentially responsible
party searches and investigations, projects operations plans, remedial investigation reports,
feasibility studies, Comprehensive Environmental Response, Compensation, and Liability
Information System (CIRCLIS) Superfund removal records, removal response files.
Note: Reference 40 CFR § 35.6705.
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05H-02 | STATE ENVIRONMENTAL POLICY ACT (SEPA) DETERMINATION OF SIGNIFICANCE OR NON- Disposal or sale of property plus | NON-ARCHIVAL
Rev.0 SIGNIFICANCE 10 years NON-ESSENTIAL
Note: Environmental records for electrical utility facilities must be retained for at least 25 years OPR
as provided by 18 CFR § 125.2.
GS55-05H-03 | STATE ENVIRONMENTAL POLICY ACT.(SEPA) ENVIRONMENTAL CHECKLISTS Disposal.or.sale of property plus | NON-ARCHIVAL
Rev.0 Note: Envirenmental records for eléctrical utility facilities must be retained for at least 25 years | 10 years NON-ESSENTIAL
as provided by 18 CER § 125.2. OPR
GS51-07-26 | STATE ENVIRONMENTALPOLICY ACT (SEPA) ENVIRONMENTALIMPACT. STATEMENTWORK Issuaneesefpermit NON-ARCHIVAL
Rev. 0 FILES NON-ESSENTIAL
OFM
GS55-05H-04 | STATE ENVIRONMENTAL POLICY ACT (SEPA) ENVIRONMENTAL IMPACT STATEMENTS Disposal or sale of property plus ARCHIVAL
Rev. 0 Submitted for land use code approval of agency projects. 10 years - Potential archival (Appraisal Required)
. , e (e I NON-ESSENTIAL
Note: Reference chapter 197-11 WAC. Environmental records for electrical utility facilities must | Value OPR
be retained for at least 25 years as provided by 18 CFR § 125.2.
GS50-19-15 | SUPERFUND TOXIC CHEMICAL RELEASE FILES Submission of final financial ARCHIVAL
Rev.0 Contains documents relating to requirement for submission of information relating to the status report plus 10 years (Appraisal Required)

release of toxic chemicals under Section 313 SARA Title Ill Emergency Planning and
Community Right-to-Know Act (EPCRA). Information collected is intended to inform the
general public and the communities surrounding covered facilities about releases of toxic
chemicals. Includes EPA forms, inspection reports, consent agreements, and other
information for listed toxic chemicals.

Note: Reference 40 CFR § 35.6705.

Potential archival value

NON-ESSENTIAL
OPR
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http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=81a3ac31945e386fe6261831d8e72bf8&rgn=div8&view=text&node=40:1.0.1.2.32.13.170.68&idno=40
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2.5 ENVIRONMENTAL MANAGEMENT
The activity of managing and monitoring the local government agency’s impact on the environment, including air, soil, and water quality. Includes
hazardous waste handling and documentation.
Tﬁiﬂﬂzm DESCRIPTION OF RECORDS SR ONESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-18 | UNDERGROUND STORAGE TANKS - ROUTINE OPERATION AND MAINTENANCE RECORDS End of Calendar Year plus 10 NON-ARCHIVAL
Rev.0 Series is used to document routine testing, inspection and monitoring of agency-owned years. NON-ESSENTIAL
underground storage tanks containing regulated substances. May include correspondence, OPR
inspection and testing reports related to equipment integrity, corrosion, tightness
calibration, etc. Also includes repair and modification documentation and additional records
used to demonstrate that tanks are operated in'compliance and State and\Federal
regulations:.
Note: Reference 40 CFR § 280.45 and WAC 173-360-355.
GS50-06B-23 | WASTE MATERIALS ANALYSIS REPORTS Completion of analysis plus 6 NON-ARCHIVAL
Rev. 0 Documentation of analysis of waste materials, such as used oil, which are used to determine |years NON-ESSENTIAL

if the materials should be disposed of or recycled as non-hazardous or hazardous waste.

OPR
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2.6 INVENTORY

The activity of detailing or itemizing goods, materials and resources on a periodic basis.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-04 | FIXED ASSET INVENTORIES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded plus 3 years NON-ESSENTIAL
OFM
GS50-03A-18 | INVENTORY OF FIXED ASSETS 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes fixed asset inventory (year-end) as well as documentation of current status and State Auditor’s examination NON-ESSENTIAL
updates and adjustments to the fixed asset inventory. report OFM
GS50-08B-02 | INVENTORY OF MATERIALS/ EQUIPMENT, CHANGES AND TRANSFERS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-03 | INVENTORY/YEAR-END REPORT 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-12 | PARTS CONTROL FILES 3 years NON-ARCHIVAL
Rev. 0 Record of vehicle/equipment parts in stock. NON-ESSENTIAL
OFM
GS50-06E-17 | PARTS INVENTORY 3 years after obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS50-06E-18 | PARTS MASTER LISTING REPORTS 3 years after obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS50-03A-22 | RECORD OF SUPPLIES DRAWN FROM CENTRAL STORES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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2.6 INVENTORY

The activity of detailing or itemizing goods, materials and resources on a periodic basis.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08C-06 | SURPLUS PROPERTY INVENTORY 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-06B-25 | TREE INVENTORY Until obsolete or superseded ARCHIVAL
Rev. 0 Documents the number, type, age, and estimated height of trees on agency-owned property | plus 3 years - Potential archival (Appraisal Required)
under an agency-adopted inventory policy, e.g. historical or ornamental trees. value NON'ESFS“EINTIAL
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2.7 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-13 | ACCIDENT/TRAFFIC COLLISION LOGS 6 years after last entry NON-ARCHIVAL
Rev.0 NON-ESSENTIAL
OFM
GS51-05F-01 | ACCIDENT/TRAFFIC COLLISION REPORTS Washington State Patrol retains NON-ARCHIVAL
Rev. 0 Agency reference copies of reports on accidents occurring on roads and streets within the for 6 years NON-ESSENTIAL
agency's jurisdiction for traffic monitoring purposes. OPR
GS50-06B-01 | BOILER VESSEL REPORTS Destrioy when obsolete or NON-ARCHIVAL
Rev. 0 A. Report of béiler.inspection by custedian. superseded NON-ESSENTIAL
B. Report ofiboiler,or hot water tanks by insurance company onDepartment of Labor and OFM
Industries.
GS50-06E-06 | EQUIPMENT AND VEHICLE MAINTENANCE AND HISTORY FILES Until disposal or sale of NON-ARCHIVAL
Rev. 0 Includes original defect and inspection report. equipment or vehicle NON-ESSENTIAL
OFM
GS50-06E-20 | EQUIPMENT AND VEHICLE MAINTENANCE REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-14 | EQUIPMENT AND VEHICLE SAFETY ANALYSIS AND INVESTIGATION FILES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS50-06C-08 | FACILITY SAFETY INSPECTION HISTORY RECORDS Disposition of facility NON-ARCHIVAL
Rev. 0 Cumulative record showing inspection citations, corrections, and other information relating NON-ESSENTIAL
to the continuing safety of each agency facility. OFM
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2.7 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-03 | FIRE EXTINGUISHER INSPECTION TAGS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Prepared by fire departments or private firms. superseded NON-ESSENTIAL
OFM
GS50-06B-27 | INSPECTION DOCUMENTATION 6 years NON-ARCHIVAL
Rev. 0 Inspections of various systems (e.g. HVAC, fire system) and the documentation created NON-ESSENTIAL
during the inspection or to comply with inspections. May include routine maintenance OPR
checks, operational maintenance logs, and certificates.
GS50-06C-18 | INSURANCE, SAEETLY AND FIRE INSPEETION REPORTS Violation'eorrected plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-06 | MAINTENANCE HISTORY DOCUMENTATION Life or sale of the facility NON-ARCHIVAL
Rev. 0 Maintenance history for each building, which may include: Maintenance performed, work NON-ESSENTIAL
orders, purchase orders, copies of state and/or insurance companies’ inspection reports. OFM
GS50-06B-07 | MAINTENANCE LOGS Destroy when superseded plus 3| NON-ARCHIVAL
Rev. 0 years NON-ESSENTIAL
OFM
GS50-06B-08 | MAINTENANCE REPORTS 1year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-09 | OPERATING MANUALS Disposition or sale of facility or NON-ARCHIVAL
Rev. 0 Prepared by contractors for use of the agency in maintaining equipment installed in equipment ESSENTIAL
buildings. OFM
Note: This record should be protected from damage or loss by off-site storage of a security copy,
or by keeping a list that identifies the locations of other copies inside or outside the agency.
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2.7 MAINTENANCE

The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-10 | OPERATING PERMITS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 For boilers and elevators. superseded NON-ESSENTIAL
OFM
GS50-06E-19 | TIRE MAINTENANCE REPORTS 5 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-13 | WORK ORDERS 3wears NON-ARCHIVAL
Rev. 0 Request for'performance of maintenance work;may show.location, date of request;work to NON-ESSENTIAL
be performed, etc. May include request for survey services. OFM
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2.8 OPERATIONS

The activity of managing the day-to-day usage of the local government agency’s buildings, vehicles and equipment.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
e et DISPOSITION ACTION
GS51-07-09 | ENERGY USAGE MEASUREMENT REPORTS AND DATA 5 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-15 | FUEL PUMP/TANK AUDIT REPORTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-10 | FUEL/OIL USAGE REPORTS 3wears NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-16 | FUEL STORAGEFACILITY'RECORDS 3 years"Séelected documents NON-ARCHIVAL
Rev. 0 Regulatory and operating records; receiving, dispersal, and inventory documentation kept for life of facility NON-ESSENTIAL
including maintenance of facility. OFM
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2.9 OWNERSHIP
The activity of documenting ownership of assets acquired through purchase, donation, or otherwise.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-02 | CERTIFICATES OF VEHICLE TITLE Destroy after disposition of NON-ARCHIVAL
Rev. 0 vehicle and completion of audit | NON-ESSENTIAL
OPR
GS55-05A-02 | DEEDS/TITLES Sale or disposal of land plus 10 NON-ARCHIVAL
Rev. 0 Legal documents of ownership. years NON-ESSENTIAL
OPR
GS55-05A-06 | LAND INFORMATION FILES Dispaosition of land plus'20 years ARCHIVAL
Rev.0 General referencéfiles on acquisition'of land; condemnation proceedingsy, title info:i.e. - Potential archival value (Appraisal Required)
location, size, value, ete. ESSENTIAL
OFM

Note: Per RCW 4.16.020, the statute of limitations for the commencement of actions for the
recovery of real property is 10 years.
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2.10 PLANNING

The activity of formulating strategies to achieve an objective or outcome relating to the local government agency’s facilities or other assets.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS HEEIEL] 0T DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-07-15 | LONG-RANGE FACILITIES PLAN PERMANENT Potential archival ARCHIVAL
Rev. 0 value (Appraisal Required)
NON-ESSENTIAL
OPR
GS50-05A-22 | LONG-RANGE FACILITIES PLAN ADOPTED Clerk of the Government ARCHIVAL
Rev. 0 Council, Commission, or Board (Appraisal Required)
PERMANENT NON-ESSENTIAL
1\copy potentially archival OPR
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2.11 SECURITY

The activity of protecting the local government agency’s physical goods and resources against danger, loss or threat.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-21 | IDENTIFICATION BADGE RECORDS FOR CONTRACT AND TEMPORARY EMPLOYEES 1 year NON-ARCHIVAL
Rev. 0 Photo ID badges and supporting paperwork to track badges issued to contract and NON-ESSENTIAL
temporary employees. OPR
GS50-06B-14 | INTRUSION ALARM REPORTS 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-05 | KEY/CARD KEY INVENTORY Destrioy when obsolete or NON-ARCHIVAL
Rev. 0 Documentationtof.facility keys and/emeard keysassigneditoragency persennel. superseded ESSENTIAL
OFM
GS50-06B-15 | SECURITY ANNUAL REPORT 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-21 | SECURITY 1D BADGE APPLICATION AND ISSUANCE DOCUMENTATION Termination or revocation plus 6 | NON-ARCHIVAL
Rev. 0 Documents security badges issued to employees and contractors working in the agency. years NON-ESSENTIAL
OPR
GS50-06B-16 | SECURITY PATROL LOG 1year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-20 | STAFF ACCESS/ENTRY LOGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-18 | SURVEILLANCE VIDEOS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM

2. ASSET
MANAGEMENT

Page 60 of 150




Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

2.11 SECURITY

The activity of protecting the local government agency’s physical goods and resources against danger, loss or threat.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-11 | VANDALISM REPORTS 3 years NON-ARCHIVAL
Rev.0 Note: Videos of incidents resulting in legal action should be retained with other documentation NON-ESSENTIAL
pertaining to that incident and are subject to those retention schedules. OFM
GS50-06B-12 | VISITOR LOGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06B-19 | WEAPONS CONFISCATION LOG 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OPR
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2.12 USAGE

The activity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.
See AGENCY MANAGEMENT - Contracts/Agreements for lease agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-01 | BILLING TO OTHER AGENCIES FOR USE OF VEHICLES AND EQUIPMENT 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-06E-03 | EQUIPMENT AND VEHICLE CHECKOUT LOG 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-04 | EQUIPMENT AND,VEHICLE DATA ANB,STATISTICAL*REPORTS 3years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-06E-09 | EQUIPMENT AND VEHICLE USE REQUEST 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS51-07-11 | FACILITY RENTAL/USE SCHEDULE 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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2.13 VALUATION

The activity of valuing land, property, or other assets belonging to the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS i fiel )Ly DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-01 | APPRAISALS Disposition of land or facility ARCHIVAL
Rev. 0 Statement of land and facility values, provided by independent appraisers under contract to | plus 10 years - Potential archival | (Appraisal Required)
the agency. value NON-ESSENTIAL
OPR
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3. FINANCIAL MANAGEMENT

The function of managing the local government agency’s financial resources, obligations and monetary infrastructure.

3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-02-01 | ACCOUNTS PAYABLE CONTROL WORKSHEET 1 month NON-ARCHIVAL
Rev.0 Lists invoice totals and taxes. Used to balance against computer generated warrant register. NON-ESSENTIAL
OFM
GS50-03B-10 | APPLICATION.FOR DUPLICATE INSTRUMENT, AFFIDAVIT, AND BOND 6\years NON-ARCHIVAL
Rev. 0 Authority to issuelduplicated check'oFwarrant in case of loss er destruction. Notarized oath NON-ESSENTIAL
that original was lost ordestroyed and request for replacement: OPR
GS2011-182 | Capital Asset Record Retain for 4 years after NON-ARCHIVAL
Rev.0 Tracking record created by the local government agency for each of its capital assets as disposition of asset NON-ESSENTIAL
required by the Office of the State Auditor in accordance with RCW 43.09.200. or OPR
Includes information summarizing: diSPOSitifJn of asset and ‘
e Acquisition (when & how purchased or constructed, purchase price); completion of State Auditor's
e Improvements; Examination Report, whichever
e Depreciation; Is sooner
e Deductions; then
. . Destroy.
e Disposal (when & how disposed of, expenses related to the sale, etc.).
GS50-03B-06 | CHECK STUBS OR DUPLICATE COPIES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03A-10 | DISTRIBUTION OF EXPENDITURES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03B-14 | Financial Disputes and Collections - General Retain for 6 years after matter NON-ARCHIVAL
Rev. 1 Records relating to the agency’s financial disputes and attempts to collect funds, where not | resolved NON-ESSENTIAL
related to real property ownership, and where civil litigation has not commenced. then OPR
Includes, but is not limited to: Destroy.

e Accounts receivable and payable;
e Checks/warrants returned due to non-sufficient funds (NSF);
e Correspondence, notices, invoices/statements;iaccounticlosure;
e Damage and loss 'claims (purchasing);
e Liens/releases;
e Settlement documentation.
Excludes hearing examiner case files covered by GS2011-173.
Excludes collections relating to real property disputes covered by GS55-05A-09.

Note: If litigation commences, these records become part of the litigation case file and are
covered by GS53-02-04.
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-183 | Financial Transactions — Bond, Grant and Levy Projects Retain for 6 years after final NON-ARCHIVAL
Rev.0 Records documenting all resources received and expended by the agency for bond-, levy-, | bond payment NON-ESSENTIAL

and/or grant-funded projects.

Includes, but is not limited to:

Contracts and agreements (bond, grant and levy projects);

Grant announcements, applications, evaluation summaries, award netifications, etc.,
for grant®funds issued orireceived.by the localigovernment agency;

Docurments supparting purchase/acquisition/constructiomprice and disposition/ sales
price;

Cancelled (and voided) checks, credit card slips, project cost record, etc., for capital
assets constructed by the local government agency;

Financial statements and reports (cash receipts transmittals, daily cash
report/summary, expenditure transactions, treasurer/finance officer reports, etc.);
Project cost/expenditure tracking record (staff time, etc.);

Registers and journals for all funds and functions (including numerical listing of
checks/warrants/vouchers, etc.);

Revenue bonds and coupons, registers, etc.;

Trust indenture, loan agreement, etc.

Excludes general and subsidiary ledgers covered by GS50-03A-15.

Excludes unsuccessful grant applications covered by GS50-03C-07.

or
6 years after completion of
levy/grant project

or
terms of grant agreement,
whichever is later

then
Destroy.

OPR
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-184 | Financial Transactions — General Retain for 6 years after end of NON-ARCHIVAL
Rev. 0 Records documenting all resources received and expended by the agency provided that fiscal year NON-ESSENTIAL
receipts and expenditures are not for bond, grant or levy projects. then OPR
Includes, but is not limited to: Destroy.

e Purchase and sales (purchase/field orders, bills of sale, receipts, cash books, remittance
advices, vouchers, fiscal purchasing/receiving documents, etc.);

¢ Financial'statements and reports.(eash receipts transmittals, dailyaeash
report/summary, expenditure transactions, treasurer/financewfficer, etc.);

e Registers'and journals(general and subsidiary) for‘all fundsand functions;

e Check/warrant registers;

e Petty cash.

Excludes:
e Levy-, grant-, and bond-funded transactions covered by GS2011-185;
e General and subsidiary ledgers covered by GS50-03A-15;
e Contracts and agreements;
e Annual financial report covered by GS50-03D-02.
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS SR ONESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03A-15 | General and Subsidiary Ledgers Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 General and subsidiary ledgers documenting the agency’s assets, liabilities, revenues, fiscal year ESSENTIAL

expenditures, gains and losses. or OPR
Note: If your agency has ledgers from the 1800’s, please contact Washington State Archives 6 years after final bond payment
before destroying. or

6years after completion of
levy/grant project

or
terms ofigrant agreement,
whichever is later

then
Destroy.
GS50-03C-07 | GRANT APPLICATIONS — NOT APPROVED 1year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03B-09 | STATEMENTS OF BOND OR OTHER COLLATERAL SECURITY POSTED BY BANK (or other 3 years NON-ARCHIVAL
Rev. 0 depository) NON-ESSENTIAL
OPR
GS50-03A-28 | TRIAL BALANCES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

DISPOSITION RETENTION AND
NS;‘LI;(;F:II)T:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS55-05B-32 | UNCLAIMED PROPERTY RESEARCH/INVESTIGATIVE FILES - FUNDS HELD BY THE AGENCY 6 years after property claimed NON-ARCHIVAL
Rev.0 Research and investigation records documenting unclaimed property retained by the agency NON-ESSENTIAL
until it is returned to its owner, including property returned to its owner prior to the OPR
completion of the abandonment period and property transferred to agency Gen Fund after
termination of the abandonment period. May include correspondence, registered mail
receipts, last’known address, copy of chéck and amount, etc.
GS55-05B-33 | UNCLAIMED PROPERTY RESEARCH /INVESTIGATIVEFILES=sFUNDS REMITLED TO 6 yearsmaftemproperty deemed NON-ARCHIVAL
Rev. 0 DEPARTMENT OF REVENUE abandoned and funds remitted NON-ESSENTIAL
Research andinvestigative'records created to track attempts to contactindividuals of to the Department of Revenue. OPR
unclaimed property for funds remitted to the Dept of Rev. May include correspondence,
register mail receipts, last known address, copy of check and amount, etc.
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3.2 AUDITING

The activity of verifying the accuracy of the local government agency’s financial accounts.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03F-01 | AUDIT SUBJECT/REFERENCE FILES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Cumulative data on departments and audit issues. superseded NON-ESSENTIAL
OFM
GS50-03F-02 | FISCAL AND PERFORMANCE AUDIT REPORTS 6 years - Potential archival value ARCHIVAL
Rev. 0 Final report of audit findings. (Appraisal Required)
NON-ESSENTIAL
OPR
GS50-03A-26 | STATE AUDITOR’S EXAMINATION REPORT Retain until no longer needed NON-ARCHIVAL
Rev. 1 Note: This record is retained permanently by the Office of the Stdte Auditor in accordance with its | fOF agency business NON-ESSENTIAL
records retentiomischedule: then OFM
Destroy.
GS50-03F-03 | TECHNICAL REFERENCE MATERIALS — INTERNAL AUDIT Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Audit related publications and documents gathered for reference. superseded NON-ESSENTIAL

OFM
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3.3 AUTHORIZATION

The activity of granting and/or receiving permission or approval in relation to financial management.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
e et DISPOSITION ACTION
GS50-03B-11 | DELEGATION OF AUTHORITY AND SIGNATURE RECORDS (FORMERLY "SIGNATURE RECORDS") | Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 Includes written delegation of authority to specific individuals to sigh documents and years. NON-ESSENTIAL

financial instruments, and to make decisions acting in lieu of a superior officer. Records will OPR

include samples of signatures.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-I)-I;:::II-(I)?\INAACI'\I"%N DESIGNATION
NUMBER (DAN)
GS2011-185 | Banking — Accounts and Transactions Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records relating to the agency’s banking activities and documenting its banking transactions. | fiscal year NON-ESSENTIAL
Includes, but is not limited to: then OPR
e Deposits and withdrawals (including Electronic Funds Transfers (EFT), International Destroy.
Money Transfers (IMT), Automated Clearing House (ACH), etc.);
e Statements (bank, dividend, investment, etc.) and reconciliations;
e Records documenting the status of and adjustments to accounts;
e Stop payment reports/requests;(and supporting documentation);
o Checksland warrants issued by the ageney (if returned by bank).
Excludes:
e Master depository contracts covered by GS50-01-11.
e Cancelled and voided checks for capital assets constructed by the agency which are
covered by GS2011-183, Financial Transactions — Bond, Grant and Levy Projects.

e Deposited items covered by GS2011-186.

GS2011-186 | Banking — Deposited Items Retain until deposit verified by NON-ARCHIVAL

Rev.0 Negotiable instruments received by the agency and deposited to the bank in a different bank NON-ESSENTIAL

format.

Includes, but is not limited to:
e Original paper checks/warrants imaged using Remote Deposit Capture (RDC) or Imaged
Cash Letter (ICL), or returned by the bank after redemption;
e Images of checks/warrants created in lieu of depositing the original item (such as
imaged cash letter (ICL)).

Excludes checks returned to agency due to non-sufficient funds covered by GS50-03B-14.

then
Destroy.

OPR
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3.5 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03D-01 | ANNUAL ESTIMATE OF REVENUE AND EXPENDITURES 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-03 | BUDGET DEVELOPMENT OR WORKING FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 Background information and draft documents compiled in the course of budget preparation. | superseded. NON-ESSENTIAL
OFM
GS50-03D-04 | BUDGET FORECAST REPORTS Lyear NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-05 | BUDGET OFFICER'S MONTHLY REPORT TO GOVERNING 'COUNCIL; COMMISSION;"OR'BOARD™™ '6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03D-06 | BUDGET STATUS REPORT 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes all types of periodic budget status reports compiled by all units of local government | State Auditor’s examination NON-ESSENTIAL
as per statute, charter, or agency policy. report OFM
GS50-03D-07 | DEPARTMENTAL BUDGET REQUESTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-08 | FINAL BUDGET Clerk of governing council, ARCHIVAL
Rev. 0 commission or board - (Appraisal Required)
PERMANENT - 1 copy archival NON-ESSENTIAL
OFM
GS50-03D-10 | PRELIMINARY BUDGETS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.6 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
RETENTION AND
AUTHORITY
TR R DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-03E-01 | AUTHORIZATION FOR PAYROLL DEDUCTIONS Termination of authorization NON-ARCHIVAL
Rev.0 plus 6 years NON-ESSENTIAL
OPR
GS50-03E-02 | BENEFIT DETAIL REPORTS - PAYROLL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-05 | DIRECT PAYROLL DEPQOSIT AUTHORIZATION Until transferred to cancellation NON-ARCHIVAL
Rev. 0 file NON-ESSENTIAL
OFM
GS50-03E-06 | DIRECT PAYROLL'DEPOSITTAUTHORIZATION CANCELEATION 4 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-07 | DIRECT PAYROLL DEPOSIT ENROLLEES DETAIL DATA 1vyear NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-08 | DIRECT PAYROLL DEPOSIT HASH SHEET 1vyear NON-ARCHIVAL
Rev.0 NON-ESSENTIAL
OFM
GS50-03E-09 | DIRECT PAYROLL DEPOSIT PRE-NOTE DATA 1vyear NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-10 | DIRECT PAYROLL DEPOSIT TRANSMITTAL LISTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.6 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-15 | INDIVIDUAL EMPLOYEE PAY HISTORY If used for retirement NON-ARCHIVAL
Rev. 0 May be used for verification of eligibility for retirement benefits. verification - 60 years. If NOT ESSENTIAL
Note: Either the individual employee pay history or the payroll register must be kept for long- used for retirement verification OPR
term verification of retirement eligibility. - 3 years.
GS50-03A-17 | INTERNAL REVENUE SERVICE (IRS) FORMS 4 years NON-ARCHIVAL
Rev.0 1099 - INT 941~ Employer's Quarterly.Return\W-2.- Employer's Copies,of Federal NON-ESSENTIAL
Withholding Tax Statement W-4 - [Employees Withholding Exemption Certificates W-9 - OFM
Request for Taxpayer ID Number ands€ertification
GS50-03E-16 | LABOR ANDINDUSTRIES,REPORT ON PAYROLL 3'years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-17 | LEAVE BUY-BACK ACCEPTANCE FORMS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03E-18 | LEAVE SHARING AUTHORIZATION 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-03E-19 | LISTINGS OF PAYROLL DEDUCTIONS 3 years or until completion of NON-ARCHIVAL
Rev. 0 Includes medical insurance. State Auditor’s examination NON-ESSENTIAL
report OFM
GS50-03E-20 | MEDICAL INSURANCE REPORTS - PAYROLL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-21 | OLD AGE SECURITY INSURANCE (OASI) REPORTS 3 years NON-ARCHIVAL
Rev.0 NON-ESSENTIAL
OFM
GS50-03A-32 | PAYROLL OR EXPENSE CHECKS LOG/SHEET 3 years NON-ARCHIVAL
Rev. 0 Log or sheet that is signed by person picking up payroll or expense checks. NON-ESSENTIAL
OFM
GS50-03E-22 | PAYROLL REGISTER Ifused for retirement NON-ARCHIVAL
Rev. 0 May be usediferverification of eligibility/for reticement benefits. verification,60lyears. 'If NOT ESSENTIAL
Note: Either.the individual employee pay history or the payroll registerimust be kept for long= used for retirement verification OPR
term verification"of retirement eligibility. - 3 yearsx
GS50-03A-33 | PERSONNEL FUND MONITORING REPORTS 6 years NON-ARCHIVAL
Rev.0 Reports document financial transactions on state-monitored personnel funds including NON-ESSENTIAL
Health Care, Industrial Insurance, Unemployment, Special Employment and Group Term Life. OPR
Reports document that the fund is being monitored and used accordingly, and are required
by the State of Washington.
GS50-03E-23 | RECORDS OF ATTACHMENTS OR GARNISHMENTS OF SALARIES OR WAGES Satisfaction plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04A-07 | SALARY SCHEDULE - EMPLOYEE Destroy when superseded plus 6 ARCHIVAL
Rev. 0 years - Potential archival value (Appraisal Required)
NON-ESSENTIAL
OFM
GS50-03E-29 | STATE DEPARTMENT OF RETIREMENT SYSTEMS APPLICATIONS AND REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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3.6 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03E-24 | STATE EMPLOYEES RETIREMENT TRANSMITTAL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-25 | SUPPORTING DOCUMENTS AND REPORTS — PAYROLL 3 years or until completion of NON-ARCHIVAL
Rev.0 Documentation of status of and adjustments to payroll accounts. audit NON-ESSENTIAL
OFM
GS50-03E-04 | TIME CARDS/TIMESHEETS Ilfiused for retirement NON-ARCHIVAL
Rev. 0 Daily, weeklypor.monthly time accumulation repests. May.betsed aspretirement verification,60 years. [f NOT ESSENTIAL
verifications used for retirement verification OPR

Note: Retain for60 yearsifemployee pay histories or payroll registers are'not used for
retirement verification.

- 4 yearsunTime records subject
to federal audit should be
retained per federal
requirements.
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3.7 PLANNING

The activity relating to the planning financial strategies and processes in regard to revenues and expenditures. Includes bond levy and bond planning.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-187 | Internal Service Fund — Rate Setting Retain for 4 years after rates NON-ARCHIVAL
Rev.0 Records relating to setting rates for goods and services provided by the local government superseded NON-ESSENTIAL
agency to itself on a cost-reimbursement basis through an internal service fund. May then OPR
include motor pools, information technology, purchasing, central stores, duplicating/printing | Destroy.
services, etc.
Includes, but is not limited to:
e Cost-allocation basis;
e Actual costsyseparated from estimated costs:
GS53-02-06 | Levy and Bond Planning — Successful Retain for 6 years afterfinal ARCHIVAL
Rev. 1 Records relating to the financial planning of successful capital improvement and/or bond payment or completion of | (Appraisal Required)

operations & maintenance levy and bond proposals.

Includes, but is not limited to:
e Preliminary studies, proposals, prospectuses, budget requests, decision packages, etc.;
e Legal opinions; authorizations and certificates for issuance; cancellation and exchange
records; bond counsel opinions; other legal documents;
e Communications and documentation related to the issuance of bonds to finance any
capital or other project.

Excludes:
e Receipt and expenditure of levy and bond funds covered by GS2011-183, Financial
Transactions — Bond, Grant and Levy Projects;
e Unsuccessful bond and levy project proposals covered by GS2011-188;
e Long-range facilities plans covered by GS51-07-15 and GS50-05A-22;
e Project plans covered by records series in the Design and Construction section.

levy project

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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3.7 PLANNING

The activity relating to the planning financial strategies and processes in regard to revenues and expenditures. Includes bond levy and bond planning.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS i fiel )Ly DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-188 |Levy and Bond Planning — Unsuccessful Retain for 6 years after levy NON-ARCHIVAL
Rev. 0

Records relating to the financial planning of unsuccessful capital improvement and/or
operations & maintenance levy and bond proposals.
Includes, but is not limited to:

e Preliminary studies, proposals, prospectuses, budget requests, decision packages,

communications, legal opinions, etc.

failure or decision to not
proceed

then
Destroy.

NON-ESSENTIAL
OPR
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3.8 PURCHASING
The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.
?\Ifjr"rzf)l:(ll‘cl')\'{‘l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-01 | Bids and Proposals — Successful Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting bids and proposals made by other parties to provide the agency with | completion of purchase or NON-ESSENTIAL
goods, services, revenue, or other benefits which are accepted by the agency. fulfillment of contract OPR
Includes, but is not limited to: then
e Requestforproposal or bid (RFR),.request.for.qualifications/quotations (RFQQ), Destroy.
specifications,‘etc.;
e Notices (filedhwith county clerkpnewspaper, etc.);
e Bid proposals, evaluation documents, statements of qualification, applications, etc.
Excludes contracts and agreements covered in the Contracts/Agreements section.
Excludes unsuccessful bid proposals covered by GS50-08A-11.
GS50-08A-11 | Bids and Proposals — Unsuccessful Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting bids and proposals to provide the agency with goods, services, fiscal year NON-ESSENTIAL
revenue, or other benefits, which are not accepted by the agency. Includes bid proposals, then OPR
evaluation documents, statements of qualification, applications (rental/lease), etc. Destroy.
If agency decides not to proceed with purchase or agreement, records also include:
e Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ),
specifications, etc.;
e Notices (filed with county clerk, newspaper, etc.).
Excludes successful bids and proposals covered by GS50-08A-01
Excludes executed contracts and agreements covered in the Contracts/Agreements section.
Page 80 of 150
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3.8 PURCHASING

The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-02 | CONSULTANT AND CONTRACTOR ROSTERS Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 years NON-ESSENTIAL
OFM
GS50-08A-05 | DELIVERY RECEIPT-INTERNAL PURCHASING 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08A-14 | EMERGENCY PURCHASE AUTHORIZATION AND-EXCEPTION:REQUEST Date approved plus 3 years NON-ARCHIVAL
Rev. 0 Request fotlan exception of the purchasing process when a department exceeds the dollar NON-ESSENTIAL
limit when purchasing an‘item. Files documentthe approval authorization for emergency OFM
purchases under an amount set by the agency. Includes correspondence, copy of invoice,
log of requests, etc.
GS50-06E-21 | EQUIPMENT/VEHICLE PARTS ORDERS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-04 | MATERIALS DISBURSEMENT TICKETS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-05 | MATERIALS ORDERS/REQUISITIONS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-06 | MATERIALS RECEIPTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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3.8 PURCHASING
The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08B-07 | MATERIALS RECEIVING AND DISBURSEMENT REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-08B-08 | PACKING SLIPS Until confirmation of materials NON-ARCHIVAL
Rev. 0 received NON-ESSENTIAL
OFM
GS50-08A-06 | PRICE CHECKS AND,INFORMAL QUOTATIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS51-07-21 | PROPERTY PURCHASE PROPOSALS (INACTIVE) PROPOSALS (INACTIVE) 3 years NON-ARCHIVAL
Rev.0 Proposal for the purchase of agency’s real property made by other parties and proposals NON-ESSENTIAL
made by district to acquire real property. OFM
GS50-08A-07 | PURCHASE ORDER, REQUISITION AND BID LOGS LISTING 3 years NON-ARCHIVAL
Rev. 0 Listing of purchase order, requisitions and/or bids in numerical order, including date, item, NON-ESSENTIAL
amount, department, and vendor. OFM
GS50-08A-09 | RECEIVING REPORTS 6 years NON-ARCHIVAL
Rev. 0 Listing of items actually delivered to purchaser used to make sure that the shipment is NON-ESSENTIAL
correct and complete. OPR
GS50-08A-10 | REQUISITIONS 6 years NON-ARCHIVAL
Rev. 0 Official statement documenting the purchase of commodities, goods, or services subject to NON-ESSENTIAL
bid. OPR
MANAGEMENT
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3.8 PURCHASING

The activity of acquiring goods and services to accomplish the goals of the agency. May include development and review of product specifications, receipt
and processing of requisitions, bids and proposals (advertising, evaluating and awarding), and inspections of goods received.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REAENIONIAND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-15 | STORES REPORTS AND BACKUP DOCUMENTATION End of calendar year plus 3 NON-ARCHIVAL
Rev. 0 Reports document all transactions, used to determine cost allocation. years NON-ESSENTIAL
OFM
GS50-08A-12 | WITHDRAWAL/CANCELLATION/ CHANGE OF PURCHASE ORDERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-08A-13 | WOMEN AND'MIINORITY OWNED BUSINESS ENTERPRISE (WMBE) VENDOR COMPLIANCE 6 years NON-ARCHIVAL
Rev. 0 REPORTS NON-ESSENTIAL
OPR
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3.9 REPORTING

The activity of providing financial information as required by reqgulating authorities.

Ij-\lZ["I'zf)ql;ll'cl"\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03D-02 | Annual Financial Report of Chief Fiscal Officer to Commissioners/Council Retain until obsolete or ARCHIVAL
Rev. 1 Annual financial report compiled by the local government agency and submitted to its superseded (Appraisal Required)
governing body in accordance with statute, charter, and/or agency policy. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-03C-01 | Continuing(Grants— Annual Financial Status Reports Retain for 4 years after NON-ARCHIVAL
Rev. 1 Annual reportsubmitted for continuinggrantsicontainingssummaries‘and,breakdowns of submissionrof report NON-ESSENTIAL
expenditures for the past year. or OPR
Excludes non-continuing grant reports covered by GS50-03C-02. for period required by grant/
program, whichever is later
then
Destroy.
GS50-03C-02 | Bond, Grant and Levy Project Reports Retain for 4 years after ARCHIVAL
Rev. 1 Reports relating to bond, grant (non-continuing) and levy projects. submission of final report (Appraisal Required)

Includes, but is not limited to:

or

NON-ESSENTIAL

. . OPR
e Progress statements; for period required by grant/
e Expenditure of funds; program, whichever is later
e Periodic, annual, special, and final reports. then )
L Transfer to Washington State
Excludes continuing grant reports covered by GS50-03C-01. . .
Archives for appraisal and
selective retention.
MANAGEMENT
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3.9 REPORTING

The activity of providing financial information as required by reqgulating authorities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-189 | Reporting — Financial Management Retain for 4 years after NON-ARCHIVAL
Rev.0 Records relating to financial management and submitted to regulatory agencies as required | submitted to regulatory agency | NON-ESSENTIAL
by federal, state or local law, where not covered by a more specific records series. Includes then OPR
reports, confirmation of submission, correspondence, inquiries, etc. Destroy.
Includes, but is not limited to:
e Report of known or suspected loss of public funds or assets or other illegal activity filed
with the Office of the State Auditor'in accordance with RCW 43.09.185.
GS55-05B-31 | UNCLAIMED PROPRERTY REPORT - FILED*"WITH DEPARTMENT OF REVENUE 6 years after report filed NON-ARCHIVAL
Rev.0 Report filed with the Department of Revenue that identifies unelaimed property for agency. NON-ESSENTIAL
Note: Reference RCW 63.29.170. OPR
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3.10 TAXES
The activity of paying or collecting taxes.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12D-01 | BUSINESS AND OCCUPATION TAX ACCOUNT LEDGERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-02 | BUSINESS AND OCCUPATION TAX COMPUTATIONS AND LISTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-03 | BUSINESS AND OCCUPRATION TAX/DEBIT'AND CREDIT NOTICES 3wyears NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-05 | BUSINESS AND'OCCUPATION TAXFTRANSMITTALS 3 years NON-ARCHIVAL
Rev. 0 Documentation of transmittal of tax revenue to finance officer. NON-ESSENTIAL
OFM
GS50-12D-07 | LOCAL IMPROVEMENT DISTRICT ASSESSMENT ROLLS AND LEDGERS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-08 | LOCAL IMPROVEMENT DISTRICT TAX STATEMENTS AND RECEIPTS Final payment plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-12D-04 | STATE AND LOCAL TAX RETURNS Filing plus 5 years NON-ARCHIVAL
Rev. 0 Returns and reports submitted for taxes paid to state and/or local government agencies. NON-ESSENTIAL
Includes but is not limited to: Sales Tax, Use Tax, Regional Transit Authority Tax, Food and OPR
Beverage Tax, Litter Tax, Lodging Tax, State Public Utility Tax, Tobacco Products Tax,
Petroleum and Hazardous Substances Tax, Solid Fuel Burning Device Tax, Syrup Tax, and
Enhanced 911 Tax.
Note: Reference RCW 82.32.070 and Department of Revenue Advisory No. 3131.20089.
MANAGEMENT
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4. HUMAN RESOURCE MANAGEMENT

The function of managing the local government agency’s workforce.

4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees (includes volunteers) seeking authorization/approval from regulating authorities for purposes relating to employee job
activities. Excludes the granting of approval by local government agencies acting in a regulatory capacity, which is covered in the Local Government
General Records Retention Schedule (LGGRRS) and other sector-specific schedules.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-190 |Authorizations Received From Regulatory Agencies — Human Resources (General) Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relatingsto mandatorysor veluntary licensesy permitspaccreditations, certificationsymmpautharization superseded or NON-ESSENTIAL
inspections, and other authorizations received from regulating/authorities by local terminated OPR
government agenecy employees (includes contractors and volunteers) in‘certain positions. then
May include\drivers’ licenses{individual or commercial), Emergency:Medical Technician Destroy.
(EMT) certification or recertification, etc.
Includes applications, confirmations, correspondence, violations/corrections, reports, etc.
Excludes licenses issued by Washington State for the provision of health care or related services,
which are covered by GS2011-191.
GS2011-191 | Authorizations Received From Regulatory Agencies — Human Resources (Health Care Retain for 8 years after NON-ARCHIVAL
Rev.0 Providers Licensed by Washington State) authorization superseded or NON-ESSENTIAL
Records relating to mandatory licenses received from a Washington State Agency terminated OPR
(Department of Health, Department of Licensing, etc.) by a local government agency then
employee (includes contractors and volunteers) for the provision of health care or related Destroy.
services. Includes physicians, nurses, psychologists, physical therapists, physician’s
assistants, and all other health care providers licensed by Washington State.
Includes applications, confirmations, correspondence, violations/corrections, reports, etc.
Note: See RCW 4.16.350.
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4.2 BENEFITS

The activity of compensating employees via means other than salaries and wages.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04D-01 | BENEFITS STUDIES AND SURVEYS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
GS59-01-02 | COMMUTE TRIP REDUCTION PARTICIPANT FILES 3 years NON-ARCHIVAL
Rev. 0 Includes bonus voucher certification forms, registration forms, incentives and parking NON-ESSENTIAL
tracking files for compliance with Commute Trip Reduction Administration. OFM
GS59-01-03 | COMMUTE(TRIP REDUCTION PROGRAM ADMINISTRATIVE FILES 2 years NON-ARCHIVAL
Rev. 0 Program administration documentations NON-ESSENTIAL
OFM
GS50-03E-03 | CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) EXTENSION NOTICE AND | 6 years NON-ARCHIVAL
Rev. 0 ELECTION FORMS NON-ESSENTIAL
Document extension of health care benefit coverage upon termination of employment or OPR
other qualifying event.
GS50-04B-02 | CUMULATIVE LEAVE RECORD 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-11 | DISABILITY, HEALTH AND WELFARE CLAIMS - EMPLOYEE Settlement plus 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04B-28 | EMPLOYEE ASSISTANCE PROGRAM SUPERVISOR'S REFERRAL DOCUMENTATION Termination of employment NON-ARCHIVAL
Rev.0 Documentation of referrals and completion of treatment by employees referred to the plus 6 years NON-ESSENTIAL
Employee Assistance Program by their supervisors to resolve work-related problems. OPR
MANAGEMENT
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04A-06 | EMPLOYEE ASSISTANCE PROGRAM CASE FILES 8 years after last treatment or NON-ARCHIVAL
Rev.0 Confidential personal records of the diagnosis of disabling personal problems and session NON-ESSENTIAL
recommended professional treatment or problem solving plan together with a history of OPR
implementation of the plan.
Note: Reference RCW 4.16.350 (3).
GS50-04B-19 | EMPLOYEE ASSISTANGE PROGRAM,EILES 4 years NON-ARCHIVAL
Rev. 0 Quarterly reports,‘eontracts, RFPs. NON-ESSENTIAL
OFM
GS50-04D-02 | EMPLOYEE'BENEFIT CONTRACTS/POLICIES/PLANS Until superseded or coverage NON-ARCHIVAL
Rev. 0 Includes insurance, deferred compensation, health care, etc., lapses plus 6 years ESSENTIAL
OPR
GS50-04D-03 | EMPLOYEE BENEFIT PARTICIPATION/ENROLLMENT AGREEMENTS AND WITHDRAWALS Termination or withdrawal plus NON-ARCHIVAL
Rev. 0 6 years ESSENTIAL
OPR
GS50-04B-40 | EMPLOYEE RETIREMENT BENEFIT HISTORY FILES — FOR AGENCIES OPERATING THEIR OWN Termination of retirement NON-ARCHIVAL
Rev. 0 PENSION SYSTEMS benefit eligibility plus 6 years NON-ESSENTIAL
Documentation used to track status and changes in individual employee retirement benefits. OPR
GS50-04B-41 | EMPLOYEE RETIREMENT BENEFIT HISTORY FILES FOR EMPLOYEES THAT HAVE WITHDRAWN | Withdrawal plus 60 years NON-ARCHIVAL
Rev. 0 FROM THE SYSTEM — FOR AGENCIES OPERATING THEIR OWN PENSION SYSTEMS NON-ESSENTIAL
Documentation used to track status and changes in individual employee retirement benefits OPR
for employees that have withdrawn from agency's pension system, but retain rights to re-
vest.
MANAGEMENT
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4.2 BENEFITS

The activity of compensating employees via means other than salaries and wages.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-42 | EMPLOYEE RETIREMENT BENEFIT VERIFICATION FILES - AGENCIES OPERATING THEIR OWN Termination of retirement NON-ARCHIVAL
Rev.0 PENSION SYSTEMS benefit eligibility plus 6 years NON-ESSENTIAL
Documentation of appropriate dispersal of employee retirement benefits. OPR
GS50-04B-43 | EMPLOYEE RETIREMENT BENEFIT VERIFICATION FILES FOR EMPLOYEES THAT HAVE Withdrawal plus 60 years NON-ARCHIVAL
Rev. 0 WITHDRAWN FROM THE SYSTEM - FOR AGENCIES OPERATING THEIR OWN PENSION NON-ESSENTIAL
SYSTEMS OPR
Documentation oflappropriate dispersal ' of employee retirement bénefitsifor employees that
have withdrawimfrom the agency's pension systempbut retain‘rights tome-vest.
GS50-04D-06 | LISTING OF PARTICIPANTS COVERED BY AGENCY HEALTH INSURANCE PROVIDERS — 3 years NON-ARCHIVAL
Rev. 0 EMPLOYEE BENEFITS NON-ESSENTIAL
Report submitted monthly to the agency by the provider. OFM
GS50-06C-19 | MONTHLY STATEMENT OF BENEFITS PAID 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04D-04 | MONTHLY STATEMENT OF EMPLOYEE BENEFITS PAID 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-04B-09 | REQUESTS FOR LEAVE/OVERTIME 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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4.2 BENEFITS

The activity of compensating employees via means other than salaries and wages.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-36 | RETIREMENT INVESTMENT PORTFOLIOS - AGENCIES OPERATING THEIR OWN PENSION Closeout of agreement, contract | NON-ARCHIVAL
Rev. 0 SYSTEMS or account plus 6 years NON-ESSENTIAL
Documentation of all agency retirement system investment contracts, agreements and OPR
accounts, including domestic and international equities, domestic fixed income, real estate,
venture and cash equivalents. May also include broker and partnership agreements,
performance reports, correspondence, asset review and additional investment information.
GS50-04D-05 | UNEMPLOYMENTINSURANCE CLAIMS OF INDIVIDUAL EMPLOYEES 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS59-01-04 | YEARLY SURVEY/QUESTIONNAIRE'OF EMPLOYEES COMMUTE TRIP REDUCTION 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
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4.3 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-02 | AFFIRMATIVE ACTION FORECASTS 2 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04C-03 | AFFIRMATIVE ACTION PLANS Keep until superseded plus 6 ARCHIVAL
Rev. 0 years - Potential archival value (Appraisal Required)
ESSENTIAL
OPR
GS50-01-54 | AFFIRMATIVEACTION STUDIES AND REPORTS 5years.- Potential archival value ARCHIVAL
Rev. 0 (Appraisal Required)
NON-ESSENTIAL
OFM
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-24 | CLAIMS COSTS REPORTS OR STATEMENTS 4 years NON-ARCHIVAL
Rev. 0 Compilation of costs of processing claims against self-insured liabilities. NON-ESSENTIAL
OFM
GS50-06C-06 | Employer’s Quarterly Report for Industrial Insurance (Workers’ Compensation) Retain for 3 years after date of NON-ARCHIVAL
Rev.1 Note: Department of Labor and Industries (L&I) retains one copy for 6 years in accordance with report NON-ESSENTIAL
L&I’s records retention schedule. then OFM
Destray.
GS50-06C-01 | INDUSTRIAL INSURANCE CLAIM LOG 3years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS2010-082 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims Retain for 6 years after death of | NON-ARCHIVAL
Rev. 0 Records relating to injury and disability claims filed by law enforcement officers and fire individual NON-ESSENTIAL

fighters who are members of the Washington State Law Enforcement Officers’ and Fire
Fighters’ Retirement System (LEOFF) Plan 1, in accordance with chapter 41.26 RCW.

Includes, but is not limited to:
e Medical, dental, vision, long-term care records;
e Claim and insurance payment information.
Excludes Local Disability Board records, which are covered by GS50-05A-13.

Note: LEOFF Plan 2 injury/disability claims are covered by GS50-06C-02, GS2010-084, GS50-06C-
27, or GS50-06C-31.

then
Destroy.

OPR
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
Ij-\lfJF"rz?I:I‘CI"\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-05 | Self-Insured Employer Certification Retain for 2 years after NON-ARCHIVAL
Rev.1 Note: Department of Labor and Industries (L&I) retains one copy for 6 years after termination of certification withdrawn or NON-ESSENTIAL
certification in accordance with L&I’s records retention schedule. surrendered OFM
then
Destroy.
GS2010-083 | Volunteer Fire_Fighters’ and Reserve Officers’ Relief Claims Retain for 6 years after claim NON-ARCHIVAL
Rev.0 Records relating teiinjury and disability relief claims filed by voluntéer fire fighters and closed NON-ESSENTIAL
reserve officersiin,accordance with chapter 41s24:REW. then OPR
Note: Claims.filed with'the State Board for Volunteer Firefighters andReserve Officers (SBVFRO) | Destroy.
are retained permanently in‘accordance with the SBVFRO’Ss records retention schedule.
GS2010-084 | Workers’ Compensation Claims (Department of Labor and Industries) — Eye Injuries Retain for 10 years after claim NON-ARCHIVAL
Rev.0 Records relating to workers’ compensation claims for injuries to eyes filed by employees closed NON-ESSENTIAL
(and volunteers) of agencies insured by the Department of Labor & Industries (L&I) in then OPR
accordance with Title 51 RCW and Title 296 WAC. Includes, but is not limited to, Reports of | Destroy.
Industrial Injury.
Note: L&I retains compensable claims for 75 years and non-compensable claims for 40 years in
accordance with its records retention schedule.
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4.4 INDUSTRIAL INSURANCE
The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-;E:\"I:II-(I)?\INAACI'\'I':LN DESIGNATION
NUMBER (DAN)
GS50-06C-02 | Workers’ Compensation Claims (Department of Labor and Industries) — General Retain for 7 years after claim NON-ARCHIVAL
Rev. 1 Records relating to workers’ compensation claims filed by employees (and volunteers) of closed NON-ESSENTIAL
agencies insured by the Department of Labor & Industries (L&I) in accordance with Title 51 then OPR
RCW and Title 296 WAC. Includes, but is not limited to, Reports of Industrial Injury or Destroy.
Occupational Disease.
Excludes claims for eye injuries covered by GS2010-084.
Note: L&I rétains compensable claims for 75 years and non-compensable claims for 40 yearsiin
accordance withuits records retention.schedule.
GS50-06C-27 | Workers’ Compensation Claims (Self-insured) — Compensable Retain for 75 years after claim NON-ARCHIVAL
Rev. 1 Records relating to compensable workers’ compensation claims filed by employees (and closed NON-ESSENTIAL
volunteers) of self-insured agencies in accordance with Title 51 RCW and Title 296 WAC. then OPR
Includes, but is not limited to, Self-Insurance Report of Occupational Injury or Disease. Destroy.
Note: All files of defaulting self-insured employers shall be transferred to and will be retained by
Department of Labor and Industries (L&I) for 75 years after claim closed in accordance with L&I’s
records retention schedule.
GS50-06C-31 | Workers’ Compensation Claims (Self-Insured) — Non-Compensable Retain for 40 years after claim NON-ARCHIVAL
Rev. 1 Records relating to non-compensable workers’ compensation claims filed by employees (and | closed NON-ESSENTIAL

volunteers) of self-insured agencies in accordance with Title 51 RCW and Title 296 WAC.
Includes, but is not limited to, Self-Insurance Report of Occupational Injury or Disease.

Note: All files of defaulting self-insured employers shall be transferred to and will be retained by
Department of Labor and Industries (L&I) for 40 years after claim closed in accordance with L&I’s
records retention schedule.

then
Destroy.

OPR
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4.5 LABOR RELATIONS

The activity of managing relationships dealing with the negotiation of labor.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-50 | COLLECTIVE BARGAINING AGREEMENTS Termination plus 6 years - ARCHIVAL
Rev. 0 Potential archival value (Appraisal Required)
ESSENTIAL
OPR
GS50-04E-04 | COLLECTIVE BARGAINING CONTRACT AND AGREEMENT NEGOTIATIONS FILES Until approval of negotiated ARCHIVAL
Rev. 0 Note: Records from this series may be selected to be transferred to and preserved at a Regional | 3greement - Potential archival | (Appraisal Required)
Archives branch subject to any restrictions provided by collective bargdining contracts and value NON'ESFS“EINTIAL
agreements.
GS50-04E-06 | UNION ARBITRATION FILES 6 years NON-ARCHIVAL
Rev. 0 Case histories of disputes between agency and union settled through arbitration. NON-ESSENTIAL
OPR
GS50-04E-05 | UNION ORGANIZATION LISTS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
OFM
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
L BT DISPOSITION ACTION
GS50-04B-45 | CIVIL SERVICE CASE FILES - NOT HEARD Administrative Closure plus 3 NON-ARCHIVAL
Rev.0 Cases may not be heard for the following reasons: unprepared, resolved, referred to another | years. NON-ESSENTIAL
jurisdiction, ineligible employees or withdrawn. OFM
GS50-04B-35 | CIVIL SERVICE COMMISSION CASE FILE Case resolved or closed plus 6 NON-ARCHIVAL
Rev.0 Documentation of cases of violations or disciplinary actions submitted to the Civil Service years NON-ESSENTIAL
Commission. OPR
GS50-04B-37 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW FILED Petition for review or petition NON-ARCHIVAL
Rev.0 Exhibits from CiviliService Commission hearings for which petitions for review and/or for reconsideration filed plus 3 NON-ESSENTIAL
petitions forireconsiderationdave been filed, including [documents, affidavits and years, whichever s later. OFM
depositions.
GS50-04B-38 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW NOT FILED Expiration of review or NON-ARCHIVAL
Rev.0 Exhibits from Civil Service Commission hearings for which petitions for review and/or reconsideration period plus 3 NON-ESSENTIAL
petitions for reconsideration have not been filed, including documents, affidavits and years OFM
depositions.
GS50-04B-39 | CIVIL SERVICE COMMISSION INVESTIGATION FILES Case resolved or closed plus 6 NON-ARCHIVAL
Rev.0 Documentation of investigation of improper hiring decisions and practices. years NON-ESSENTIAL
OPR
GS50-04B-15 | EMPLOYEE CORRECTIVE ACTION AND PROBATION DOCUMENTS 6 years after completion of NON-ARCHIVAL
Rev.0 probation or disciplinary action NON-ESSENTIAL
or destroy according to the OPR
provisions of collective
bargaining contracts and
agreements.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

AUTHORITY. DESCRIPTION OF RECORDS AL A DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04E-03 | Employee Grievances Retain for 6 years after matter NON-ARCHIVAL
Rev.1 Records relating to complaints and grievances relating to workplace issues filed with the local resolved NON-ESSENTIAL
government agency by its employees. then OPR
Excludes: Destroy.

e Appeal hearings records of the local decision-making body covered by GS2011-173.
e Civil rights.violation complaints covered by GS50-04C-04.

GS50-04B-46 | Employee Misconduct Investigation Files - Sustained Retain for 3 years after'case NON-ARCHIVAL
Rev. 1 Documentation eéampiled in officialiiVéstigations of employee misconduét that result in closed NON-ESSENTIAL
findings of misconduct by the employee, which may include the,complaint initiating the then OFM
investigation, investigative reports, statements, taped information, corrective action, Destroy.

correspondence and notes.
Excludes investigative summary report covered by GS50-04B-06, Personnel File.
Excludes workplace violence case files covered by GS50-05A-24.

Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum retention period.

GS50-04B-47 | Employee Misconduct Investigation Files — Unfounded Retain until case closed NON-ARCHIVAL
Rev. 1 Documentation compiled in official investigations of employee misconduct that do not result | then NON-ESSENTIAL
in findings of misconduct by the employee, which may include the complaint initiating the Destroy. OFM

investigation, investigative reports, statements, taped information, corrective action,
correspondence and notes.

Note: Collective bargaining agreements and civil service rules & regulations may require a longer

minimum retention period.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

%ﬁgggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-01-51 | FINAL AGREEMENT Termination or withdrawal plus NON-ARCHIVAL
Rev.0 A written agreement the parties enter into at the conclusion of the resolution process, which | 6 years NON-ESSENTIAL
sets forth the settlement of the issues and the future responsibilities of each party, if any. OPR
Note: Reference chapter 7.75 RCW.
GS50-01-52 | INITIAL AGREEMENT Termination or withdrawal plus NON-ARCHIVAL
Rev.0 A written agreement that expresses.the.method.by.which.the disputing,parties.shall-attempt..6 years NON-ESSENTIAL
to resolve the issues in dispute. OPR
Note: Reference chapter 7.75 RCW!
GS50-04B-25 | WHISTLEBLOWER‘INVESTIGATION REPORTS Case closedsplus 6uyears NON-ARCHIVAL
Rev. 0 Agency copies of investigations of allegations of fraud or violations of state laws or NON-ESSENTIAL
regulations. Also includes documentation of investigations into alleged retaliation against OPR
individuals making such allegations.
GS50-05A-24 | WORKPLACE VIOLENCE CASE FILES Case closed plus 6 years* NON-ARCHIVAL
Rev.0 Case files document incidents involving internal workplace violence. Includes investigation, NON-ESSENTIAL
treatment, follow-up, correspondence, corrective measures, etc. May include secondary OFM
copies of documentation filed in an individual's personnel file.
*'Case closed" is intended to mean that point in time when all investigation and follow-up have
been resolved, and no investigation or follow-up is required.
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4.7 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-05D-10 | AUDIOMETRIC TEST RECORDS — INDIVIDUAL EMPLOYEE Retain for the duration of the NON-ARCHIVAL
Rev.0 | Note: Reference WAC 296-817-400. affected employee’s NON-ESSENTIAL
employment OFM
GS50-04B-30 | Employee Medical Records - General Retain for 30 years after NON-ARCHIVAL
Rev. 1 Records documenting the medical condition of employees (includes contractors and termination of employment NON-ESSENTIAL
volunteers), their physical condition, the effects of workplace conditions on their health, and | then OPR
their physical ability to perform essential job functions. Destroy.

Excludes hazardeuis,materials exposuresrecords covered by GS2011-177, Accidents/Incidents
(Hazardous'Materials) = Human Exposure.

Note: Reference 29 CFR § 1910.1020(14)(d)(i) and WAC 296-802-20005. Health insurance claims
records maintained separately from medical program records and records of first-aid treatment
made on-site by a non-physician and filed separately from the employee medical records, are not
required to be retained for 30 years after termination of employment, and thus are not
considered part of this records series.

GS2011-192 | Employee Medical Records — Employed Less Than One Year Retain until termination of NON-ARCHIVAL
Rev. 0 Records documenting the medical condition of employees (includes contractors and employment NON-ESSENTIAL
volunteers) whose service with the agency is less than one year and where the medical then OPR
records are provided to the employee in accordance with 29 CFR § 1910.1020(14)(d)(i)(C). Provide to employee upon
Excludes hazardous materials exposure records covered by GS2011-177, Accidents/Incidents departure.

(Hazardous Materials) — Human Exposure.
Note: Reference WAC 296-802-20005.
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4.7 OCCUPATIONAL HEALTH AND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-05D-11 | ERGONOMIC FILES Last action taken plus 3 years NON-ARCHIVAL
Rev. 0 Ergonomic files document the analysis, action, and measures taken to adjust workplace NON-ESSENTIAL
environment to help prevent work-related injuries. Files include name of employee, OFM
supervisor, organization unit, location, and action taken to adjust workstation or
environment.
GS50-06C-10 | FIRE AND OTHER EMERGENCY DRILL REPORTS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04B-04 | HEPATITIS B\VIRUS (HBV) AND HUMAN IMMUNODEFICIENCY VIRUS\(HIV) EXPOSURE Termination of employment NON-ARCHIVAL
Rev. 0 REPORTS AND"'WAIVERS plus 30 years ESSENTIAL
Note: Reference 29 CFR § 1910.1020. OPR
GS50-06C-33 | INDUSTRIAL HYGIENE MONITORING FILES 30 years NON-ARCHIVAL
Rev. 0 Files document the monitoring of agency work environments for industrial health issues. NON-ESSENTIAL
May be for air quality, noise level, , presence of chemicals, , etc. Includes sample, test OPR
results, corrective action taken if any, etc.,
GS50-06C-21 | OCCUPATIONAL INJURIES AND ILLNESSES U.S. BUREAU OF LABOR STATISTICS LOG AND 5 vyears NON-ARCHIVAL
Rev.0 SUMMARY NON-ESSENTIAL
OFM
GS50-06C-20 | PENALTY ASSESSMENT NOTIFICATION 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS51-05D-07 | RESPIRATOR FIT TEST RECORDS Destroy after next test NON-ARCHIVAL
Rev. 0 administered NON-ESSENTIAL

Note: Reference WAC 296-842-12010.

OFM
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4.7 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
tieE o DISPOSITION ACTION
GS51-05D-08 | RESPIRATOR PROGRAM FILES Destroy when obsolete or NON-ARCHIVAL
Rev.0 | Note: Reference WAC 296-842-12010. superseded NON'(EDSFS'\EINT'AL
GS51-05D-06 | WORKPLACE HAZARD ASSESSMENT CERTIFICATION Destroy when superseded plus 6 | NON-ARCHIVAL
Rev.0 Includes name of workplace, address of workplace inspected for hazards, name of person years NON-ESSENTIAL

certifying assessment was done, date(s) assessment done, and statement identifying the
document asthe certification|of assessment for the workplace,

Note: ReferencesWAC 296-800:16010.

OPR
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4.8 PERFORMANCE MANAGEMENT

The activity of assessing and directing employee progress toward performance goals.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

GS50-04B-20 | EMPLOYEE SUGGESTION PROGRAM FILES 3 years after determination of NON-ARCHIVAL

Rev. 0 Original suggestion forms, evaluation forms, recommendation form, and correspondence to | suggestion NON-ESSENTIAL
document and process employee suggestion files. OFM

GS50-04B-31 | PERFORMANCE EVALUATION BACKGROUND FILE — SUPERVISOR Destroy when obsolete or NON-ARCHIVAL

Rev. 0 superseded NON-ESSENTIAL
OFM

GS50-04A-08 | PERFORMANCE EVALUATIONS Completion of Evaluatioh plus 3 | NON-ARCHIVAL

Rev. 0 Evaluation of €émployee work performanice, prepared by supefvisor on‘aregularsehedule. years NON-ESSENTIAL
OFM

GS50-04B-29 | WORK ASSIGNMENT RECORD, SCHEDULE ORLOG 3 years NON-ARCHIVAL

Rev. 0 Documentation of day-to-day tasks or projects assighed to and/or completed by individual NON-ESSENTIAL
staff or crews. OFM
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4.9 PERSONNEL

The activity of documenting an individual’s employment with the local government agency. Includes volunteers.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-27 | DRUG/ALCOHOL TEST RESULTS — POSITIVE RESULTS OR REFUSAL TO TEST (AGENCY Date of results plus 5 years NON-ARCHIVAL
Rev. 0 EMPLOYEES) NON-ESSENTIAL
Files document drug/alcohol testing for cases with reasonable suspicion of abuse/use of OFM
substance. Includes drug/ alcohol test results, corrective action, treatment, etc.
Note: Reference 49 CFR § 382.401.
GS50-04B-33 | DRUG/ALCOHOL,TEST,RESULTS — NEGATIVE RESULTLS OR,CANCELED TESTS (AGENCEY. Results,poested ortest.canceled NON-ARCHIVAL
Rev. 0 EMPLOYEES) plus 1 year NON-ESSENTIAL
Note: Reference 49.CFR § 382.401. OPR
GS50-04B-44 | EMPLOYEE AWARD FILES Date ofiAward plusi2eyears. ARCHIVAL
Rev. 0 Files contain records related to employee award programs such as recognition of (Appraisal Required)
outstanding performance, length of service, incentive plans, etc. May include NON-ESSENTIAL
. . . - " OFM
recommendations, approved nominations, appreciation letters and additional related
information.
GS50-04B-13 | EMPLOYEE CONTRACTS — SUPERSEDED 3 years NON-ARCHIVAL
Rev. 0 Contracts superseded within fiscal year. NON-ESSENTIAL
OFM
GS50-04B-14 | EMPLOYEE DIRECTORY/ROSTER Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OFM
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4.9 PERSONNEL

The activity of documenting an individual’s employment with the local government agency. Includes volunteers.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.I)-I;:::II-(I)CI)\]NAACI'\'I'%N DESIGNATION
NUMBER (DAN)
GS50-04B-06 | Personnel File Retain for 6 years after NON-ARCHIVAL
Rev. 1 May include, but is not limited to: termination of employment ESSENTIAL
e Application for employment when hired, start of employment, identification; then OFM
e (Citations, letters of recommendation; Destroy.
e Criminal history, background checks and investigations;
e Employment status, position descriptions and job classifications, personal history cards,
raises,fetc.;
o Evaluatiomef applications|of recognition emnen-college eredit courses;
o Oathsyof office and bonds of officials (elected and appointed);
e Retirementior disability resulting in employment termination;
e Summary report of employee misconduct investigations (sustained only).
Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum retention period.
GS50-04B-23 | TEMPORARY AGENCY WORKER ACCOUNTS Termination of employment NON-ARCHIVAL
Rev.0 Tracks temporary agency workers hired using original request forms moved to individual plus 6 years NON-ESSENTIAL
departments. OFM
GS50-04B-10 | VOLUNTEER FILES Termination of volunteer service | NON-ARCHIVAL
Rev. 0 Documents work service of individual volunteer. Includes application. plus 6 years ESSENTIAL
OPR
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4.10 POSITION DEVELOPMENT/STAFF STRUCTURE

The activity of structuring and organizing human resources.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
e et DISPOSITION ACTION
GS50-04B-05 | JOB DESCRIPTIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Current statement of qualifications, responsibilities, and duties of each individual position. | superseded plus 6 years NON-ESSENTIAL
OPR
GS50-04B-07 | POSITION CLASSIFICATION STUDIES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Details on specific role and position of each job title, duties, obligations, etc. superseded plus 6 years NON-ESSENTIAL
OFM
GS50-04B-08 | POSITION DESCRIPTION HISTORY FILES PERMANENT NON-ARCHIVAL
Rev. 0 A history of ‘pesitions, [classifications, and correspending job.descriptions.as thesepositions NON-ESSENTIAL

are revisedg (Serves as writing aid for the development of future pesitions.)

OPR
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4.11 RECRUITMENT/HIRING

The activity of screening, selecting and employing of individuals. Includes volunteers.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-01 | APPLICATION FOR EMPLOYMENT WHEN APPLICANT IS NOT HIRED 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04A-02 | CIVIL SERVICE COMMISSION JOURNAL Expiration plus 1 year ARCHIVAL
Rev. 0 Account of activity pertaining to certain civil service job openings. Contains names, test (Appraisal Required)
scores, and an indication of whether or not the persons involved are on an eligibility list, etc. NON'(E)SFS“EINTIAL
Note: One copy of each available report should be assembled for transfer to Regional Archives.
GS50-04A-03 | CIVIL SERVICE EXAMINATION (PASSED"BUT NOT HIRED) 2 years NON-ARCHIVAL
Rev. 0 Examinations of those'applicants that are on eligibility list, but havenot been hired. NON-ESSENTIAL
OFM
GS50-04A-04 | ELIGIBILITY LIST OR REGISTER 2 years NON-ARCHIVAL
Rev. 0 List of individuals eligible to fill specific positions. NON-ESSENTIAL
OFM
GS50-04B-11 | EMPLOYEE & VOLUNTEER FINGERPRINT LISTING 6 years NON-ARCHIVAL
Rev. 0 Listings of newly hired employees fingerprinted for criminal background checks. NON-ESSENTIAL
OPR
GS50-05A-26 | EMPLOYMENT ELIGIBILITY DOCUMENTS — IMMIGRATION AND NATURALIZATION SERVICES Date employee hired plus 3 NON-ARCHIVAL
Rev. 0 (INS) FORM 1-9 years or termination of NON-ESSENTIAL

Documents used to verify employment eligibility within the United States. Series may
include: Federal I-9 forms, passport copies, copies of valid driver's license, copies of
certificate of naturalization, etc.

Note: Reference 8 CFR § 24a.2 (2)(A).

employment plus 1 year,
whichever is later.

OPR
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4.11 RECRUITMENT/HIRING

The activity of screening, selecting and employing of individuals. Includes volunteers.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04A-05 | EMPLOYMENT INQUIRIES 1 year NON-ARCHIVAL
Rev. 0 Applications filled out by persons requesting positions and test announcement information. NON-ESSENTIAL
OFM
GS50-04B-16 | EMPLOYMENT INTERVIEW EVALUATION FILES 3 years NON-ARCHIVAL
Rev. 0 Includes test results. NON-ESSENTIAL
OFM
GS50-04B-17 | EMPLOYMENT REQUISITION/ PERSONNERACTION REQUEST 3wears NON-ARCHIVAL
Rev. 0 May contain‘pesition specifications, needs analysisyand authefizatiomsignatures: NON-ESSENTIAL
OFM
GS50-04B-18 | JOB ANNOUNCEMENTS OR'POSTINGS 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-04B-22 | RECRUITMENT FILES 3 years NON-ARCHIVAL
Rev. 0 Documents recruitment and selection process for each advertised position, including NON-ESSENTIAL
newspaper announcement, job description, working papers/notes, applicant list, interview OFM
guestions and notes, selection documents, and employee applications.
Note: Per RCW 4.16.080, the statute of limitations for the commencement of actions for equal
employment opportunity discrimination complaints (injury to the rights of others) is 3 years.
GS50-04B-24 | VOLUNTEER APPLICATIONS NOT ACCEPTED OR INELIGIBLE Application denied plus 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
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4.12 REPORTING

The activity of providing information about agency employees as required by regulating authorities. Includes volunteers and contractors.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-05 | Reporting — Human Resources Retain for 4 years after NON-ARCHIVAL
Rev. 1 Records relating to human resources and submitted to regulatory agencies as required by submitted to regulatory agency | NON-ESSENTIAL
federal, state or local law, where not covered by a more specific records series. Includes then OPR
reports, confirmation of submission, correspondence, inquiries, etc. Destroy.

Includes, but is not limited to:

e Employer.lnformation Report,EEO-1 filed with the Equal Employment Opportunity
Commission in accordance with 29 CFR § 1602.7;

e Elementary=Secondary Staff Infermation Réport EE0=5filed with theiEqual Empléyment
Opporitunity Commission in accordance with 29 CFR § 1602.41;

e New Hire Reports filed with the Department of Social and Health Services (DSHS) in
accordance with RCW 26.23.040;

e Commute trip reduction plans and annual progress reports filed with the Commute Trip
Reduction Board in accordance with RCW 70.94-527(7),(8).
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4.13 STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
tieE o DISPOSITION ACTION
GS50-04B-34 | APPRENTICE CERTIFICATION FILES/TRAINING 50 years NON-ARCHIVAL
Rev. 0 Documentation of classes taken, attendance, evaluations, certifications and on-the-job NON-ESSENTIAL
performance compiled for individuals participating in an apprenticeship program that will be OPR
used to meet future job requirements in and out of the agency.
GS50-05A-23 | Continuing Professional Education Records Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting completion_ of continuing education requirements by individual licensing or reporting period NON-ESSENTIAL
employees! then OFM
Destroy:
GS50-04G-01 | EMPLOYEE'TRAINING HISTORY FILE Termination plus 6 yeafs NON-ARCHIVAL
Rev.0 Files documenting the training history of individual employees who have participated in NON-ESSENTIAL
training and staff development programs. May include in-service and class registrations, OPR
confirmations, and documentation of training completed.
GS50-04G-02 | TRAINING/CLASS COMPLETION REPORT 3 years NON-ARCHIVAL
Rev.0 Listings of employees and the classes or training exercises that have been completed. NON-ESSENTIAL

Produced on a periodic basis.

OFM
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5. INFORMATION MANAGEMENT

The function of managing the local government agency’s information, including electronic information systems, forms and publications, mail services, library
services, records management, and public disclosure.

5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-011 | Forms — Accountable Retain‘for3fiscal'years NON-ARCHIVAL
Rev.0 Unused, pre=numbered forms such as checks, receipts, invoices, meaktickets and licenses. or NON-ESSENTIAL
until completion of State OFM
Auditor’s report, whichever is
sooner
then
Destroy.
GS2010-012 | Forms — Master Set Retain until use of form ceases NON-ARCHIVAL
Rev. 0 Master set of all forms created by the agency. Also includes source materials (.pdfs, camera- | then NON'ESFS“EINHAL
ready copies, original photographs/images, etc.) Destroy.
Excludes web-based forms covered by DAN GS50-06A-03.
GS2010-013 | Forms and Publications — Creation Retain until no longer needed NON-ARCHIVAL
Rev.0 for agency business NON-ESSENTIAL

Records relating to the design, creation, and revision of agency-created forms and
publications.
Includes, but is not limited to:
e Job descriptions/specifications/design records;
e Sample job products/proofs/samples.
Excludes web-based forms covered by DAN GS50-06A-03.

then
Destroy.

OFM
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5.1 FORMS AND PUBLICATIONS

The activity of drafting, producing, and managing the local government agency’s forms and publications.

See FINANCIAL MANAGEMENT — Accounting for financial records relating to forms and publications.
See ASSET MANAGEMENT - Inventory for forms and publications inventories.

E/'-\IZI;?I;I;II?\'(\‘ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-04 | Publications — Master Set Retain until no longer needed ARCHIVAL
Rev. 1 Master set of all publications created by the agency. Also includes source materials (.pdfs, for agency business (Appraisal Required)
camera-ready copies, original photographs/digital images, etc.). then NON-ESSENTIAL
Publications include, but are not limited to: Transfer to Washington State OFM
e Reports, manuals, brochures; Archives for appraisal'and
e Newslettéfsymagazines, journals; selective retention.
e Maps, plans, charts;
e Audio/video recordings and films/presentations.
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS R ORI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12A-03 | Annual Report of Trustees Retain for 3 years after report NON-ARCHIVAL
Rev. 1 Records relating to the annual reporting of statistics to the library’s legislative body and the | submitted NON-ESSENTIAL
State Librarian in accordance with RCW 27.12.260. then OPR
Note: Reports received by the Washington State Library are designated Archival in accordance Destroy.
with the Office of the Secretary of State’s records retention schedule.
GS50-12A-01 | Catalog Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records describing,the library information sources owned by the agency. faor agency business ESSENTIAL
then OFM
Destroy.
GS50-12A-02 | Circulation Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the borrowing, lending, and returning of items in the library’s collection. |for agency business NON-ESSENTIAL
Includes, but is not limited to: then OFM
e Item circulation history; Destroy.
e User/patron records (applications for membership, borrower registration,
parent/guardian permissions).
Excludes interlibrary loans covered by DAN GS50-12A-08.
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to library services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-12A-08 | Collection Control — General Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the physical control of the library’s collection. or ESSENTIAL
Includes, but is not limited to: until completion of State OPR
e Accession and deaccession (discard) of items; Auditor’s report, whichever is
e Interlibraryloans; sooner
¢ Shelf list/inventory of holdings. then
. . Destroy:
Excludes special callections covered by'GS2010-023.
Note: Agreements'relating.todequests are covered,by.,GS50-01-11.
GS2010-023 | Collection Control — Special Collections Retain until special collection ARCHIVAL
Rev.0 Records documenting the physical control of the library’s special collections (archival, items no longer needed for (Appraisal Required)
manuscript, rare books, etc.). agency business ESSENTIAL
OPR
Includes, but is not limited to: then .
e Accession and deaccession (discard) of items; Transfer to Washington State
e Interlibrary loans; Archives for appraisal and
e Shelf list/inventory of holdings. selective retention.
Note: Agreements relating to bequests are covered by GS50-01-11.
GS2010-024 | Special Collections Retain until no longer needed ARCHIVAL
Rev. 0 Items in the library’s special collections, including, but not limited to: for agency business (Appraisal Required)

e Archival collections;
e Manuscripts;
e Rare books.

then
Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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5.3 MAIL SERVICES

The activity of managing the circulation of printed information. Includes incoming and outgoing, internal and external mail processes.
See FINANCIAL MANAGEMENT — Accounting for financial records relating to mail services.

Tfﬁl’?-lgggy DESCRIPTION OF RECORDS R ORI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06D-02 | Mail Delivery and Receipt Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the agency’s incoming and outgoing physical mail (letters, packages, or NON-ESSENTIAL
etc.). until completion of State OPR
Includes, but is not limited to: Auditor’s report, whichever is
e Certified/registered/insured mail logs and.return receipts; sooner
e Postage meter logs/reports; then
Destroy:

e Private grouind delivery registers/receipts’(UPS, FederallExpress, etey);
e Signed pick-up and.delivery receipts;
e United States Postal Service (USPS) forms (certificate of bulk mailing, etc.).

Note: Contracts/agreements/permits relating to mailing services and equipment are covered by
GS50-01-11.
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5.4 PUBLIC DISCLOSURE
The activity of responding to requests for access to the public records of the local government agency in accordance with chapter 42.56 RCW.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-09-13 | Public Disclosure/Records Request Logs Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Records documenting the tracking of public records requests made in accordance with latest entry NON-ESSENTIAL
chapter 42.56 RCW. then OFM
Note: Exemption logs are covered by DAN GS2010-014. Destroy.
GS2010-014 | Public Disclosure/Records Requests Retain for 2 years after public NON-ARCHIVAL
Rev. 2 Records relating;to requests fromthe general-public.for.access to the.agency’spublic.records.. records.request fulfilled NON-ESSENTIAL

in accordance with'chapter 42.56 RCW.

Includes, but is netlimited to:
¢ Internahand.external correspondence relating to the request;

e Records documenting the public records provided to the requestor (copies or lists of the
records provided, etc.);

e Records documenting the public records (or portions) withheld (exemption logs, copies
of portions redacted, etc.);
e Records documenting administrative reviews relating to the request.

Excludes the records that are the subject of the public records request (which must be retained
in accordance with the applicable records series).

then
Destroy.

OPR
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.
I?L\IlsJ?rzg:I%I(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-015 | Conversion Process — Archival Records Retain until the converted ARCHIVAL
Rev. 0 Records documenting the process of converting the agency’s Archival public records from Archival records are transferred | (Appraisal Required)
one form to another where not captured in the metadata of the converted records. to Washington State Archives NON-ESSENTIAL
Includes, but'is not\limited to: then OFM
e Migratiommof digital records (mapping schemasytesting:reports, étes); Transfer to Washington|State
¢ Digitization of paper-based records (tests, inspection results, etc.); Archiv_es for apPraisaI and
e Microfilmifng of digital'and/or paper-based records (arrangementof originals, guide selectivesretentions
sheets, etc.);
e Transfer of magnetic recordings.
Note: The source records are covered by GS2010-017 or GS2010-018.
GS2010-016 | Conversion Process — Non-Archival Records Retain until the converted Non- NON-ARCHIVAL
Rev. 0 Records documenting the process of converting the agency’s Non-Archival public records Archival records have been NON-ESSENTIAL

from one form to another where not captured in the metadata of the converted records.

Includes, but is not limited to:
e Migration of digital records (mapping schemas, testing reports, etc.);
e Digitization of paper-based records (tests, inspection results, etc.);
e Microfilming of digital and/or paper-based records (arrangement of originals, guide
sheets, etc.);
e Transfer of magnetic recordings.

Note: The source records are covered by GS50-09-14 or GS2010-018.

destroyed in accordance with a
current approved records
retention schedule

then
Destroy.

OFM
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-017 | Source Records — Imaged (Archival) Retain until verification of ARCHIVAL
Rev. 0 Archival source records which have been imaged using either of the following processes: successful conversion (Appraisal Required)
. . . . . . . th NON-ESSENTIAL
e Digitized in accordance with a valid approval by Washington State Archives in en OFM
accordance with WAC 434-663; or, Transfer to Washington State
e Microfilfhied.in adcordance with WashingtensState Standdrds forthe.Productionsand Use | ATehives for appraisal and
of Miarofilm. selective retention.
And, providedthat the converted records are retained in accordance with a current
approved records retention schedule.
Excludes Superior Court source records covered by G52010-085.
GS50-09-14 | Source Records — Imaged (Non-Archival) Retain until verification of NON-ARCHIVAL
Rev. 1 Non-Archival source records which have been imaged using either of the following successful conversion NON-ESSENTIAL

processes:
e Digitized in accordance with a valid approval by Washington State Archives in
accordance with WAC 434-663; or,
e Microfilmed in accordance with Washington State Standards for the Production and Use
of Microfilm; or,

And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

then
Destroy.

OFM
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5.5 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

I?L\Ifj?rzgylg\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-018 | Source Records — Migrated Retain until verification of NON-ARCHIVAL
Rev.0 Non-paper-based source records which have been migrated to another non-paper-based successful conversion NON-ESSENTIAL
format such as: then OFM
e Digitalfecords which are migrated to another digital format; Destroy.
e Magnetigrecords (VHS, cassette tapes, reel.to.reel, 8-track tapespetc.) which.are
migrated to another magnetic or a digital format.
And, provided‘that the converted'records are retained in accordance with a current
approved records retention schedule.
Excludes paper- and film-based source records covered by DANs GS2010-017 and GS50-09-14.
GS2010-085 | Source Records — Reproduced (Superior Court Records) Retain until verification of NON-ARCHIVAL
Rev.0 Superior Court records which have been reproduced in accordance with RCW 36.23.065, successful conversion NON-ESSENTIAL
and, provided that the converted records are retained in accordance with a current then OFM
approved records retention schedule. Destroy.
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5.6 RECORDS MANAGEMENT
The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and
disposition).
?AllsJ?r?-lglglg\'(\l DESCRIPTION OF RECORDS R ORI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-019 | Conservation (Archival) Retain until the Archival records ARCHIVAL
Rev. 0 Conservation treatment records documenting repair to public records designated as are transferred to Washington (Appraisal Required)
Archival. State Archives NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for-appraisaland
selective retention.
GS2010-020 | Conservation (Non-Archival) Retain until the Non-Archival NON-ARCHIVAL
Rev.0 Conservation treatment records documenting repair to public records designated as Non- records have beendestroyed in | NON-ESSENTIAL
Archival. accordance with a current OFM
approved records retention
schedule
then
Destroy.
GS50-09-06 | Destruction of Public Records Retain for the life of the agency. | NON-ARCHIVAL
Rev. 1 Records relating to the destruction of the agency’s public records. ESSENTIAL
OPR

Includes, but is not limited to:
e Destruction logs;
o Affidavits;
e Agency authorizations;
e Certificates/Notices of destruction.
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5.6 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and

disposition).
I?Alfl?r?-lg-:lg\'(\l DESCRIPTION OF RECORDS R ORI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-09-02 | Records Control Retain until no longer needed NON-ARCHIVAL
Rev.1 Records relating to the physical and intellectual control of the agency’s records, including, for agency business NON-ESSENTIAL
but not limited to: then OFM
e Essential records lists; Destroy.
e Files classification schemes/guidelines;
e Inventories;
e Recordscenter transmittals/retrievals;
e Masterindexes, lists, registers, tracking systems, databases, and other finding aids used
to access'public records designated as Non-Archival.
Note: Master indexes, lists, registers, tracking systems, databases and other finding aids for
public records designated as Archival should be retained with the records and transferred to
Washington State Archives.
GS50-09-01 | Retention and Disposition Authorization Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the retention of the agency’s records in accordance with chapter 40.14 for agency business NON-ESSENTIAL
RCW, including, but not limited to: then OFM
e Internal working guides abstracted from approved records retention schedules; Destroy.
e Application for Early Destruction of Source Documents after Digitization (DAD) or
Electronic Imaging Systems (EIS) application, provided that the original is retained by
the Washington State Archives;
e Agency’s copies of records retention schedules approved by the Local Records
Committee in accordance with RCW 40.14.070, provided that the original is retained by
the Local Records Committee.
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Office of the Secretary of State

5.6 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the local government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS R ORI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-021 | Transfer of Legal Custody Retain for the life of the agency. | NON-ARCHIVAL

Rev. 0

Records relating to the transfer of the agency’s legal custody of its public records under one
of the following circumstances:
e Transfer of Archival records to Washington State Archives;
e Lawful transfer to another government entity (state agency, other local government
agencyj etc.);
e Donatiomgef public records (to a public library,-historical.of genealogical society,.etc.),
with the approval of the State Archivist in accordance with RGW 40.14,070(3).

ESSENTIAL
OFM
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6. RECORDS WITH MINIMAL RETENTION VALUE

This section covers records created or received by the agency which are typically of short-term, temporary informational use.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-01 | Agency Information — Routine Retain until no longer needed NON-ARCHIVAL
Rev.0 Internal and external requests for, and provision of, routine information about the for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM
e Business hours, locations/directions, web/email addresses; Destroy.
¢ Meeting dates/times.
GS50-02-02 | Agency-Generated Forms and.Publications —Copies Retain.until.no longer.needed NON-ARCHIVAL
Rev.0 Blank form$ and duplicate copies of publications, provided that the agency'retains the for agency business NON-ESSENTIAL
primary record‘ifmpaccordance with thescurrent@pproved minimum retention period: then OFM
Includes, but.is not limited to: Destray.
e Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).
Excludes:
e Publication masters covered by DAN GS50-06F-04;
e Form masters covered by DAN GS2010-012;
e Accountable forms (unused, pre-numbered checks, receipts, meal tickets, licenses, etc.)
covered by DAN GS2010-011.
GS50-02-03 | General Information — External Retain until no longer needed NON-ARCHIVAL
Rev.0 Information received from other agencies, commercial firms, or private institutions, which for agency business NON-ESSENTIAL

requires no action and is no longer needed for agency business purposes.

Includes, but is not limited to:
e Catalogs, reports, multi-media presentations (videos, CDs, etc.);
¢ Informational copies, notices, bulletins, newsletters, announcements;
¢ Unsolicited information (junk mail, spam, advertisements, etc.).

then
Destroy.

OFM
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Tf;ﬂg;llg\l;l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-04 | Secondary (Duplicate) Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Copies of records (created or received), provided that the agency retains the primary record | for agency business NON-ESSENTIAL
in accordance with the current approved minimum retention period. then OFM
Includes, but is not limited to, data extracts and printouts from agency electronic Destroy.
information systems, provided that the:
e Records within the database are retained for their minimum retention period; and,
e Data extracts/printouts are NOT required to substantiate “point-in-time” evidence of
business transactions.
GS50-02-05 | Transitory Records Retain until'no longer'heeded NON-ARCHIVAL
Rev.0 Public records.that only document information of temperary, short<term value, and for agency business NON-ESSENTIAL
provided that the tecords are: then OFM
e Not neededs@s evidenee of a business transaction; and, Destroys

e Not covered by a more specific records series.

Includes, but is not limited to:

e Miscellaneous notices or memoranda which do not relate to the functional
responsibility of the agency (notices of community affairs, holidays, etc.);

e Preliminary drafts of letters, memoranda, reports, work sheets, spreadsheets,
presentations, and informal notes, etc., which do not represent significant basic steps in
the preparation of record document(s);

e Routing slips used to direct the distribution of documents;

e Shorthand notes, stenotype tapes, and mechanical records, after they have been
transcribed into typewritten or printed form on paper or microfilm;

e Telephone messages (including voicemail, digital voice messages, etc.);

e Letters of transmittal which do not add any information to the transmitted materials.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival — See Archival (Appraisal Required) and Archival (Permanent Retention).

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.

Public records will be evaluated, sampled, and weeded according to_archival principles by archivists from Washington, State Archives (WSA). Records not
selected for retention.by WSA\may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are
transferred to Washington State Archives (WSA).

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.
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Essential Records
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW.
Copies of master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.

Local Records Committee
The committee established by RCW 40.14.070 to review and approve disposition of local government records.

Its three members include the State Archivist and one representative each from the Offices of the Attorney General and the State Auditor.

Migration
The periodic transfer ofidata from one electronic system:to anotherin orderito,ensurescontinued integrity andraccessibility of data despite changes
over time in hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in chapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.
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OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as

official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public recofds shall include all ariginal'vouchers, receipts, and other dociments 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 whatsaever; all agreements and contracts to which the state of Washington or
any agency thereof may be aparty; 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; ... and all other documents or recordsddetermined by the records
committee... to be official public records.”

Permanent — See Archival (Permanent Retention) and Non-Archival.
Potentially Archival or Potential Archival Value — See Archival (Appraisal Required).

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a
current approved records retention schedule.

Public Records
RCW 40.14.010 - Definition and classification of public records.
“.. The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such 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...”
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Records Series

A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.

Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in
accordance with GS50-02-04.

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archivesiprovides security microfilm storage and inspection servicesito local' government agencies.
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GS2010-0009......cccuiviiiiiiiiiiiiiene 44 GS2011-175..ccciiiiiiiiiiiiiiinieee 24 GS50-01-39 ..o, 8 GS50-03D-03......covviiiiiiiiiiiiiiees 73
GS2010-010.....ccvcviiiiiiiiiiiieiienee, 45 GS2011-176..ccccviiiiiiiiiiiiiiiieeene 25 GS50-01-41 ..., 29 GS50-03D-04......coovvnviiiiiiiiiiiiieens 73
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GS2010-014......cvvvvvvrieennn W 116 GS2011-180......ccccditiiiiiiiiniiane, 35 GS50-01-51 ...t 99 GS50-03D-08........oovveiiiiiiiiiiiene, 73
GS2010-015.....cooviiriiiienel 117 GS2011-181.......... LWL L 36 GS50-01-520 . Ll 99 GS50-03D-10....cceoiviiiiiiiiiiiiienne 73
GS2010-016.....covcvivrriiriirreinnenne 117 GS2011-182....oeiviiiiiiiiiiiiinie 64 GS50-01-54 ....cocvviiiiiiiiiiiiiieee 92 GS50-03E-01 ...covviiiiiiiiiiiiiiie, 74
GS2010-017....eovvviiiiiiiiiieciee 118 GS2011-183....oiiiiiiiie 66 GS50-02-01 ....ooovviiiiiiiiiiiicne 123 GS50-03E-02 .....oevvvnviiiiiiieiiiieeens 74
GS2010-018.....ccvviiiiiiiiiiiieiies 119 GS2011-184.....covviiriiiiiiiceee, 67 GS50-02-02 .....oovviviiiiiiiiiiieie 123 GS50-03E-03 .....oooiviiiiiiiiieiiiiiees 88
GS2010-019.....coviiiiiiiiiiiiiiiieee 120 GS2011-185....cciiiiiiiiiiiiiinieee 72 GS50-02-03 .....cooviiiiiiiiiiiieee 123 GS50-03E-04 ......coovvnviiiiiiiiiiiinens 77
GS2010-020......cccvivvviiiieiniiinenne 120 GS2011-186.....covviiiiiiiiiiiiriee, 72 GS50-02-04 .....coovviiiiiiiiiieeie 124 GS50-03E-05 ...covviiiiiiiiiiiiciiecee, 74
GS2010-021.....covviiiiiiiiciiieiee 122 GS2011-187...oiviviiiiiiiiiice 78 GS50-02-05.....oovvviiiiiiiiiiiienne 124 GS50-03E-06 ....cevvveviiiiiiiciiecnee, 74
GS2010-023......cevvviiiiiiiiiicneen, 114 GS2011-188....oiiiviiiiiiiiiiiciee 79 GS50-03A-10....cciiiiiiiiiiniiciieee 64 GS50-03E-07 ...oovviiiiiiiiiiiiciie 74
GS2010-024........oovvviriiiiiiiiinnen, 114 GS2011-189....cciviiiiiiiiiiiicie 85 GS50-03A-15....cciiiiiiiiiiiicieee 68 GS50-03E-08 .....oooiviiiiiiiiiiiiie 74
GS2010-079....ccovviiiiiiiiiiiieiiiee, 27 GS2011-190.......cociviiriiiiniiiinneeenne 87 GS50-03A-17 ..oooiiiiiiiiiiiiiciee, 75 GS50-03E-09 .....oovvvviiiiiiieiiiieees 74
GS2010-080......cccuevrviiiiiireniienne, 27 GS2011-191...cciviiiiiriiiiinec e 87 GS50-03A-18...ccviiiiiiiiiiiiciiee, 52 GS50-03E-10....cvvvivnriiiriiieniiieeeas 74
GS2010-081.....ccoviiiiiiiiiiiciie 31 GS2011-192.....cccviviiiiiiiiiiee, 100 GS50-03A-22.....eiiiiiiiiiiiiiie, 52 GS50-03E-11 ..vviviiiiiiiiiieciiieees 88
GS2010-082.....ccovvvvviiiiiiiiiciiene, 93 GS50-01-01 ..o, 28 GS50-03A-26.....cceevviiiiiiiiiieie, 70 GS50-03E-15 ....ciiiiiiiiiiiiiieciiieees 75
GS2010-083......ccviiiiiiiiiiiieeiee 94 GS50-01-02 ....ooorviiiiiieiiiciieee 5 GS50-03A-28.....oiiiiiiiiiiiicieene, 68 GS50-03E-16 ....ooevvviiiiiiiiiiiiiiieens 75
GS2010-084.......cvvveveeiieireenee, 94 GS50-01-08......cooviiiiiiiiiiiiicieie 5 GS50-03A-32....cviiiiiiiiiiieie, 76 GS50-03E-17 ..ooovviiiiiiiiiiiciiic, 75
GS2010-085.....coovieieeiiecieeiee 119 GS50-01-09 .....covviiiiiiiiiiiiciee, 11 GS50-03A-33...cciiiiiiei, 76 GS50-03E-18 ...covviiiiiiiiiicii 75
GS2011-165.....covcviiiiiiiiiiriieee 10 GS50-01-10 ....ooiviiiiiiiiiriiicieeee, 17 GS50-03B-06......coovvvuviiiiiiiiiiineene 64 GS50-03E-19 ...covviiiiiiiiiicie, 75
GS2011-166.....ccocviirriiiiirriiincne, 10 GS50-01-11 ..viiiiiiiiiiiiie, 15 GS50-03B-09......eeevviiiiiiiiiiiiieee 68 GS50-03E-20 ...ccuviiiiiiiiiiiiiiie, 75
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GS50-03E-21 ...ovvviiiiiiiiiieniiieees 76 GS50-04B-21 .....evveiiiiiiiieeee, 60 GS50-04D-05.....ccevvviiviviniiiiiiineene 91 GS50-06B-09......ceevivreiieeeeirieene 55
GS50-03E-22 ....coevvviiiiiiiiieiiiiiees 76 GS50-04B-22......ovviiiiiiieieee, 108 GS50-04D-06......ccevvvuvivinniiiiineennne 90 GS50-06B-10.....ccceviieeiieeeiniirenns 56
GS50-03E-23 ..., 76 GS50-04B-23.....cvviiiiiiiniiee, 105 GS50-04E-03 ....cevvviiiiiiiiiciieee 98 GS50-06B-11.....ccoiviiiiiiieeiirieenns 61
GS50-03E-24 ......oviriiiiiieee, 77 GS50-04B-24 .......oovvvviviiiiinee, 108 GS50-04E-04 .....ooovvviiiiiiiiiiiieee 96 GS50-06B-12.......cooiieiiiieeiiriiens 61
GS50-03E-25 ....oeiiiiiiiiiiieeeeieees 77 GS50-04B-25.....cevvviiiiiiiiiciiee, 99 GS50-04E-05 ....vveeeeieeeieee e 96 GS50-06B-13......covviiiiiiiieniiiienns 56
GS50-03E-29 ....ooiiieiiiiiiieeeeieeee 76 GS50-04B-27 ...cocvvvvivriiiiniicnnen, 104 GS50-04E-06 .....oevvveriiereeciieenne 96 GS50-06B-14......coovnviiirieiiiniienns 60
GS50-03F-01 ....ovvvviiiiiiiiieniiieees 70 GS50-04B-28......oovviviiiiiiiiiiiieeen 88 GS50-04G-01....evvvviriieiieceee, 110 GS50-06B-15......cooviviviiiiiiiiieins 60
GS50-03F-02 .....ooovvriiiiniieniireees 70 GS50-04B-29.......coovvvviviniiiiiiinenn, 103 GS50-04G-02......ovevvvriieiiieeeee, 110 GS50-06B-16......ccovvviiiriieinniienns 60
GS50-03F-03 .....ooovviiiiiniieiiiniees 70 GS50-04B-30.....ccceviireiiineenrreenns 100 GS50-05A-01....vvvviiiiiiiniciiieeen, 26 GS50-06B-17 ....ocovvvriiiiiiiiiiiiieins 20
GS50-04A-02......covvvviiiiiniiiinenn, 107 GS50-04B-31.....ccevviiiiiiiieirieen, 103 GS50-05A-04....coviiiieeeeeeeeeeeen 9 GS50-06B-18......ceovireirieeeiiieene 60
GS50-04A-03.....coovvvriiiiiiiiinenn, 107 GS50-04B-33.....cciiiiiiiiieeiieen, 104 GS50-05A-07...cvvvvviiiiiiiieeiiiiieins 26 GS50-06B-19.....ccvivieiiiieeeiiieeee 61
GS50-04A-04......covviireiieceeenn, 107 GS50-04B-34 .....ccoovvviiiiiiiiiieen, 110 GS50-05A-10....cciiiiiiiiiiiiiiiiiieins 27 GS50-06B-20......ccovvuviiiiriieinniienns 60
GS50-04A-05.....oveiirireieineeene s 108 GS50-04B-35......... s . . pwswss 9./ GSS50-05A: 1L cussuws. ... sswwmsmsmmmne o ovvee s 27 GS50-06B-21 .....ccovviviiiiiieiiniienns 60
GS50-04A-06......coovvvviirneen s irennns 89 GS50-04B-36 .00t cc et it 91 GS50=05A-13.....ocoiiibithenneee s e 23 GS50-06B-22.......ccovvvviviiiniiiiiiennn 39
GS50-04A-07 ....ovvviiriieieneeeneilil 76 GS50-04B-374(......... ... Lo 97 GS50-05A-15mmm....ooveeeeee il S GS50-06B-23......c.cevvviviiiiiiiiiiiieenn, 51
GS50-04A-08......ccovvvvvvrine e, 103 GS50-04B-38......ccoittviiiiieeniiiats 97 GS50-05A-16.....ccooeibideenreeensdontenait. 9 GS50-06B-24 ........covvvviiiiiieene 46
GS50-04B-01 .....oeevvriiernneeeil 107 GS50-04B-39......... L. L 97 GS50-05A=22mmmm.. L 59 GS50-06B-25........covviviiiiieeene 53
GS50-04B-02.......coovvnvvviriiiiiiiiieens 88 GS50-04B-40......cooviieeiiieeeirieens 89 GS50-05A-23.....ooiviiiiiiiiniciiee, 110 GS50-06B-26......coevieeeiieeeeriieenne 37
GS50-04B-04 ......coovvvvvviiniiinnnnn, 101 GS50-04B-41.....cooviiiiiiieeeieeeee 89 GS50-05A-24.......ccovviviiiiiiiieees 99 GS50-06B-27 ....oeveeiieeiieeeeeieeeee 55
GS50-04B-05......ooevvvviiiiiiiiinnenn, 106 GS50-04B-42.......coovviviiiiiiiiiiiens 90 GS50-05A-25....ciiiiiiieeeeeeeeee 29 GS50-06C-01.....ceviiiiiiiiieiriieees 93
GS50-04B-06......cevvvvvieereeerneen, 105 GS50-04B-43.......coovviiiiiiiiiiiieins 90 GS50-05A-26.....oeeeiiiieeeereeeenen, 107 GS50-06C-02......eevvviviiiiieeiiiiienns 95
GS50-04B-07 ....evvveeriieeeieeeeen, 106 GS50-04B-44 ......ccovvvvvviviniiiinnenn, 104 GS50-05G-04......ooovvviiriiiiiinienee, 39 GS50-06C-03.....ccovviviiiiiieiiiieeens 31
GS50-04B-08......ccovvvvieiiiriiirnaen, 106 GS50-04B-45.......ccovviviiiiiiiiiiieins 97 GS50-06A-01.....ovvviiiiiiireeeiiieee 41 GS50-06C-04 ......coovvvivinriieniniieinns 32
GS50-04B-09......ceovvviriiiriiiiieene 90 GS50-04B-46.......ccoovviviriiiiiiieins 98 GS50-06A-02......oevviiiiireeiireeene 31 GS50-06C-05.....ccevviviviriiiiiniienns 94
GS50-04B-10....cceevvvriieiinniiinnnen, 105 GS50-04B-47 ....oveeiieeieeeeeieeeee 98 GS50-06A-03.....ccevvviiiiiiniiiiiieeene 42 GS50-06C-06......coovmvivinriiiinniinnns 93
GS50-04B-11 ....ovvvvvriiiiiniicneen, 107 GS50-04C-01....oeeiiiieiieeeecreeeee 17 GS50-06A-05......cevvviviiiinieiiiieene 45 GS50-06C-08......ccovvvviviriiiiiiiieins 54
GS50-04B-13.....eeeiivriiiiiniinen, 104 GS50-04C-02.....ooeviiieiiieeeeiieees 92 GS50-06B-01......oevvvvviviinriiiiineene 54 GS50-06C-09.....cevieiieeeieeeeiiieees 32
GS50-04B-14 ......oovvvviiiiiiiinnenn, 104 GS50-04C-03.....ceiiiriiiieeeirieees 92 GS50-06B-02.......coovvvvivininiiiiineenne 39 GS50-06C-10.....ceeveireeerireenrieeenn. 101
GS50-04B-15.....oiiiiiieieeeeeeee 97 GS50-04C-04 ......oovviviiiriiiiiiiiens 16 GS50-06B-03.....coveiiiieeeeeerienees 55 GS50-06C-11....ooiviiiiiiiiieiiiiiees 37
GS50-04B-16.....oeevvrriieiiineiereen, 108 GS50-04C-05.....ccevvvviviniriiiiinenn, 109 GS50-06B-04 ......cooveieiireeeireeene 52 GS50-06C-15.....civiviiiiiiiieiiiiiees 32
GS50-04B-17 .evvieiviiieieieeeren, 108 GS50-04D-01.....ccovvvviviiiiiiiniienns 88 GS50-06B-05.......covveiiieiireeeiieeene 60 GS50-06C-16.....cevvvniriiriiiiiniieins 32
GS50-04B-18......oovvvvriiiiiiniiinnen, 108 GS50-04D-02......coovvviiiiiiiiiiiieins 89 GS50-06B-06......cccovvvveeiiirieiriieene 55 GS50-06C-18......ccovvniiiiriieniniieinns 55
GS50-04B-19.....oevvviriiiiinicinieeee 89 GS50-04D-03....ccciiiiiieeeeeeeeene, 89 GS50-06B-07 .....ovvvvvrieiiineeirieeene 55 GS50-06C-19 .....oveeieiiieieeeeeene 90
GS50-04B-20.....cccevvrvieinnnirinnnnn, 103 GS50-04D-04.....coovoveeirieeeiieeee 90 GS50-06B-08.......covvvvviviiiniiirnieenne 55 GS50-06C-20.....ceevivrireiirecenen, 101
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GS50-06C-21 .....ocovviriiiiiriciinenn, 101 GS50-06F-08 .......oevvvriieiieiiireene 13 GS50-12A-08......oovvviriiiiiiiciinen, 114 GS51-05D-10....cceiiirireiineenrneenns 100
GS50-06C-24 ......coovvnviviiiiiiiiiiieens 93 GS50-06F-09 ......oeevviiiiiiieeiieene 13 GS50-12D-01....ovvviiiriiiiniiiiiieene 86 GS51-05D-11....ociiiiiieiiieeeieeene 101
GS50-06C-25 .....viiiiiiiireiece, 33 GS50-08A-01.....covvvviriiiiiniciiieeenn, 80 GS50-12D-02....ceeveeiiiieeeeeeeeeee 86 GS51-05F-01 ....oevviiiieiiieeiiieens 54
GS50-06C-27 ...couviiriiiiiiieiieene, 95 GS50-08A-02......ocevvvriiiiiiiiinreeene 81 GS50-12D-03....ceiieeiiiireeeeee e 86 GS51-07-04 .....ovviiiiiiiiiieeereees 38
GS50-06C-31....ceiiiiiiiiiiieeeiieeee 95 GS50-08A-05.....coeevvviiiiiiiiiiiieeene 81 GS50-12D-04.....oveeeeieieeeee e 86 GS51-07-07 .coovvviiiriiiiiieeinieens 38
GS50-06C-32 ....oeiiiiiiiiiiiieeeeiieeee 32 GS50-08A-06......ccceevvriiiiinniiiinieenn, 82 GS50-12D-05.....ovieieieieeeeeeeeene 86 GS51-07-09 ....evvvviiiiiiiieciieees 57
GS50-06C-33.....oiviiiiiiiiiecinee, 101 GS50-08A-07...ccvvvviriiiiiiiiiiieeenn 82 GS50-12D-07..ccvvieeeriiiiiiecieene 86 GS51-07-10 ...cccviviiiiiiiiieeiiieeins 46
GS50-06C-35.....oiiiiiiiiiiiieeiiieees 33 GS50-08A-09......coovviiviiiiiiiiieins 82 GS50-12D-08......eevviriiiiiieciireene 86 GS51-07-11 ..o 62
GS50-06D-02......coovvuvviiiinniiiinenn, 115 GS50-08A-10.....ceeiirireriieeenirieenns 82 GS50-14-02 ...coovvvviviriiiiiieciieeene 31 GS51-07-15 ... 59
GS50-06E-01 ....ooevvviriiiiiiiiiiiiieens 62 GS50-08A-11....ocviiiiiiiiieeeiiieens 80 GS50-14-03 ... 26 GS51-07-21 . 82
GS50-06E-02 ......oovvnviiiiiiiiiiiiieens 58 GS50-08A-12.....coviiiiiiiieeiiieeens 83 GS50-18-06 .....evvveeeeeenrieeieee e 38 GS51-07-26 ....eviieiiieeiieeeereee e 50
GS50-06E-03 .....oevieiiieriiieeeiieeene 62 GS50-08A-13....cciiiiiiiiiiieeiiiiees 83 GS50-18-07 ..oeveeeiiirieeeeeeeeeeeen 38 GS53-02-01 ....eviiiiiiiiiiieceiiees 16
GS50-06E-04 ......coovmrerernnneeennpmms 62 GS50-08A-14......... sosssmmmmss . . pwswss 81 GS50-18:10 wuwsssuwn. ... swwwmsmsmmmne e o vveeein 38 GSS53-02-03 ....covviiviriiiiieeneee, 20
GS50-06E-06 ......covvvuvvrirneenibirennnns 54 GS50-08A-15.. 10t it 83 GS50218-29 ......oeveei bt e 33 GS53-02-04 .....cccvvvviviiiiiiieciiee, 20
GS50-06E-08 ......coovvvirirrneneenecilil 40 GS50-08B-024.........oow...... L. 52 GSS50-18-43mmmm....ooveeeeee it 49 GS53-02-05....covvivviriiiiiiicinieeen 19
GS50-06E-09 ......covvvviviriee e 62 GS50-08B-03 ........ootteeeveinniendeane 52 GS50-19:02 ......oooviiibidvneeen it 46 GS53-02-06 .....coocvevrririireeeieene 78
GS50-06E-10.....oeevvvuririrnnnernneii 57 GS50-08B-04 ........ Lo L. 81 GSS50-19-03mmmmm... oL L 47 GS55-01M-04.......coocvvvvrieriieneenane 48
GS50-06E-12 .....ocovvniiiiiiiiiniiiieens 52 GS50-08B-05.....cceeevireiiieeeirieens 81 GS50-19-05....cviiiiiriiiiiieeiniiies 47 GS55-05A-01....vvieiiiiieeeeeereeene 63
GS50-06E-13 .....ocovviiiiiiiieiiiieeens 54 GS50-08B-06......cceevvrerreeeiirirenns 81 GS50-19-06.......ovvviirviiiiiieeniiieees 48 GS55-05A-02....cviiiiiiiiiiiiieene, 58
GS50-06E-14 ......ccovvnviiiiiiiiiiiiieens 54 GS50-08B-07 .....cevvvrvreirieeiirieenns 82 GS50-19-07 ..covvvviiiniiiiniieeciiiiees 48 GS55-05A-04......oevviiiiiiieeeeen, 18
GS50-06E-15 .....oeviiiiieiiieeereeee 57 GS50-08B-08......ccoovvvivirieeinriiennns 82 GS50-19-08......evvieiereeerieeeeeieeee 48 GS55-05A-06.....ccovvmiiiiiiiiniiniienns 58
GS50-06E-16 .....oeevvvrirerireeiireeene 57 GS50-08C-01.....ccovvviiiiiiieiiniienns 40 GS50-19-09 .....covviiiiiiiiie 48 GS55-05A-09.....coiiviiiiiiiieiiiiieins 19
GS50-06E-17 ...evvvviriiiiiniciireeene 52 GS50-08C-02......coovvvviiiiriiiiniieins 40 GS50-19-10..cciiiiieiiieiieeceieeee 47 GS55-05B-31....cciiiiiiiiiiiieiiiiieins 85
GS50-06E-18 ......eovvvriiiiiriciirieene 52 GS50-08C-06......ccovvviviriieinriieinns 53 GS50-19-11 .o 48 GS55-05B-32....cciiiiiiiiiiiiciiieens 69
GS50-06E-19 .....oeevvviiiiiiiiiiiieens 56 GS50-08C-07 ...evvveeieeeireeeeirerenne 40 GS50-19-12 ..o 47 GS55-05B-33.....cciiiiiiiiiiiiiiiees 69
GS50-06E-20 .....oeevvvriiiiiniciniieennns 54 GS50-09-01 ....oevveeiieeeeeee e, 121 GS50-19-13 ..o 49 GS55-05H-01.....ccoviiiiiiiiiiiiiieins 49
GS50-06E-21 ....covvviiiiiiiiiiiiiees 81 GS50-09-02 .....evveeiiiieiieeecreen, 121 GS50-19-14 ...covvvviiiiiiiricieecs 49 GS55-05H-02.....coviiiieiiieeereeene 50
GS50-06F-01 .....ooovvvvviiiiriiiirieenns 10 GS50-09-06 ......ovevvviiieiineeirieen, 120 GS50-19-15 ... 50 GS55-05H-03.....ciiiiiiieiieeeeireeeee 50
GS50-06F-02 ......evvevrererireeeireeenne 11 GS50-09-13 ....viiiiiiieireee, 116 GS50-19-16...ccvviviiiiiiiiiieieees 47 GS55-05H-04.....coovviiiiiiieiiiiies 50
GS50-06F-03 .....ooovviriiirriieieieecee, 7 GS50-09-14 .....ccvvvvviiiiiiniiiiieee, 118 GS50-19-18 ..o 51 GS59-01-02 ....vvvviiiiiiiiieeciiiees 88
GS50-06F-04 ......oovvvviieiiriierneen, 112 GS50-11-10.ccciciiiiiiiiiiiiieeniiees 46 GS51-02-01 ..o 64 GS59-01-03 ....eviiiiiiiiiiieciiiees 88
GS50-06F-05 .....ooovvvrviiiiniiiiiieens 12 GS50-12A-01....oeevviiiiiiiiiiiiinen, 113 GS51-05D-06......ccevvmvieiiriiirnen, 102 GS59-01-04 .....ovvvvviiiiiiieciiieeis 91
GS50-06F-06 ......ccovvrvierinniiirrieennns 12 GS50-12A-02...ccoiiiiiiieeeeeeee 113 GS51-05D-07....cvvveiiirieiiireeernen, 101
GS50-06F-07 ....vvvvvvriiiiiiriiiniieenns 12 GS50-12A-03....oiiiiiiieieee e, 113 GS51-05D-08......coevvvvieiiiniiirnnen, 102

INDEX TO: Page 135 of 150
DANs



Washington State Archives
Office of the Secretary of State

Local Government Common Records Retention Schedule (CORE)

Version 2.2 (December 2011)

5
504 accommodations.........eeeeeveeeeeeeiieeeeeeeeeeeennns 16, 17
A
abatement project ........cc.eeee @ o B B 47
acceptance testing (computer applications)........... 42
access
facility (staff).....ccovveeeeee B 60
network/system/data.......... .00 LR 41
accession/discard (libraries) .......cccevveeveeiireenineenns 114
accidents/iNCIdENTS....cccuveeeeeeieeceeeeee e eeecreeeee e 31
hazardous materials .......ccccccevvviiiiinnnn. 30, 47
traffic colliSioNS.......oovcveeiviiiiieiee e, 54
accommodations (section 504)..........cccceveevenne 16, 17
accountable forms .......cceevveviecvie e 111
accreditations (from other agencies)........................ 5
acquisitions
bond/levy/grants.......ccccceevereecieeeceeecee e, 66
capital asset record.......cccocvveevvieeeeciiee e 64
[and/Property ....cccceeeeeeeceeecee e 58, 82
ADA (Americans with Disabilities Act)..................... 16
addresses/passwords (URL) ......cccceeeevreenreereeneenneenn. 43
adjudicative proceedings........ccecveeveerieienieennne 21,22
Adjustment, Board of.........cccccvvieeiieiiciiee e, 22
adjustments
fixed asset iNVentory ........ccccceeeeeeeeciieeeciiee e 52
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to banking accounts.........ccccceeeeeciieeeciiiee e 72
to payroll accounts ........ccccveeeeciiee e, 77
administrative
appeals (land use).....ccceeecveeeeiieieceee e, 21,22
o] e Yol Te [F] ¢ YR
working files
advertising/promotion..........cceeceveeereeeeeeneeniennns 10
advice
[T=- | U PPRN 19
Provision Of ..o 6,7
advices (remittance) ...l fobeeeeccieeecc bt 66, 67
advisory bodies
COMMUNICATIONS ...oiiibueee b e adeninneeneee e 6
MEETINES . iiieeeeee ettt ee e e e e s e srreeeeeeeenns 23
affirmative action......ccceeveeiiiiniee, 92
agency
(ol ¥ [ =T TSP 26
g0alS/00JeCtiVES......cccveeereiereeciee e 27
historical files.......ccvuvevvieriiniiiiree e 11
informational reports .......cccoccvvveeeciee i 7
liability (risk data) ......ccceeveevireenieerie e 33
PhOtOgraphs ....cooecieeiceeeee e 12
policies/Procedures......ouivireeienierereseseseeeens 28
Press releases .......cccovveeeeeeriieeneeenieeee e 12
public opinion Polls.........ccoeecviieeiieiiiiiiieeeeeee 13
publications/forms .........cceeeeveeecveecceccreceneeene, 123
retirement investment contracts ....................... 91
SCrapbOOKS.....ceeeiiiieeeiee e 13
SPEECNES ..ot 13
agendas/packets
adjudicative proceedings........ccceeevvveeenreenn. 21,22

governing/executive/advisory meetings............. 23
inter-agency MeetingsS....ccccovvevvveeeeeinreiineeeeeennns 24
FEAUESES ..ottt 25
staff Meetings......cooveeveeniiiiee, 24
agreements

boNd 10ANS .cevviiiiecec e 66
capital assets (non-real property) ......cccccveeneee. 14
capital assets (real property)......cccccevveeeecveeennen. 14
collective bargaining........ccccceeveveeeecieeeeciee e, 96
dispute resolution........cccocceveivieesieiee e 99
employee enrollment .........ccoeceeevieeneeeiieeneennne 89
general (non-capital @ssets) .....cccocvveveeeiiieeninenns 15
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analyses (research)
animal control disputes

announcements/postings (jobs) .......ccceevvevernenne. 108

annual reports
boards/councils/committees...........ccoeveeeevvereinnnns 9
chief fiscal officer.....ccccecveviviiniiiiiiiriceee 84
trustees (libraries) ......cooceeecieeeecciie e 113

annual statement (special purpose districts).......... 29

appeals hearings (adjudicative proceedings).... 21, 22
applications

accommodations (Section 504) ........cccccveeveenee. 17
authorizations (credentials)........ccceeveercveeecneennne. 87
bids/Proposals......ccccecveeeereeiieecierieceee e 80
Dept. of Retirement Systems (DRS)........cceevenne 76
employee recognition..........cccceveeeeieeeecvee e, 105
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employment ......coceeeeiee e 105, 107
fire alarms....cooveevieiie e 37
information technology (IT).......ccceueen.e. 41,42, 43
library patron.....cccccceeeeccee e, 113
Planning/reVieW. ......cccoverererenerceeeeeeee e 41
FENTAl/1CASE.c.vei ettt 80
VOIUNTEEY vt 105, 108
appointment calendars.........ccccceeevcieeeeciee e, 5
appraisal/appraisal required................... see Glossary
appraisals (independent) .......ccccecveevveeceeecieeeneeenee, 63
apprentice certification.......c.ccccevevieiiiceeecciee s 110
APPIrOPriate USE...ceiveriiiriieeieiiee e 45
architectural (construction) planSsm........sm.eeeeveerss 38
architectural drawings .........eeeocoviiiidh it 39
archival......cceeneeeee e see Glossary
collections (libraries) ......m.ccccve it b, 114
records (transfer)............... .m0t 122
arrangements
charity fundraising events ........ccccccvveeevciveeenneen. 11
field trips/transportation (minors) ..........c.......... 33
meetings/hearings......c.ccocecvveeieneneneseseseeens 25
asbestos
handling/training ........ccceeveeveeeciee i, 48
FEMOVAL..c.uiiiiiiiiieciie et re e 47

as-built/designed construction drawings/plans 38, 39
assessment rolls/ledgers (local improvement

(o 11 (g ot &) S 86
assessments (environmental site) .......ccceeevveeneenne. 46
attachment (salaries/Wages) .......ccoceeveevevvevreennnne. 76
Attorney General opinions........cccccvveeeeeeicciiieeee e, 16
auctions (authorizations/notifications) .................. 40
audio/visual

MALEIIAlS ..veeriie e 12

SOUICE FECONAS vevuvveevieeieesreeeieesreesireesieeesaneenns 119

systems (installation)........ccceeevvveviievceeciieccieene, 39
audiometric testing.......occcevevvieeenniiie e 100
audits

fiscal and performance.........ccccccceeevvieeeciieecnnee. 70

fuel/pump tank.......cccoeeeeiiiieciee e 57

INSUFANCE ..t 32

INTErNAl oo 70

State Auditor examination reports..................... 70

subject/reference files........cccevvrvvrvienerienenennnn, 70

trails (IT infrastructure)......ccccoceeeveeeecieeeecieeenee, 42
authorizations/certifications

AgENCY BENETAl..cuieeeciieiceiee e 37

delegation of authority...... s ... s . 71

human resources (CDL, EMT, etc)...cideeenveenneen. 87

payrolhdeductionssit........... . ... ... . 74
automated clearing house (ACH)......hccieteveecenenneen. 72
automateditasks (electronic inforsystems)umm. 43
awards/recognition

ABENCY . eiiiiiiiiiiiiiiiee et 10

EMPIOYEE ... 104
B
B&O (business and occupation) taX.........cceeereennen. 86
backups (public records).......cccccoevveeeeeciiiiciieeeen. 31
badges

application/documentaion ........ccccceeveeeveeeneenee. 60

identification records ........cccccevvverieenieeinvennennn 60
banking

activities/transactions .......eeeeeeveeeeveeeeeeeresieneeeees 72

master depository contract.........cccceeeecveeernnennn. 15
benchmarks (IT system health)...........ccceeevverneennenn. 45
benefits

contracts/policies/plans .......cccccevveeveeeirieeineenne. 89
detail report (payroll) c....ccccvveeviieeeciiieeeeeeee, 74
enrollment agreements........cccccceeeeeveeeecieeesneen, 89
monthly statements (paid) .......ccceeveercreerireennnen. 90
PArticipation ......cceeeeeeeiiieeeee e 89
SEUIES/SUIVEYS ..ot 88
bids/Proposals ......ccccevieeeiecreeiiiecee e 80
billing
AISPULES oot 65
appeals hearings ......ccccccvvevecvee v 21
equipment/vehicle use.........cccceevevveecieevieenneeenne, 62
restitution statements.........cccceveiieeirieeeneiieeenne 20
vehicle/equipment USage ..........cccveeveeeverreesneenne. 62
bills of sale ..ccocteee e, 66, 67
biographical files..........cdeeeeviiiiiieee, 10
Board of Adjustment appeals .......cccevvercreerireennenne 22
BoardiofiEqualization appeals .......cccccevevceerireennenne 22
boards/councils/committees
aNNUAl rePOITS ...vveeeeiieecctiee e 9
0aths of office....ccovciiriiiniii e, 9
ordinances and resolutions ..........ccocceeveeriieenneen. 9
boilers
INSPECLION FEPOIES....eeviiiieiiieiiiteee e 54
operating PermitsS .......cccoeceeeiiieeeiniiee e, 56
bonds
COUPONS (FEVENUE).....ueeeecrieeeetieeeeireeeeereee e 66
fidelity/SUrety .coovvevieeeeeceee e 32
officials (elected and appointed)...................... 105
projects
financial documentation ........cccceeevveviiieenn. 66
PlaNNING...coiiiiieeeeeee e 78,79
(=Y oo o £ 84
statement Of c...cocveviiiecie e, 68
brochures (agency publications)........c.ccccccvveeeneen. 123
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budget
development .....ccceeecveeeiciee e, 73
fINAl e 73
fOreCasts ..ooueerieiniiereee e 73
Preliminary ..o 73
FEPOITS ittt 73
requests
departmental .......ccoceeeeciiiiiiiieeecee e, 73
1eVies/DOoNAS . ....ooecuvveeeeeiieeeeeeeeeereereeeees 78,79
build guides (NETWOrK) .......cccvreveerieeeieeciee e, 43
building contracts ......ccccccveveviee v, 14
business and occupation taX.......ccecveeeveeriieeriieennnen. 86
business hours/addresses....... s oo smmeeeennn.. 123
DY-1aWS ... e 26
C
calendars
agency publications ........cccceevvveiiiiieeiniiec e, 123
APPOINTMENT ..ttt 5
camera-ready artwork .........ccccceeeeeiieeenneennn. 111,112
campaigns (charity fundraising)..........cccceeevvveennnnen. 11
cancelled (and voided) checks
for capital assets constructed by the agency ..... 66
for general expenditures .........cccocceeevieenene 67,72
capital assets
contracts/agreements .......ccceeveevveeeeeenineeeneeennes 14
financial documentation (bond, grant, levy
o] o =Tot €] USSR 66
improvements t0 . .ccccvvveiiiiiiiiii 38
tracking record (for State Auditor) .......ccccueennee 64
(o= o [ = VSR 60

case files

civil service COMmISSION ....cveevveeeiveeereerireesiieenene 97

employee assistance.......cocceeeveeeecieeeeciiee e, 89

workplace violence........cccccvveeviieeecciee e 99
cash

books/reports/summaries.........cccceeveeveennen. 66, 67

PELLY corrriiei e 66, 67

receipts transmittals..........ccoceevieiniiniennnn. 66, 67
catalogs

agency publications........ccccccecieeiiiieeccciiee e, 123

library collections ........cccoceeevciieeecciee e, 113
catering arrangementsS.....cccvveveeeeeeiieeeeeeeeenenennns 25,34
CDL (commercial driver’s license)........cccceeevveeenneen. 87
CDs/DVDs/videos.(agency publications) sessssssssss 123

census records (Office of\Financial Management) . 26
central stores

rate-setting Lo .o il Bl 78
suppliesidrawn..........oh.... L L. 52
certificates
bond iSSUANCE ......ccccvviieciiieecee e 78
bulk Mailing .....ccoeeeeiiieee e, 115
AeliNQUENCY ..oeeeeiieeeeee e 19
destruction
hazardous materials........ccccevviieeiniceeeiinennn, 47
PUblic records......cccevveerreenieenieeneeeneeeiee 120
hazardous materials destruction........................ 47
INSPECLiONS/SYSEEMS ..cvvieveierieeree et 55
INSUFANCE coiiiiiiieiciccececceec e, 32
IRS (Withholding) ......ccoviuveeeiiiieeciee e, 75
naturalization (COPIes) .....cccvcvveeercveeeecree e, 107
title (VENICI@) c.veeeeeeee e 58
certifications (from other agencies)........cccccceeuvennee. 5
certified mail (logs/return receipts)........ccccceueuee. 115
charity fundraising ........cccccevveerieinienieeeceeeee, 11
charter

ABENCY ceiiiiiiiiiiieieireteteterererererereeeteteeeeeteeeteeaeeeseeees 26
computer application planning..........ccccccevenneen. 41
checks/warrants
numerical liISting ......coooeeviiiiieniiiieeee e 66
original paper/imaged ..........coceeevveevreeeireecreennne. 72
FEEISTErS ittt 66, 67
returned by bank (issued by agency).................. 72
returned by bank (NSF)........ccoeeeecieiiciee e, 65
STUDS et 64
chemicals
aNalySis SEIVICES.....covvveriieieeieeee e 49
inventory sheet.....occcvvvccieiiiieice e 48
monitoring (industrial hygiene) ..........ccocceueenee. 101
chief fiscal officer (annual report)......cccccevveerunennee. 84
chronological reference file.......ccccvviveveevceencieennnen, 5
cinculation (libraries) ..fovccueeeecieeeecieeecciee e 113
citizens'complaintS/requests .........ccoveeereerreeenneenne. 11
civil asset forfeiture hearings.........ccccceevcvveeenns 21, 22
civil rights
COMPHANCE oo 17
violations/complaints .........ccceeevveeveeeeieicceeeeneeens 16
Civil Service Commission
CASE FIlES wevreiiiieeee e 97
EXNIDILS wevvveeriiiec 97
NEANINGS ..vveeecee e 21
investigation files........cccceeveeiviiee i, 97
01 o= 1 PR 107
civil service examination.........cceceevveeneeenieeneennne 107
claims
costs reports/statements ..........ccceeeeeeereeeeeennen. 93
JAMAEES oo 17
disability/health/welfare.......cccccoeeveerirvenneenen. 88
Federal Emergency Mgmt. Agency (FEMA)......... 32
unemployment inSUrance........cccceceeeveveeeesveeenn. 91
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workers’ compensation ........ccccceeeeciier e, 94, 95
client service agreements.......cccceeeveeeecveeennnen. 14, 15
collateral security (bonds) .....ccccccvvevieeveeecieeecreenne, 68
collections

liBraries .....ccooveeee e 113,114

NON-real Property .....cccceeceerreenieeenieesseeeneesieenn 65

real property/facilities.........ccoeeveeeeeeeireecveenn. 19
collective bargaining........ccccccoveeeeeiieee e, 96
collisions (VEhICles) .....ccccveeeeiiiiieiee e, 54
combined eXCiSe TaX......ccvveeeerierereieee e 86
communications

governing/executive/advisory.........cccoceeeveeeenene. 6

NON-EXECUTIVE coeeiiniiiiieeees e a8 e eee oo e 7
commute trip reduction.......ie........ih . 88,91
complaints (Citizens’) ......c.eeeee c e ceer e e 11
compliance (civil rights) ... bbb 17

Comprehensive Environmental'Response,
Compensation, and Liability Information System

(CIRCLIS) c.uveeiieeeteeite ettt ettt 49
computer software

design/implementation ..........cccocoecenirinencnncnne 42

PlanNNINg/reVIEW....cc.overieeieeieeeieeeee e 41
CONAEMNALIONS ..eeviiiiieeriiee et 19
confined spaces (Permits)........ccccceeeeeerieeceveee e, 37
conservation (public records) .......cccccoevvveeeiiieennns 120
Consolidated Omnibus Budget Reconcilation Act

(COBRA) .ttt ettt sttt 88
construction

as-built/designed drawings/plans................. 38, 39

CONEFACTES 1ot 14

facilities standards/specifications ..........cc.c........ 39

ProJECES oottt 38
consultant/contractor rosters.........cccoeveeeevveeeennnen. 81
contested-case proceeding.......cccccceeevcvieeeeiveeennnnen. 22

CONTESES.coiiiiiiiiiiiiiiiiiiecer 10
contests/events (agency-sponsored).........cccceeuennene 10
continuing education

completed by employee.......ccccceeeeiveeeininenneen. 110

provided by agency.......ccccevvieeeeccii e, 35
contracts/agreements

capital assets

non-real Property.....ccccceecceeeevcieeeeceeeesceneenns 14
real Property .....coceeveerieenieeneeeeeeeeeeee 14

EMPIOYEE ... 104

8ENEIAlueiiiiiiiieee 15
CONVErsioNn (FeCOIdS) .....cccveeerreeeeeiiieeeeiieeeeiiee e 117
copies

duplicate/secondaryii...beeeee b hisiece, 124

informational mmmmtt. ... . T 123
cost allocation . ..ot Beeeeeee bbbt 83
coungilsfeommittees/boards

aANNUAl FEPOIES ..cueeeiiieeiieieeeeeeee e 9

0aths of office..cuiiiieiiiie 9

ordinances/resolutions........cccoeeeeeeeeerevceeeeseneenn. 9
court orders served on the agency.......ccccceeevveeenns 18
criminal history/background checks............. 105, 107
critical materials list......ccoceevviincieiiienieeeceeee 46
cumulative leave (employee).......ccccveecveerveenereenen. 88
curriculum development (training)........ccccceveenennne. 34
custody (public records).......ccccovveeveenirienieeneennen. 122
D
DAD (Early Destruction of Source Documents after

Digitization) ....cevveeeveerieriereereee e 121
daily cash report .......coceeeveeeniiinienneceieeeee 66, 67
damages (claims for).....ccccvevieeceeccieccee e, 17

dangerous waste

LA Lo 1O =Y =Y o Yo ] o S 46

NOLIfICAtiONS ...evveieeieieeeee e 49
data eXEracts ..coovveereeeieeee e 124
day files (chronological reference files) .................... 5
decision-making bodies (meetings/hearings)... 21, 22
deductions (capital asset record)........ccceeeecureeennnee. 64
AeedS/tItIES ..o 58
deferred compensation benefits (employee)......... 89
delegation of authority ......cccccoeevecierevcieeeeee e, 71
delinquency (certificates of) .....ccccveeveieeeecceeecneen, 19
delivery (Mail) ocveeeeeeeieecee e 115
Department of.(state agency)

Ecology

generator annual/dangerous waste report.... 46
Labor and Industries

boilerivesselirePort ........ccccovveevivenieeiniieieennne 54
employer’s quarterly report for industrial
INSUFANCE ..oeeeiiieieieeec e e 93
self insured employer certification ................ 94
Retirement Systems
apPlications ...cooeeriiiiieee 76
Revenue
unclaimed property report..........ccuuueeee. 69, 85
deposits/withdrawals (banking) ........ccccceevvveeeneenee. 72
depreciation (capital asset record) .........cccccvveeeneee. 64
design (agency forms/publications).........c.c......... 111
destruction
hazardous materials ......c.ccceveerieiivenniieenieee, 47
public records ......ccceeeveerieeineenieenieeee, 120, 121
development (computer applications) .......c.cccue...u. 42
diagrams (NetWork)........ccoceeeeiieeeeiiee e 43
digital voice messages/voicemail.........ccccccvvenneen. 124
digitization of records........ccccecvveeviieeeniinennnne 117,119
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direct deposit.....ccceccuveeicieeeecee e, 74
directory/roster (employee) ........ccceveecreerieenneens 104
disability claim (LEOFF ) ...occvvvierieiieeieeee e 93
disability/health/welfare claims ..........cccccvevveenn.ne. 88
disaster preparedness/recovery................. 26,32,33
damage declaration statements........cccecuverneee. 31
public records (backups)......ccoceeeecieieeciieeennennn. 31
discipline (employee)......cccceevereeccrereennennn. 97,98, 99
disposal
QUCTIONS .o 40
capital asset record.......ccecveeevcieeeeciee e e, 64
hazardous waste/materials .........ccovveeuveenne.. 47, 48
diSPOSItioN....eeereeeiieeiee s e see Glossary
Disposition Authority Number (DAN)..... see Glossary
disputes
animal control.......ovveeveee e eceeeee et b e e 21
DIlING weveeeeeeee e 21
financial (and collections)......cccccccvevcveeeniieeennns 65
real PropPerty...ccccccceeeecieeeecree e eceeeeeens 18, 19
resolution agreements ........cccceeveciereecieeesnieeenne 99
union (case histories).......ccccvveeeeeeviecieesiieesienn, 96
distribution of expenditures ........cccceeveerieeniennnnn. 64
documents (digitized) .......cccoeveeeeiiiiiieiee e 118
donation of public records.........ccccouviiiiieeeiiiineenns 122
drafts (preliminary) .....ccccceeecieeeeccee e 124
driver’'s ICBNSE «...uvvveiiiiecee e 87
drug/alcohol testS......cveervevieereceecreccrece et 104
duplicate affifavit/bond ........cccoevevveveecreieecreene, 64
duplicate COPIes ....cccvvrierriiiieeec e 124
duplicating/printing services rate-setting............... 78

E
Early Destruction of Source Documents after
Digitization (DAD) ....cceecuveeeeiiieeeciee e 121
easements
granted by ageNnCy .....cccceeveveeeeciee e, 14
received by ageNCY ....ccccvvvvevviieecceee e 14
Ecology, Department of
generator annual dangerous waste report......... 46
electronic funds transfers (EFT) .......ccceevveevveenneeenee. 72
Electronic Imaging Systems (EIS) .................. 118,121
electronic information systems
applications
design/implementatioNa.........ccccciideeevveennnns 42
planning/revieWw..........cooeeeiie e e eeve e, 41
automated/scheduled tasks.......av...bteveeeenne... 43
backups (disaster preparedness/recoveryy) ........ 31
employee access/authorization..........ccccceeeveenne.. 41
helpdesk requests.......cccueevriieeiniieeeniieeeeieeeae 43
infrastructure (audit trail)......ccccoeeevieeeciieeennen. 42
IT hardware maintenance............ see Work Orders
network design/build .........ccceeeviiiieeiieiiieee, 43
online content .....coceevveenieenieenieee e 44
real time performance.........cccceevveeeecceeeccveeenne 45
SECUrity MONiItOring ....cccvvvveveiiiiiieee e, 44
electronic records
(oo Yo i o] NP 121
CONVEISION .eeiiiiiieieee ettt e e e e e e e e e ea s 117
deStruCtion ....ooccveiiviieieniee e, 120
disaster preparedness backups ..........cccceuveeneen. 31
forms/publications ........c.ccccveevievieenee e, 123
from external sources.......c.cccovcvveviieeneeeneennennn 123
[0 TF={ =1 (o] o NPT 119
o] 11T [ S 123

online content ......ccoocciviiciiei e, 44
retention/dispostion.........ccocevveeeeeceerienenenieniens 121
secondary/duplicate........cccceeeeieiieecreeeireeeneenns 124
SOUICE FECOIAS .uuvvreiirieeeiiieeeiteeeireeeesiiee e s 118
transfer of legal custody.......cccccevvevvieeeeiinnens 122
LraNSItOrNY v 124
€lEeVALONS et 56
eligibility list (employment) ......cccceevveeieenieennenne 107
email
AAArESSES ...nevieieiiee et 123
unsolicited/spam ......cccceeevvveecreeiireeceeecee e 123
emergency
diSaSterreSPONSE......cuvveeerreeeeiiiee e 33
information (MiNor) d.....cccovveeeieeeiieceee e, 33
medicaktechnician (EMT) certification
completed by employee.......ccccvevveeiicierennns 87
training provided by agency..........cccccevevneenn. 35
planning
fire safety drills......cccceriieeiieniiieee 101
preparedness/recovery plans .........cccveeneens 26
response Plan ......coceeccveeecciee e 47
purchasing authorization..........ccccceveeiviveeennnennn. 81
Emergency Planning and Community Right-to-Know
ACE (EPCRA) ....ei ettt 50
eminent domaiN......cceeerceeeeriiee e e 19
employee
access
FACHitY v 60
networks/systems/data ..........ccceeeereeeirieeineenns 41
asbestos-handling (trained)........ccccccvvveeecneeenneee. 48
asSiStance Program......ccceeeeeeeevcineneeeeeesennns 88, 89
AUAIOMELTIC TESt cuvevrreeiierieeee e 100
AWard files ..oooveereeiieeee e 104
corrective action/probation ..........ccccceeereeeenne. 97
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criminal history/background checks................. 105
cumulative [eave.......eoveeviieeveinieeneeriee e, 88
directory/roster .....couevveceeceeee e 104
disability claims.....cccccocevieeviiiieee e, 88
drug/alcohol testing ........cccceceveveeirceieieienne. 104
emergency Plans........cceevieiniiiieeneeeeeen 26
enrollment agreement ..........ccccceeeecieeeecieeeennen. 89
(=1 ={o] 0 0] 1 0| [ok 3PN 101
exposure (to HBV and HIV) ........cccccoveeeiieeenneee. 101
BIIEVANCES . eeiiiiiieiriieee e e eerrree e e s eerree e e e s s ssannees 98

APPEAIS .t 21

health/safety (industrial hygiene monitoring) . 101
medical records

employed less than 1 year......0h..c.ccveeenn. 100
general o b 100
hazardous materials exposure .........c............. 30
MISCONAUCT .ovvveeeieeinnveeeeee el 97, 98
SUMMANY rePOrt covvvvieiiiiiiiieiiieienecceceeececeee, 105
PAY NISTONY woveiiieeceee e 75
payroll deductions (charity).......cccceveeeeercieennnenne 11
performance evaluations........c.ccccoeeeviieniennnen. 103
personnel file......ccoocoveiiiiiniiine 105
retirement benefits .......cccovvvvvieeiiiiiiiiinnnnn. 89, 90
Fght-t0-KNOW ......cccviiiiiiiccie e, 47
suggestion files .......ccceeeevciieccciee e, 103
1101001 oJo] -] oY 2SSO OO POPPPRPPPPPPPPPIRE 105
training history ......ooccvev v 110
WOrk assignment.......cccceeevciveeiecciee e 103
employee assistance program (EAP)................. 88, 89
employer certification (industrial insurance).......... 94
employment
applications
RIFEd e 105
NOL Nired..ccceviiieieeiee e 107

VOIUNEEET 1.t 105
eligibility vovveevieeeie e 107
INQUITIES ceveieiiiiiii e, 108
INTEIVIEWS ..ot 108
requisition/personnel action request............... 108

encroachments (real property disputes) ................ 18
ENEIEY USALC ..evvrrrererererererererererereeereereeerereeereeereeeeeens 57
engineering specifications ........cccccccvevcieeeeciee e, 39
environmental
CheCKliStS wooeeieeiiiiiee e 50
chemicals list .....cveeeriiiiiiriieeeee e, 46
impact statement ... 50
(0070 o1 0] o - 46
pesticide spray application documentation ....... 49
siterassessmentspmts......... . ... L SO 46
equal employment opportunity complaints........... 16
Equalization; Board of (appeals)mt....... ... 22
equipment
auctions (disposal) ......ccceeecieeeceenieesieeriee e, 40
DIHING e 62
boilers (inspection reports) ......ccccceveeeecveeenveennn. 54
checkoUut 108S......uvvveciiiecciee e, 62
disposal (AUCLIONS) .....cccveecieeeiie e, 40
disposal (sale/salvage)........cccoceeveeereecreevecreennnns 40
iNStallation ....occveeeceee e 39
maintenance (history/reports) .........ccoceeverereenne. 54
safety analysis.......cccocoeiieeiiiiiiiieeeee e, 54
sale/salvage (disposal).......cceveeeeerreeiieecienienieens 40
statistical reports......ccoveeecieeecciiee e, 62
SUrPlUS Property ....ccccveeeeceee e 40
USE oeiieeeeeeriiereeee e e e e e e e s e s en e e e e e s e nnnreeeeeeeean 62
EIEONOIMICS vvvvviieereeeiiiirieeeeeesseirrreeeeessesrereeeeesnnes 101
€SCrOW agreemMeNnt ... ..uuveveverererererererererererereeeeen 14, 15
essential records.......ccooeveveerieiinienienns see Glossary

FSES veeeuieeree ettt 121
event logs (electronic info systems) ................. 43,44
events/contests (agency-sponsored)...........c.......... 10
EVICTIONS ..ttt 19
EXCISE TAXES uevvireieeieeiiiittee e et e e e e s e 86
executive

communications (internal/external).........cc.......... 6

MEELINGS coiiiiiiiii e 23

Proclamations........cccceeecciieeeciiiee e 12

SPEECHES ... 13
expenditure transactions/reports.........c.cceeuen. 66, 67
expenditures

istribULioN wovvvieenee e 64

eStimates ..ol e 73
eye injuries (workers’ cOMP) ...cccvevveeveeeiieeeireennne 94
F
facilities

architectural drawings........ccccceeeevciieeeeciee e, 39

as-builts (architectural drawings)....................... 39

auctions (disposal) .....cccceeceeeiiiieeeiiee e, 40

boilers (inspection reports) .......cccceeeeeeveerveennnenn 54

CONSEIUCTION..ceiiiiiieiiiie e 38

disposal (AUCLIONS) .....eeeueivieeiecee e 40

engineering specifications ........ccccccevveeiieeneennne. 39

fire alarms (applications) .......ccccoeeeecvieeeeiieecnnee. 37

installed equipment........c.ccccccvvieeeciei e, 39

plans (IoNg range) .....ccoccveeeecvveeeeciee e eeiree e 59

FENTAIJUSE ettt e 62

safety inSPections .......ccceecceee e e 54

SPECIfiCations ....ccuvveeeeciee e 39

StANAArdS ..o 39
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VAlUBS oot 63
feasibility studies (computer applications)............. 41
federal claims (eMEergency).....cccceceevcveeecieesiveenneanns 32
Federal Emergency Mgmt. Agency (FEMA) ............ 32
Federal Fair Housing ACt ..........coccceevueeveerieenneennne 16
fidelity/SUrety .ooveeeeeeeieeee e 32
field Orders....oovveeeiiiieciieec s 66, 67
files classification .......cccccevcieerieeniieniecnie e 121
final DUt ...ueeeieieeeeee e 73
finance officer/treasurer reports..........ceue... 66, 67
financial

AISPULES .o 65

planning (levy and bonds) ... ...commsenen. 78,79

(=] oTo] o £ PPN SO o BN SO 84

transactions/statements/reports................. 66, 67
finding aids (public records).m..........lde bk, 121
fingerprinting (employee/volunteer)...........Jmm. 107
fire alarms (applications) ........cccceeeeveeeviieeesiiee s 37
fire fighters (LEOFF) ....ooocueeeeiiee e eceee e e 93
fire safety

ArillS e 101

extinguishers/inspections...........cceceeeeeeeceeneenenn. 55

prevention plans.........ccceeeeiieeeeciee e 26
fixed asset iNVeNntories .......ccccvcvevcieevieenie e 52
fleet (vehicles)

accidents/traffic colliSions.......ooevvuvveeeeeirevinneeeee. 54

auctions (disposal) ....cccceeeeveeeiiiierecee e, 40

DIlING e 62

CheckoUut 1085 ...ccoviiiiiiieicceee e 62

maintenance (reports/history) ......ccccceevveeeveenne.. 54

safety analysiS.......ccocverveivieecie e 54

sale/salvage (disposal)......ccceevvrevvreneeenrieenreeenne, 40

statistical reports.....cccoveeecieeecciiee e 62

SUrPlUS PropPerty ....cccccveeeeceee e 40

USE ciiiiieieieieieiee ettt ettt e e e e e e e e e e 62
floods (emergency management.......cccceceevveeennnne 33
foreclosures (deeds/mortgages).......ccoceevveevveeennnne 19
forfeiture hearings (assets)......ccoceeecieeeecrienenn. 21,22
forms

accouNntable ..o 111

CrEATION.cei et e 111

master set (agency-created).....c..cccceeeeveeernnenn. 111

SUpPlies/blank ......ccccevvveveneneeieeereeee, 123
FranChises......oovieeiiiciiececr e 27
FraUd. e 99
fuel/oil storage/usage......ccceevveeereeecreeecreeeireeeereeeans 57
G
garnishments ..L...........oh. ...l .. L. mmmmm. 76
general

information (external) .........cccoeeeeciiieeecneeennen. 123
general [8dEErs .....oovvviviiiieeiiieeee e 68
goals/objectives (working files) ........ccceeeeierveeneens 27
governing bodies (communications)..........ccccveen.... 6
governing/executive/advisory meetings ................ 23
grants

applications (approved)........cccceevvveveeeirveeineennne, 66

applications (not approved) ........ccceeeveevveenneenne 68

CONTINUING ...eveeiiiiieieie e 84

financial documentation........ccccceveerceeiiiencieens 66

Project reportS...viiieiiiiiii, 84
grievances (EMPIOYEE).....ccoeeecvieeeecieecciiee e 98

APPEAIS...eee e 21

H
hardware (information technology) .........c............. 43
hazard assesSMENTt.....ccevvueeriiinieeiee e 102
hazardous materials/waste
abatement .....coovieiiiie 47
accidents/iNCIdentS.....cccvvveeeeeieveereeeeeeeeereanes 30, 47
activity notification........cccccevvviieeince e, 49
chemical inventory ......ccccccvevevieee e, 48
dangerous waste report ......cc.ccceveeeveeeieeeneeennne 46
destruction/disposal........cccecevvreririeeienienieienn, 47
dispsosal Permits.......ccccceeceeeecciieeeeciiee e 48
emergency [response plan...........cccecveeeeeciveeennee, 47
handling/training ... cceeeeeeeiieeeeceeeee e 48
INSpection/test reports........cccuevvevreerveeveereeenenn, 48
JISt et bl 46
mManagement plan......cccevevenieiineenieeneee, 48
PestiCide SPray....cccceeeiiieee e creee e 49
Fght-to-KNOW ...ccoovuviiiiiiiiii e, 47
safety data sheet (MSDS) ......cccceevvvervieerieenneene 48
training
agency provided........ccocccveeeeciee e 35
certification ....oocev e 87
WaSte removal .....cooeeecieenieenieeeeee e 46
health benefits (employee).......cccevvevveevreennen. 88, 89
health insurance participants .........cccoceeveerieenneen. 90
hearings (adjudicative proceedings)................. 21,22
AFFANEEMENTS coiiiiiiiiiieieeeeereeerereee e 25
hepatitis B virus (HBV) .....ccccouveeeiiiieciieeecieee e, 101
HIPAA (Health Insurance Portability and
Accountability ACt)........ccoueeecvueeeecieeeecieeeeiveeenn, 16
NIFING e 107
historical files (agENCY) ..ovvevveriieiiieieeeeeee, 11
hold harmless agreements.........cccccevecvveeernnennn. 14, 15
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holiday NOtICeS.....cuvviveiieeeeeeeee e, 124 inquiries (employment) .....c.cccevvveevieenieeiee e 108 fiXed @SSeL..ccviieeeiee e 52
human immunodeficiency virus (HIV)................... 101 inspections materials/equipment.........ccccevvveevreeceeecieeieens 52
documentation ......c.cceeeeveieenieniee e 55 PAMES . ceiiiiee e 52
facility safety....ccovcvireri e 54 (o101 o] [ ol ¢ Yol ] o PR 121
I fire extinguishers/systems........ccccvevevvvrnvrcnnnen. 55 SUrpluS Property ...cccceeeveveeeeniiee e 40, 53
hazardous materials ......ccccevveeriernieenieenienieen 48 L g LCT T USRI 53
IDEA (Individuals with Disabilities Education Act).. 16, HVAC .ottt eenennens 55 YEAT €N FEPOIM . eevereeeeeeeeeeeeeeeeerereeeeeeeeeerenee 52
17 insurance/safety/fire ......cccuvvveeeeveeeeeeienenanas 55 investigations
imaged cash letter (ICL) ....cccooovviiiiiviiiiiiiin, 72 insufficient funds collections .......ceeveeeeeeeeeeeeenenes 65 ACCideNnts/INCIAENTS. ...veeveeeeeeeeeeeeeeeereeeeeeeeeeeeenns 31
imaging systems (digitization) .........c.ccocoeovninninin 118 insurance hazardous materials...........ccccoveveevrrerrererennnnn. 30
Immigration and Naturalization Services (INS)..... 107 AUAILS/SUIVEYS ..ot 32 employee MisconduCt .........ccovveeveeerevereereeeennnn. 98
improper hiring decisions ... 97 employee benefits.........ccceevereeceeereiseeenenns 89 equipment/vehicles safety ..........cccoeereveveernnen. 54
improvements LTe LYY F A gy — 32 unclaimed pProperty ......ccccceveeneieneenieeineenieene 69
capital asset record...........fureens it 64 POLICIES ..o tettevevee bbbt b, 32 WhistleblOWET .......olheeeveveeeececeeeeeeee e 99
leVy Projects........ceveeeeee BB oo b s 38 premium costsmmmmt........ ... ... .. ST .. 32 INVOICEIOLAlS/TAXES .....oodveveveerevereeeeveteee e 64
incidents/accidents ... it i 31 safety/fire iNSPECtiONS ... J0.....cvcetooberebiteereeereerenes 55 IT FAtE-SELtING wheveeeeeeboreereieeeece s 78
hazardous materials ..........-dut.. ... i 30, 47 WaIVErSI. .. bn........... k... ol L 14,15
industrial hygiene ................................................. 101 workers’ COMPENSALION ...uuuiiaies 93
industrial injury/insurance interlibrary l0ans.......cccueveevveeeeeeeeeeeeeee e 114 J
(ol =110 T Lo -SSR 93 interlocal agreements..........cccceeeevieeecieeeccnneenn. 14, 15
L&I Claims.....uvveeeieeeiiieeee e, 94, 95 internal agency procedures .........cccceeevveeeeceveeennnnen. 28 job
L&I r€POrtS..uveeeeeeieeiiieee e 93 Internal Revenue Service (IRS) .....cccoeuvverreeveereereenn. 75 ANNOUNCEMENTS ..civiiiiiiiieiiieeeeeeeeeeeeeeererereeeeerenens 108
law enforcement/reserve officers (LEOFF 1)...... 93 internal service fund rate-setting ...........c.cecceeue.... 78 descriptions .....ccveeeecieee e 106, 108
self-insured......ccoveveeeiiieii e, 95 international money transfers (IMT) ........ccccoen...... 72 junior taxing districts (annual statement)............... 29
volunteer fire fighters/reserve officers .............. 94 internet/intranet Junk Mail/spam ..o 123
information systems content Management.......ccceueeeeeevevevereeennenanns 44
backups (disaster preparedness/recovery)........ 31 Internet Protocol (IP) addresses.............ccoevvvnne. 43
information technology WED addresses ......ocvvrueurieeinieieisieisieie e 123 k
infrastructure (audit trail).........cccooveeininnnen 42 WeDb applications.......evveeeeeeeeeeeeeeeeeeeeeenen, 41, 42
network (design and build)..........ccceeeeieiennen.n. 43 interviews (employment).......cocoeeveeeeevreeeeeeeennn. 108 KBYS ettt 60
informational intrusions
COPIES. .ottt 123,124 AlAIMNS oo 60
reports (AGENCY USE) ....c.ovvuevniiieininciniiieiiciniens 7 electronic information systems ..............c.cc........ 44
injuries/illnesses (occupational) ........cceevevverrerennnn. 101 inventories
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L
Labor and Industries, Department of
boiler vessel report.......ccocceeecieeecciiieccieee e, 54
FEPOM i 75
land
auctions (disposal) .....cccceecveeeiiiieeeiee e, 40
condemnation proceedings........cccoccveereeierernneen. 58
disposal (AUCLIONS) .....cccveeviieeieciee e 40
AISPULES i 18
information files .....ccccooveveeiiieiii e, 58
VAlUBS ..ottt 63
law enforcement officers (LEQFF ) ... .........0 93
lease
ABIEEMENTS..uvviiiiiiieiererererererererer s bedeeeees 14,15
applications (not accepted)..........itoeefotheeenneeides 80
leave
buy back......oocieeiee e 75
cumulative record.......cccevevveeiiiiieeinnieeeesieee e 88
FEOUESTES .eeeiieeee ettt e e e e 90
sharing authorization........ccccccocoveeeeciieececiee e, 75
ledgers (general and subsidiary)........cccceeeevveeennnenn. 68
legal
1SSUES/AAVICE ettt eeeree s eaee e 19
opinions
agency attorney ......occccveeeviiiiiiiiienenii, 20
Attorney General.......ccoceevveeniienienneieneeeee, 16
levy/bond planning .......c.cccceeeeveevveenrneenns 78,79
LEOFF Plan L. ..ceeeiiieeeiieeeeiee et 93
letters of recommendation.......cccecevvveercieeniieennne. 105
letters of transmittal.......cccocvvvvieniiiiinienceenieeen, 124
[EVY PrOJECES...uvveeeciiie et 38
financial documentation........ccccccevveveeeecierennnen. 66
PlANNING e 78,79

FEPOIS coiiieiii e 84
liability waivers ......ccccceeeeeieeiiiieeeeecee, 14, 15, 33
libraries

annual report of trustees........ccccceccveeeeevveeennnen. 113

catalog/circulation........ccccceuveeveecrveeneenne. 113,114

special collections........ccccvveeccveeecieeeccee e, 114
licenses (from other agencies)......ccccevvveevveeeviveccneenns 5
[IENS/FEIEASES ...ttt 19

Liquor Control Board
temporary permit notification

no objection to issuance ..........cccceeeeuveenneee. 123
objection to iSSUANCE .......ccevvveeeeiiieeeiiee e, 6
T T o T 1o Y o T =Y o e p—— 114
lobbyist reporting ..o bt 29
local
improvement|districts ... . ......co.bebeeeieteeeeeeenanen. 86
TaXIFSTUrnS . il.......... i L . 86
Local Disability Board (LEOFF )....ccccvevveecieeeieeennenne 93
Local Emergency Planning Committees (LEPC)....... 47
Local Records Committee (LRC).............. see Glossary
logs
industrial iINSUraNCe .......ceveevveviivveeneeeiiiinnes 93, 101
internet/telephone/fax .......ccoceevevveivenreerneennnnne. 45
INEFUSION/@VENT ..eeieeee et reeee e 44
(V{11 (o ] PP PP 61
weapons confiscation ......cc.ccevveeviernieenieeneenne 61
WOrk assignMmeNnts........ccoccvieeeeeiieriiiieeee e e 103
long-term plans........ccceeeeeeiciiiiiee s 27
M
magnetic records (audio/video tapes).......... 117,119
mail (delivery and receipt) .......cceevveeeeveeeecveeeennen. 115

maintenance

history documentation ..........cccceeeevveeecneeennnennn. 55

[08S/FEPOIES ..cvveveerecereeteeeteere et 55
manuals

installed equipment/systems ..........ccccceeereneenne. 39

operating (facility equipment)........ccccceeeeviennenne 55
manuscript collections (libraries).......c.ccccecvveeen.ee. 114
master indexes (public records).........ccceeeerveennen. 121
master set

FOrMS e 111

PUblications ........coeecveeieciee e, 112
materials

disbursement.tickets ........ccccevvieeiiiiieiciciee e, 81

safety data sheet (MISDS) .......cccevcvvevveeerveeneennen 48
mechanical reCordings ei......ccevveenieineeniieeeenne 124
media (press releases/newspaper clippings).......... 12
medicallinsSuranCemil . .......cccoovveerieerreeee e 75
medical records (employee) ......cccceevveeeecvveeennnenn. 100
meetings

arrangements/scheduling..........ccccceveveeieireennen. 25

dates/times/locations..........ccceeeeveeeeveeeveeenenenne. 123

governing/executive/advisory..........ccceeveeveennen. 23

INTEr-ageNnCy. .., 24

staff (AZENCY) eveeieeeeee e, 24
memo/memorandum (transitory) ........cccceeeevennee. 124
messages

annual (agency executive) .......cccceeevevercveeesciveeenne 9

telephone/voicemail.........cccoveeeeveeveenreecneenenns 124
microfilm

records/standards ........ccocceoveeeeiriiieeenieee e, 118
microfilm (records/standards) ..........ccoeeeveeeveennee. 117
MIgration......ccccev v, see Glossary

CONVEISION PrOCESS cuvvvvivererereeereeeeeeeeeeerererereeenens 117

SOUICE FECONAS cevuveerurieereerireenteesieeesieessbeesnneenane 119
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minimal retention value (public records) ............. 123
minors
library permissions .......ccccceeveerveeeneenieennennne. 113
travel permissions .......cccccveevevieeerieeeesciee e, 33
minutes/recordings/transcripts
adjudicative proceedings..........ccecuverieennenne 21,22
governing/executive/advisory meetings............ 23
inter-agency meetings........cccccceiiiiii, 24
staff meetings....coceeeevee e, 24
misconduct (employee) ......ccceevveeceeecreeecreennne. 97,98
models (research) ....ccoveceeeceeeveeecee e 8
monitoring
APPIrOPriate USE ...eeeveereeeeeenaaiiiamm e egmmeeeeesenees A5
environmental ... bt i 46
information systems........... ..o itee e 45
motor pool
accidents/traffic collisions ... ommt........... it 54
auctions (disposal) ....cccveeeciereiciieeecee e, 40
DIllING weeeeeeee e 62
checkoUt 10gS.....uvvveeeiiiiceiee e 62
disposal (auCtions) .......cccvveevieeiiieiee e, 40
disposal (sale/salvage)......cccceeeverenerenencenenne 40
maintenance (reports/history) .......cccceeeeevveennen. 54
safety analysis.......ccceecviiieciiii e, 54
sale/salvage (disposal)......ccccceeverevieeneeeiieeeieennns 40
statistical reports......cccceeeceeieecciee e, 62
SUrPlUS ProPerty ...cccccveeeeeceeeeerieeecree e, 40
USE et ittt et e e e re e e e e s e e e e s e e e e e e e 62
motor pool rate-setting .........ccoceeveeinieniecinieenenne 78
multi-agency meetings ........ccooveeeeeieeiiiieeeeee e 24
multi-media presentations (videos/CDs/DVDs)
agency publications .........cccceecveeiicieeecciee e, 123
from external SOUrces.......cccevcvvevcieenieenieenennn 123

N
networks
access authorization ......cccveeeevcieenieenceenieeen, 41
AQUAIL trAil ceveeeeeeeeecec e 42
design/build......cccvevviieiiieieceee e, 43
newsletters
QAEENCY ceeviieririiererirereeeeeeeeeeererererererererererererereeeeaes 112
from external sources.......ccccecvvevcierieeineennenn. 123
newspaper Clippings ....coooveevveerreenieenieeee e
nine one one (911) tax
noise level monitoring (industrial hygiene) .......... 101
non-archival ...........cccciini i, see Glossary
non-essential ..ok it see Glossary
non-paper-based records .............h.. L 119
notes (shorthand/stenotype)i.........ieeeviiedeeneenn..... 124
notices
B&O taX NOTICES ..ueveeiieeieieiieieeee e 86
COBRA. ...ttt 88
confined SPACES ....ccevvvieiiriiieeiiee et 37
destruction of public records........c.cccecvvreennneen. 120
financial disputes/collections.........ccccccoveecvvennnenne 65
governing/executive/advisory meetings............ 23
informational .........oevvveeveiiiiiiiiiiiiieieiiieiens 123,124
inter-agency MeetingsS.....cccovevvvveeeeeiensciveeeeneennns 24
Minor participation ........ccccvveeeiiiieeiiieeeeee 33
public hearings/meetings.........ccccceevene. 21,22,23
published (requests for bids/proposals)............. 80
staff meetings......coeeevieieciiei e, 24
SUMIMONS c.iiiieteteeeeeereee e e e e e e e e s e s anereeeeeeeas 19
numbered forms (accountable) ...........ccccuveeenneen. 111

(0]
oaths of office (boards/councils/committees) ......... 9
0bSOIELE ... see Glossary
occupational

health/safety ....ccccccvevveeciiiiece e, 100

INJUrIES/IllNESSES ..ccuveeeeeeecire et 101

INJUPY/ISEASE .eeveerecereeteecreere et 95
Office of Financial Management census records.... 26
Office of Record ......ccevveerieeniieiiiieenieens see Glossary
Office of the State Auditor

capital asset record........ccccoeeeviiieeecieececeee e, 64

examination report........cccccceeeeeevvcvreeeeeesecennnennn. 70

loss of public funds/assets...........coeevevurereennennn. 85
OFM (Office Files and Memoranda)........ see Glossary
0il disposal ...buteeeeeeeidn e, 47
Old Age Security Insurance (OASI) ......cccceeeveeeveennen. 76
online

communications/advice .......ccoceeveeeeeviieeeeennnen. 6,7

content management ......cccccceveeiiiiiiiiiieiiieieneienns 44

routine agency information..........c.ccceccvveeenneen. 123
open public Meetings.......cccoccvveeeccieee v, 23
operating

manuals (facility equipment)........ccccceevveviveennen. 55

permits (boilers/elevators)..........cccceevevvverveennnnne. 56
OPINION POIIS...coiiieiiiiieie e, 13
opinions

AgENCY AtLOMNEY ...cvvviiiiiiiicieeeececeeeeeeeeeeeeeeeeee s 20

Attorney General .....ccccooecciiieiiiicccieeee s 16
OPR (Official Public Record).................... see Glossary
orders (adjudicative proceedings) .................... 21, 22
orders/requisitions ........ccoceeeeveervieecireesireesneens 81, 82
OFAINANCES .eoeveiiiieieeereeeeee et 9
OVEITIME ittt 90
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P
PACKING SIIPS wevveeeeeiiiiieee e e 82
parent/guardian permissions
lDOraries .cooeeeee et 113
parent/legal guardian permission..........c.cccevveennenn. 33
parts
INVENTOTY iiiiiiiieee et e e e e e 52
parts (VEhIcle) .....oovveeieeeieeeee e, 52,81
patron/users (libraries) .........cccoeeevvveeiecieeieseennenns 113
Pay (EMPIOYEE)Y .eoveeeieiirieieeit et 75
payroll
account adjustments ......... 80 LR 77
dedUCtioNS ....occvvieiiee e b et 74,75
(o [T=Totdo [T o To 1 | U S 4 SO 74
[ T=T o Y= Lo . U 0 S SR 76
labor and industries report........cccoceeveeenieeneenns 75
[08/SNEEL.....ecuieeieiieeee e 76
Yo (=] N 76
penalty assessmeNnt.......ccocccvveeeeieeiciiiieee e, 101
pension system (agency operated)............. 89, 90,91
performance
APPIrENTICE. .ottt e 110
eValuations .....coceeevieieneeniceeeee e 103
management ..., 103
monitoring/audits (IT)) .cecvveveevieeieceeecee e, 45
outstanding (employee) ......ccccceveevernereeneenne. 104
request for maintentance work..........cc.c..c....... 56
retirement investment portfolio .........c.c..c........ 91
performance audit........ccccoeeeveeiiiieeeccee e, 70
permanent retention...............cceeeeeeenn. see Glossary
permission to travel (Minors).........ccceeeveeeveevveennen.. 33
permissions
networks/systems/data.........ccceceeeeeieieenneennnne. 41

parent guardian (library) ......ccccceeevvieecnnnennnen. 113
permits
confined SPaCES .....ccccveieecieee et 37
hazardous waste disposal.........cccccevveeeivieeennennn. 48
operating (boilers/elevators).......ccccccceevveevnrennee. 56
personal exposure (to hazardous materials) .......... 30
personal service Contracts .......cccceeveveeeerveeennns 14, 15
personnel action request........ccccceeeecieececiee e, 108
personnel file ......coceeveeiiiniiiee 105
pesticide spray application .........cccceeeevieeecieeeennenn. 49
PEttY CaSh...cciiiieccee e 66, 67
o] Yo (o X1 1 0 SRS 60
0] T} =Tt T o L —— 12
agency forms/publications...........h........... 111, 112
physicallexaminationsréports... .. ........ ... 30
planning
levy/bond proposals ...t L 78,79
planning commission hearings........cccccceevuneen. 21,22
plans
advertising/promotion .........ccceveeeeeeecreeecreeenne. 10
as-built/designed construction plans................. 38
civil rights compliance .......ccccoccveeevciie e, 17
emergency preparedness/recovery ................... 26
FaCilitieS . veeeeeeeeeeee e 59
hazardous materials emergency response.......... 47
hazardous materials management.................... 48
L A LT = [Pt 27
WOPK ceeiiiieeeitee ettt ettt e et e e s sare e s saeeeas 27
point-in-time (webpage/site) .......ccceeevveeieerveennnnnns 44
policies
EMPIOYEE ... 89
INSUTANCE .eeeeeiiiieeeeree e 32
official ABeNCY .ovvvveeeeiee e 28
polls (public OpINION) ...cccvveeieeiiiecieecreeee e 13

pollution studies ......ccccccueeevcieeeiciie e 49
positions (classifications/development) ............... 106
posters (agency publications) .........ccccceeeeveerveennen. 123
posts (social Networking) .........ccceeeveeevveeriveesvennnen. 6,7
potentially archival .......c.cccoooeeniinnenen. see Glossary
preliminary drafts .......cccocceeviiiiniieieeeeeee, 124
premises (vacation of) .......ccccceeieviieeeiiiccciee e, 19
Premium COSES coovviiiiiiiiiiiiiiec e 32
presentations (videos/CDs/DVDS) ......cccccveeeveennee. 123
press releases/clippings......coeeveeveeveeceenreeireeieennens 12
Price checks.....covvviee e, 82
Primary record .......ccceeeeeeneeeneeenneeeseeenanes see Glossary
printouts.(from.electronic info systems) .............. 124
private vehicle (minorpermission) ........ccccceevveenien. 33
probationi(employee) .. .ceveereereeienieseeeeeeen 97
procedures (administrative/directives) .................. 28
ProCesSINgIClaimSIIl. ... 93
Proclamations .......ceeeecieiecciiee e 12
professional education .........ccccocevveeeiieeeccciee e, 110
project files
construction (facilities) ......cccceeveerceerieeesieeneeenne 38
MISCEHANEOUS ...eeveereeeciieeeeiee e 8
project reports (bond/grant/levy) ......ccccceeeeerveennenn. 84
promotional events/campaigns........ccceeeeveeeereeennenn. 10
property
disputes and liens........ccccceveecieeeecciee e, 19
€NCroaChmMeNnts . ...coocvevvieirieerieeec e 18
911 o] Y U SS 58
[IENS/FEIEASES....eveeeeeeeeeeee ettt 19
purchases (real property) ......cccceeereenerseneenne. 82
SUPPIUS ettt 40, 53
tax exemption/valuation appeals................. 21,22
UNCIAIMEd .. 69, 85
proposals/bids (requests for).......ccceevereerveerveennnn. 80
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public disclosure

lobbyist reporting ........cccocevevcieeeecee e 29
records requests/Iogs .......ccceeverreerreecreeinesreennnn 116
public hearings/meetings ........cccevveeveevenreennens 21,22
public opinion
citizens’ complaints/requests.........ccccecuerueruennne. 11
POIIS et 13
public records .......cccceeeviieeiiieeeieee, see Glossary
backups (disaster preparedness)........ccccceeeueeen. 31
CONSEIVATION .eeieiieieiieeeeee e e 120
conversion/digitization.........ccceceveveeeeeereeneene. 117
AeStrucCtion .....occcevevcieeeeee e 120
o F=d 12 To IR 118
disclosure/requests .........hueeeieiihreiinteeeeneenns 116
finding @ids ...oeeeeevieeeeee e e, 121
IMaged....ccceeeeiee e B e bt 118
legal custody........ccvveeeeenn Lt 122
MAGNETIC .cueuiieiiee e ettt e e e e e 119
00V T4 Y o] o ST 117,119
minimal retention value ........ccocceviiniinniennnen. 123
records center transmittals/receivals............... 121
retention schedules/disposition authorization 121
transfer/donation .......c.ccceeveeeeeieec e 122
TranSItory coveeeeeeeececcecccccc 124
publications
agency SUPPHES....cceciei e 123
CrEATION..ei ettt 111
from outside SOUrCES......ccvvvveerieeriieenieerieeee, 123
master set (agency-created)........cccceeveveerneennne. 112
PUICNASING...eviieiiieiiieiee e 82
purchasing agreements .........ccccceeeeeieiieeeeee e, 14, 15
purchasing/receiving
DId 108, et 82
EMEIEENCY ceverirriiriirieeeeeeeeerererererererereretererereeeeeees 81

materials (disbursement) ..........ccccovviieiiiiecnnennn. 82
(o] Lo 1= PP 83
Property (real) c....occcveeeeciee e 82
receiving reportS....ccccciiiiieeeee e, 82
purchasing/receiving records .........ccccceveeeveennee. 66, 67
Q
quasi-judicial actions (hearings) ........cccccveeuene 21,22
R
radiation eXPOSULE......der.. ... iiineee e eeve desmmmmsnns - 30
rare book collections(libraries) .......h... hueeeeneennee. 114
rate-setting,(internal service fund)«...... L s . 78
reading files (chronological reference files).............. 5
real property (auctions/disposal) ........ccccecerereennene 40
reCeIPLS civviiiiiiiii 66, 67, 81
delivery (internal) .....ccoeeeeceeeicieeeeee e, 81
recognition/awards.........ccceeeveeevieeecreesireenreesve e 10
recordings
adjudicative proceedings........ccccveveveeernnennn. 21,22
governing/executive/advisory meetings............ 23
inter-agency meetings.......cccoceeeveiieiinineee s, 24
staff Meetings .....cccovvveeeveeiieii e 24
recordings (mechanical)......ccccccoeveeeeeiieecccieeenee, 124
FECOIdS SEIS...cccecureeecrieeeeiieeeeiree e see Glossary
FECrUItMENt . .vveeeeee e, 107, 108
reference
files (geNeral) ....ccccveeeecciei e 5
registered mail (logs/return receipts)......c..ccoc...... 115
registers/journals (financial) ........c..cccoevveereenenns 66, 67

regulations/rules........cooveeeeeeieeecee e 28
Rehabilitation Act 0f 1973 ......ccceeeecvvveeecireeennen. 16, 17
remedial Site ....cceevvvieeeeieeeee e, 49
remittance adviCes.....cocccvevvvvrveeeeeieeiirieeeeee e 66, 67
remote deposit capture (RDC) ......ccoeeeereerreerveennen. 72
rental agreements.......cccevecveeeeeciee e 14, 15
rental applications .......cocceevieeiieiniienee e 80
reports
accident/incident (no claim).......cceeveeeiveeenennne. 31
accident/incidents
hazardous materials........ccccoceeeiiieeeciiieecnienn. 30
accident/traffic colliSioNS.........oovvevuveveeeeiiiiineeen. 54
annual-(chief fiscal officer) ......ccocceevvvveeecieeenen, 84
annual boards/coungils/committees.................... 9
boiler Vessel.......cccooiveiiiiiiiiiiiec e 54
budget forecast ..... e ueevereeniiieeee e 73
budgetofficer'smonthly ...........ccooceevieienienenne 73
budget status.......cccceeieiiiieeiiiieceeee e 73
Claims COSES ..ottt 93

communte trip reduction (annual progress).... 109
elementary/secondary staff information (EEO-5)

...................................................................... 109
emergency response plan........ccocceeeveerieeneennnen. 47
€MPlOYEE EXPOSUIE ...ccuveeireerreeiieenreeiee e 30
ENEIEY USAGE..cciiiiiiiiiiiiiiiiiieieieieieteteaetereaeaeaeaaaeaens 57
environmental monitoring ........cccoecvveevevveeenneen. 46
equal employment opportunity ..........c..c........ 109
equipment and vehicle..........cccceeeeiiieecieeennen. 62
equipment/vehicle statistical data..................... 62
fiscal and performance audit..........ccccceeeuveeenneen. 70
from external sources........cccecvveviernecinieennenn. 123
fuel/oil USAZE ....cvvueeeeeeieie e 57
fuel/pump tank audit.......ccooceviriercinieeeee, 57
hazardous materials ........ccccovveieriiieiiniiecinieeenn, 47
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hazardous materials (inspection and test) ......... 48
illegal activity .....coeeecveeieiee e 85
INSUFANCE .eeeieiiiiieeeiee e 32
internal informational use.......cccccoovveriiiiieeninens 7
iNTrusion alarms......cccevvvcieiiiieeeceec e 60
library statistics........ccecveeriieerieiniierieeic e 113
lobbyist (t0 PDC) .....ueveeiiiiieeiieeceieee et 29
loss of public funds/assets........c.ccccoveevereeveennennns 85
MAINTENANCE ..cceiiiiiiieee e 55
maintenance (equipment/vehicles) ...................

new hire (DSHS)............
parts (master listing)
physical examination .......... .o veeesgmeveeeneee s 30
Program ...ccccceeeeieeeeeeeeies e i, 8
project

bond/grant/Ievy .........meeeeee bt bedeee b 34
reCeIVING woovvvvvveneieneeeeee L 82
remedial investigation (superfund site) ............. 49
FESEANCN 1.ttt
safety and fire inspection ...............

state auditor’s examination

treasurer/finance officer ......occccvvvevevveeeeennn. 66, 67
underground storage tanks........cccccceeeecveeernnenn. 51
VaNdaliSMi....eeeiiiieec e 61
waste materials analysis.......cccceeveeeveeriennneennne 51
workers’ compensation (employer’s)................. 93
reproduced records (Superior Court) ........ccueun.... 119
request for proposal or bid (RFP).......cccceeeevveeenneen. 80
request for qualifications/quotations (RFQQ) ........ 80
FEQUISITIONS toeveeiiieiiieeeee e 82

research/program reports ........cceceeeeeeereeveeeeesreenneens 8
FESOIULIONS Lovviiieeiiiieeeeiee e 9

boards/councils/committees........cccccovvuereevirereennne 9

development files........cccocoveeeciieeeciiiceceee e, 9
respirator fit test/program files.................... 101, 102
restitution statements.........ccccce . 20
retirement

benefit history file ......cocovveiviee e,

eligibility benefits ..................

investment portfolios............

system application/report .

transmittals......ccoccveeeciiee e

(7Y oot 4 o U —
Retirement Systems, Department of

applications...smmsts. ... . . S . 76
retrievals (records centers)m..........etheecbedereeennnen.. 121
revenuerbonds/coupons.i....... ... ... L. 66
revenue estimates ......ccccovvvveieeeeenieniiieeee e 73
Revenue, Department of

unclaimed property report.......cccccceeeeeiieeeecnvennn. 69
rights-of-way

granted by agency
received by agency

right-to-know (employee) ......cccceeevveviveecreeccreennnenn, 47
FiSK data cvveeevieeeceeecc e 33
rosters (consultants/contractors) .........ccceeveeveeennen.. 81
routine information (agency operations) ............. 123
FOUting SHPS...cvveiiiiiieieiercee e 124
rules /regulations.........cccceeeeeeiieeeee e e 28
run reports (electronic info systems).........ccc.......... 43

S
safety
analysis (equipment/vehicles)........ccceeevveereenne. 54
COMMIEEEE e
confined spaces permits
inspections (facilities) .......ccccevveeeeciieeccciee e,
salaries
aArNISNMENTS ..coeevieeiciee e 76
SChedUIES ... 76
sale/salvage (equipment/vehicles).........cccceuuenn..e. 40
scheduled tasks (electronic info systems) .............. 43
schedules
facility rental/use...coueeeee e 62
records rete@ntion....ccee.eeeveeeceenieenieenie e 121
SAIAMIES ..eveeiideeeeeeeeadortieeeie et 76
tasks (computer-driven) ......ccccocvveeeeeeeeesveeineeens 43
tasks (electronic info systems) ......ccccocceecevreenne. 43
work assignments....
SCraPboOKS ...t
screenshot/snapshot ........cceeeveeeeeeniieecee e,
secondary (duplicate) copies .....ccccevveevecvveesivenenn. 124
secondary records......cccoceeeercueeeesiveeennns see Glossary
Section 313 SARA Title Hl..cccvveeevierieiieeeeeeeeee 50
section 504 complianCe .......cccceveecieeeicieeeeciee e, 17
SECTOR citations....... see Law Enforcement Schedule
printouts for general info .......cccccevveiiiiineenne 123
Y=Y ol U1 ) 42 PPUPPPPPPPPPPRY 60
mMicrofilm.....cooveiiiiiieeeeeeee e, see Glossary
monitoring (electronic information systems)..... 44
ViSItOr [08S.ccviieeeiie e e

selection process (recruitment)
self insured
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employer certification ........ccccccceveviieecciee e, 94
lADIlLIES . .veeeree et 93
workers” compensation ........ccoceevveeniieeniennieennne 95
shelf list (libraries)........cooveeeeeveeeeiieeeccceee e 114
shipping (Mail) ..c.eeeeeeeiiecieceee e 115
shorthand/stenotype Notes........ccccecveveeveenieniennnn 124
SIgNAtUre records .....ooocciieeeeeeieeciiieee e 71
Site @SSeSSMENTS .cooviiiiiiiiiee e 46
social NEtWOTrKING ........ccocvveeeiiieeeeee e 6,7
software (COMPULEN) ....c..ceveeecrireieeciee e 41, 42
source records
imaged/digitized.........ccocovveriririnieieeee e 118
MIGFAted ..o T e e 119
spam (unsolicited email)..... ..., 123
special collections (libraries).....m..cccce e, 114
special purpose district (annual statement) ........... 29
SPEEChES ... 13
staff
QCCESS. ceeteeeianrreeeee e st e e e e e e e e e e e s e e e e e 60
development/training ........cccoceeveeeeeceeeeesneenne. 110
MEETINGS ..vvieiiiiieiiie e 24
standards
facilities (specifications) .......ccccceeeviieeecciieeenneen. 39
MICIOTHIM e, 117,118
state and local tax returns .......cccocvevveenieenienneennne 86
State Emergency Response Commission (SERC)..... 47
State Environmental Policy Act (SEPA).................... 50
state monitored personnel funds........c.ccceevveeneen. 76
statements
DaANKING ..o 72
DONd...oiiiiiiiii 68
disaster damage declaration ..........cccccceevveenneee. 31
financial c.vvveeeeiiiiiieic 66, 67
statistical report (libraries) .......cccecevvvevcveeeniieeenns 113

stop-payment reports/requests .........ccceeeveereenenn. 72
storage tanks (underground) .......c.cccoceevieiieneenienne 51
[ o] =T =] o o] o AUt 83
storms (emergency management.........cccceeecvveeennnes 33
strategic Plans......ccccvveecciee e 27
studies (research) .....ccceeecveeeeciee e 8
subject files
administrative working........cccecceeeevviieicciee e, 5
10 o | SRR 70
subpoenas (served on agency) ......coceeeeeeeeeciieeeenns 18
subsidiary ledgers .......ccocueveriiiiiniiiieee e 68
summons
[0 ATeTY e TR — 19
Served on agency.....oeebotvee e e b e e, 18
superfund
release files oo il Bl b bt 50
SIte fileS i i 49
Superior Court records (reproduced) ................... 119
surplus property inventory ..........cceeeeeveeeneenne 40, 53
SUMVEIIIANCE .t 60
surveys (research)......cccccoveeeecieeccciee e, 8
system design (computer applications)................... 42
T
task forces (meetings)......ccceeecveeeeciiieceiiieeeciee e 24
taxes
business/occupation........c.ccccveeveeiveecreeenreeenennn 86
COMbINEd EXCISE ...evvvvreiieriiieiee sttt 86
local improvement districts.......ccccocvvevcveeennnennn. 86
state/local returns ....cveveveveeeieeeeeeeeeee e, 86
technical design (computer applications)............... 42
telephone Messages .......coocveeeeeeriieniennieeeneeeeenn 124

temporary employees.......cccceevvveeeeciveeeccieeesciieenn, 105
time cards/ShEets ......oovvveeveeeeeiiieiiieeee e eeereeee e 77
tire MainteNaNCe......cccvvveriieee e 56
traffic collisions (vehicles)......ccccevvvevieeceeicienieens 54
trained personnel (asbestos handling) ................... 48
training
agency provided ........occoviiieiiieiiiiieene. 34, 35, 36
non-agency provided.......... see Staff Development
transcripts
adjudicative proceedings.........cccceeecverernnnenn. 21,22
governing/executive/advisory meetings............ 23
inter-agency mMeetings.....cccccovvvvvveereriinninneeenennns 24
StAff MEETINGS warmrnreeeerrreirirereriiiererieeeeeeee e 24
transfers
materials/equipment............cccocvererererenieneenns 52
transitory records ...... i iiieeeeieeeeee e 124
transmittals
DUSINESS tAXES...uveieiiiiieiiee sttt 86
Cash receipts....ccccevceeeeeciieeecee e 66, 67
[EEEEIS ettt 124
PaYroll deposits .......cevverieiriieniiieieesee e 74
rECOrds CENTEIS . .ccivvuiiieceiiee et 121
retirement (employees).......ccoceeeeeiieciieeccnnennnn. 77
travel permission (MiNOrs).......ccccceevuieeeiieeeecieeeenns 33
treasurer/finance officer reports.........cceeveene 66, 67
BrES ettt 53
trial balances.......cccovceviiiiniiiiiiecc e 68
trust iNdentUre......coocvevvieeree e 66
trustees, annual report (libraries)........c.cceeeueeneen. 113
(V)
U.S. Bureau of Labor Statistics.......cccceeuerrrvrriueennne. 101
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unclaimed property .....cccccevceeeeevcieecciee e, 69, 85
underground storage tanks ........ccccceecceeeinnenn. 47,51
unemployment inSurance........cccocveeeecieeeeceeee e 91
UNHONS ettt ettt et serre e s e s eneee s e nne e snneeas 96
unsolicited mail/email ........ccoeevieeirieceeecieeereeenne, 123
use
appropriate (computer/fax/phone).......c...c....... 45
equipment/vehicles..........coveeviivieecieecieceeeene, 62
USEA Oil.eiueriiiiieiiieeeeiec e 51
utility billing disputes........cccccveeevceeeccceee e, 21,65
4
vacation of premises........cce.. e e beteciee et 19
VaNdalisSm ....oovieeiieeiee e etk b 61
vehicle (minor travel permission)si.......... .. 33
vehicles
accidents/traffic colliSions .........cccueeeeeeeveeevneennne. 54
auctions (disposal) ......ccceeveeereeiiieeiee e 40
DITING e 62
checkoUut 108S.......uvveeiiiiicieec e, 62
disposal (auction/sale/salvage) ......c.cccceeveeeuennee. 40
maintenance (history/reports) .......ccccceveuveeneene. 54
PArts in StoCK ......eveecveiecieee e 52
safety analysis.......coceereenieiniie 54
sale/salvage (disposal).......ccccvevrveerierierienieniennnnn, 40

statistical reports....ccccveeecieeecciee e 62

SUrPlUS Property ...ceccveeeecieecciee e 40

T e 58

USE eeeeee et et e e e s e e e e e e n e e e e s e ne e e e e s nnnee 62
vendor compliance reports........ccecveevveeriieenveeneenne 83
videos/CDs/DVDs (publications) ...........ccceeeveeunnne. 123
violence (Workplace)......cccevvvereeeviienieecir e, 99
ViISITOF 08S c.uviiiiiiieiiiiereeete et 61
VOICEMAIl . cueiiiiiiiiiecee e 124
volunteer

applications.........ceeecieieeciee e 108

fire fighters/reserve officers relief claims........... 94

service.documentation...... s ...... s 105
AVZo101e! o T=T ST S o TN (SO o SO o AN 66, 67
w
waivers (liability, insurance, hold harmless)..... 14, 15

permission for minor to participate ................... 33
VT = [ LA =T 14, 15
Washington State

Archives (records transfer) .......cccccoecveeeeiieeens 122

Librarian....ccecceee e 113

Public Disclosure Commission

lobbyist reporting........ccccceveeeiveenieciieeniees 29
standards (microfilm) .....cccccevviiviieciiciiecees 118

waste

disposal Permits......ccccueeeecieeeiiiee e 48

materials analysis .......cccceevcieeiecee e 51
water boiler/hot water tank ......ccccevvevveeeeereeeerenns 54
water rights disputes ........ccccoveeriierieenieiieeeee 18
WEAPONS .cciiiiiiiiiiiiee ittt e e e e sirare e e 61
webpage/site

T LT o ToVAF: To [o [ SRR 123

applications.........coocvieeeciee e 41,42

online content management....................... 6,7,44
WhiIstlebloOWEN ...c..eevviiiiiciiie e 99
Women and Minority Owned Business Enterprise

(MWIMBE).....sossssssssnnseveeeeeneeensesneenseensesssesseeseessesnees 83
waork

ASSIGNMENTS ......eevee bt 28,103

(0 [e [T S B U PUUUINE 55, 56

PIANS Lot 27
workers’ compensation ..........cccceeeevveeennnee. 93, 94, 95
WOIKING fil@S..ueiiiiiieeciee e 5
workplace

hazard assessment .......cccccvvvceeeeniieeeeciee e, 102

(0] =T o [l T S 99
V4
ZONING AdJUSLEIS .oevieeiiiiiieee e 22

For assistance and advice in applying this records retention schedule,

please contact Washington State Archives at:

recordsmanagement@s0s.wa.gov
or contact your Regional Archivist.
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