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This schedule applies to: All Local Government Agencies

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of 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) or Non-Archival (with a ‘retention period of “Life of the Agehcy” or “Permanent”) must not be
destroyed. Records designatedyas Archival (Appraisal Required) must'b&@ppraised byathe Washington State Archives before disposition. Public records must
not be destroyed if they'are subject to ongoing or reasonably anticipated litigation. Such public records must 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 August 20, 2015.

2 -
For the State Auditor: Cindy Evans For the Attorney General: Matt Kernutt The State Archivist: Steve Excell
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REVISION HISTORY

Version Date of Extent of Revision
Approval
December Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records retention schedule.
1.0 No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANSs), or archival designations. EXCEPTION: All duplicate DANs have
16, 2008 been assigned new DANs. 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 placed in Asset Management function.
20 January 28, | New archival designations introduced in all new and revised records series. (Definitions can be found in the Glossary.) Revision numbers have been added to all
’ 2010 Disposition Authority Numbers (DANs). A new section, Records with Minimal 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 series. Also removed extraneous notes about revisions
and corrections in all records series.
Records seriesin the Risk Management/Insurance and Legal sections (covering accidents/incidents,/guardian permission for minors, and claims for damages) have been
July 29 revisedyThe Industrial Insurance (workers’ compensation) section has beemupdated and consolidated, and alnew series covering LEOFF 1 claims has been added. GS50-
2.1 ! 01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as liability waivers, hold harmless agreements, insurance
2010 . . . ) . . . A
waivers, etc. Two hew 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 Projects. 19 existing series
22 December | relating to meetings and hearings have been consolidated into 2 existing and 4 new series. Added “Designations” column; removed “ltem No.”, “Secondary Record
’ 15,2011 | 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.)
Complete revision of the Asset Management function. 34 new series; 7 series transferred in from LGGRRS Version 5.2; 87 series revised; and 78 series
November | . . . . . . - e
3.0 29 2012 discontinued. Multiple activities restructured and several new activities added including: Elections (Elected Officials, Initiatives and Referenda);
! Emergency Planning, Response and Recovery; and, Local Government Legislation. (All changes are detailed in the Revision Guide.)
D b Added new series (GS2014-030) to urgently address the payment card Sensitive Authentication Data issue. Three additional series added (GS2014-029,
3.1 1e8ce2n812r GS2014-031, and GS2014-032); one discontinued (GS2010-085); and 11 revised/updated. Also, corrections made to 11 DAN revision numbers (e.g., “Rev.
! 0”) (All changes are detailed in the Summary of Changes.)
39 August One records series modified. GS2014-030 renamed Financial Transactions — Sensitive Cardholder Data and description modified to include primary
’ 20,2015 | account/credit card number (PAN) as well as all Sensitive Authentication Data (SAD). Exclusions on p.90 & 91 updated. (No Summary of Changes.)
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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 managing its 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.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHIVAL
Rev.0 Subject files containing informational copies of various records organized by issue, person, superseded - elected official, (Appraisal Required)
subject, or otherareas of interest. executive and department head NON'ES‘FSI’\ENT'AL
Remarks: Contact your Regional Archivistbefore.disposing of.elected official, executive.or files are potentially archival
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 | Superseded 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 182
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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
GS50-01-12 | Communications — Governing/Executive/Advisory Retain for 2 years after ARCHIVAL
Rev. 3 Internal and external communications to, from, and/or on behalf of the agency’s governing | communication received or (Appraisal Required)

bodies, elected official(s)/executive management, and advisory bodies, that are made or
received in connection with the transaction of public business, and that are not covered by
a more specific records series.

Includes all communication types;regardless,of format:
e Correspandence, email;
e Web sites/forms/pages, social networking posts’and comments, etc.

Includes, but.is not limited to:
e Agency-initiated information/advice;
e Communications sent or received by support staff (administrative assistants,
communications staff, etc.) on behalf of the executive or governing/advisory member;
e Requests for and provision of 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.

provided, whichever is later
then

Transfer to Washington State

Archives for appraisal and

selective retentian.

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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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

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS Y DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

GS2010-001 | Communications — Non-Executive Retain for 2 years after NON-ARCHIVAL
Rev. 3 Internal and external communications to or from employees (includes contractors and communication received or NON-ESSENTIAL

volunteers), that are made or received in connection with the transaction of public business,
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 networking posts and.comments, etc.

Includes, but is netlimited to;
¢ Requests for and provision of information/advice;
e Agency-initiated information/advice.

Excludes:

e Communications sent or received by support staff on behalf of the executive or
governing/advisory member, which are covered elsewhere in CORE (such as GS50-01-12)
and sector schedules;

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.

provided, whichever is later
then
Destroy.

OFM

1. AGENCY
MANAGEMENT
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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?L\Ifl?rzi:TRllg\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-03 | Informational Reports Compiled for Agency Use Retain until no longer needed ARCHIVAL
Rev. 1 Reports created by agency staff where not covered by a more specific records series in CORE | for agency business (Appraisal Required)
or sector schedules. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-01-39 | Project Files (Miscellaneous) Retain for 6 years after ARCHIVAL
Rev. 1 Records relatingte,agency projects‘where not covered by a more specificirecords series in completionof project (Appraisal Required)
CORE or sector schedules. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-01-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retain until no longer needed ARCHIVAL
Rev. 1 Research/program reports, studies, surveys, models, and analyses where not covered by a | for agency business (Appraisal Required)

more specific records series in CORE or sector schedules.

Excludes reports covered by GS2012-028 and data extracts/printouts covered by GS50-02-04.

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

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.2 AUTHORIZATION/CERTIFICATION
The activity of the local government agency seeking authorization/approval from regulating authorities relating to its general functions, mission, or
operations, where requlated by federal, state or local law or court rule. Excludes the granting of approval by the local government agency acting in a
regulatory capacity, which is covered in sector schedules.

I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-42 | Authorizations/Certifications — Agency Management Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications, inspections, and other authorization superseded or ESSENTIAL
authorizations acquired by the agency in relation to its general functions and operations, terminated OPR
where not covered by a more specific records series. Includes authorizations required by and
and/or received from regulating authorities (local, state, federal agencies and/or courts). conditions of authorization
Includes applications, confirmations, correspondence, violations/carrections, reports, etc. satisfied
Includes, but is netlimited to: .m. .
e Airportioperating certificates (U.S. Federal AviationfAdministratien, 14 CFR § 139); wzlatlons (if any) corregfed
e Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S. Des::’oy.
Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife);
e Drug Enforcement Agency (DEA) license to acquire/dispense drugs;
e Transportation (trains, light rail, ferries, school buses, etc.) (U.S. Dept. of Transportation,
Title 49 CFR);
e Temporary permits and licenses (food and beverage, public gatherings, etc.).
Excludes authorizations received by the local government agency relating to:
e Hazardous materials covered by GS55-01M-04;
e Real property ownership (land division permits, etc.) covered by GS55-05A-06.
IMPORTANT: Excludes authorizations granted by the local government agency (such as
permits, certificates, licenses, etc.), which are covered in sector schedules.
Page 9 of 182
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1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.
I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-015 | Agency Identity/Brand Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the development and selection of the agency’s identity/brand for use on | for agency business (Appraisal Required)
printed materials, web pages, signs, badges, banners, etc. then ESSENTIAL
May include, but is not limited to: Transfer to Washington State OPR
» Design of symbols, logos, emblems, etc.; Archives for appraisal and
« Determinatien,of mettos, slogans,sehool cologs,mascots,etc.; selective retention.
e Establishment of pragram names, etc.;
e Public participation in the decision=making process.
Excludes the naming of'buildings, roads, bridges, and other assets covered by 652012-032.
Excludes intellectual property ownership records covered by GS2012-030.
GS50-01-37 | Census Records from the State Office of Financial Management Retain until no longer needed ARCHIVAL
Rev. 1 Note: This record is retained permanently by the Office of Financial Management in accordance | for agency business (Appraisal Required)
with its records retention schedule. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for appraisal and
selective retention.
GS50-05A-01 | Charter and Bylaws — Adopted Retain until superseded ARCHIVAL
Rev. 1 Official, adopted charter and/or bylaws defining the scope of the agency and its rights, then (Permanent Retention)
responsibilities, and authority, and including written rules for the agency’s decision-making | Transfer to Washington State ESS(I;I:I:'IAL

bodies (councils, commissions, committees, etc.). Includes Associated Student Bodies (ASB).

Archives for permanent
retention.

1. AGENCY
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.

I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-07 | Charter and Bylaws - Development Retain until no longer needed ARCHIVAL
Rev. 1 Records relating to the development of the agency’s charter and/or by-laws defining the for agency business (Appraisal Required)
scope of the agency and its rights, responsibilities, and authority, and including written rules then NON-ESSENTIAL
for the agency’s decision-making bodies (councils, commissions, committees, etc.). Includes | Transfer to Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes adopted.charters and bylaws.covered.by.GS50-05A-01. selective retention.
GS50-16-09 | Jurisdictional Boundary - Official Retain until no longer needed ARCHIVAL
Rev.1 Official documentation of thelagency’s legal jurisdictional boundary, changes to its boundary | for agency business (Permanent Retention)
(including annexation onincerporation), and related,records documenting locatiens,and then ESS(I;IF\)I;IAL

physical features within the agency’s jurisdiction.
Records may include, but are not limited to:
e Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
e Surveys, land survey field books;
¢ Geological data/geotechnical reports.
Excludes records that are:
o Site-specific to real property assets owned by the agency and covered by GS55-05A-06;
¢ Held by the county engineer and covered by GS2012-031;
e Covered in the County Assessor, County Auditor, & Land Use Planning and Permitting
sector schedules.

Transfer to Washington State
Archives for permanent
retention.

1. AGENCY
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.3 CHARTER, JURISDICTION AND MISSION
The activity of establishing, documenting and determining the local government agency’s charter, jurisdiction and mission. Excludes records covered in
the Meetings and Hearings section.
I?L\Ifl?rﬁi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS52-03A-05 | Jurisdictional Boundary — Development Retain for no longer needed for ARCHIVAL
Rev. 1 Records relating to the development and/or proposal of modifications/changes to the agency business (Appraisal Required)
agency’s jurisdictional boundary (including annexation or incorporation). Includes requests, then ESSENTIAL
proposals, process documentation, related communications, etc. Transfer to Washington State OPR
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive. Archi\{es for apr?raisal and
Excludes officialtboundary documentatiomcoverediby:GS50=16=09. selective refention,
GS50-18-38 | JurisdictionalReference — Maps, Drawings, Photographs Retain.for.no longer needed for ARCHIVAL
Rev. 1 Maps, drawings, and/or photographs that provide reference information oh land use agency business (Appraisal Required)
conditions andsphysicalfeatlres within the ageney’'sijurisdictional boundary, prepared or then ESS(EIF\I“'/II'IAL

collected by the agency and used for staff reference and/or public information.
Records may include, but are not limited to:

e Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
e Surveys, land survey field books;

¢ Geological data/geotechnical reports.

Excludes records covered more specifically in CORE or sector schedules such as records that are:
¢ Related to projects covered in the Land Use Planning sector schedule;
o Site-specific to real property assets owned by the agency and covered by GS55-05A-06;
¢ Held by the county engineer and covered by GS2012-031.

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

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.4 COMMUNITY RELATIONS

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

I?L\Ifl?rtl?li:Tkllg\ll\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
business Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS2011-166 | Awards and.Recognitions Retaimpuntilino longerneeded ARCHIVAL
Rev.0 Records documentinginternational, national, and other significantiawards and recognition for agency business (Appraisal Required)
received by the'agency in relation tefits'functions and assets. then NON-ESSENTIAL
. . . OFM
Includes, bubis not limited to: Transfer to Washington State
« Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, | Archives 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
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.4 COMMUNITY RELATIONS

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

DISPOSITION

RETENTION AND
NS;'LF;;)I:II;IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
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 Disseminatien,of charity infermation;
e Arrangements and promotion of campaign events.
Excludes authorizations of payroll deductions covered by GS50-03E-01.
GS50-01-09 | Citizen Complaints/Requests Retain:forn3wyearsafter matter NON-ARCHIVAL
Rev. 1 Communications from citizens making a complaint or request, as well as the associated closed NON-ESSENTIAL
agency response. then OFM
Excludes records covered more specifically in CORE or sector schedules such as: Destroy.
e Code violation complaints covered by GS2012-026;
e Claims for damages covered by GS50-01-10.
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.

NON-ESSENTIAL
OFM
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SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.4 COMMUNITY RELATIONS

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

DISPOSITION

RETENTION AND
NS&EZ??SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
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 | PHOTOGRAPHSAUDIO/VISUAL MATERIAL Retaimpuntilino longerneeded ARCHIVAL
Rev.0 Photographic negatives and prints may be held at Regional Archives for permanent for agency business (Appraisal Required)
preservation andsecurity backup. then NON-ESSENTIAL
Transfer to Washington State OFM
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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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.4 COMMUNITY RELATIONS

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

DISPOSITION

RETENTION AND
NS;E;?:SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012-016 | Public Notice (Official) Retain for 6 years after notice NON-ARCHIVAL
Rev.0 Records documenting public notices published or posted by the local government agency in | published NON-ESSENTIAL
order to inform the general public of its actions, decisions, or services. Includes all public or OPR
notices, whether posted voluntarily or required by statute, where not covered by a more 6 years after published event
specific records series. completed, whichever is later
Includes, but is not limited to: then
o Affidavit,of mailing, pestingerpublishing; Destroy.
e Notices of'agency elections, ordinances, auction, public meetings/hearings, etc.
Excludes notices covered more specifically in CORE or sectar schedules, such‘as public notices
relating to bids and propesals.covered by GS50-08A-01 and GS50-08A-11.
GS50-01-30 | PUBLIC OPINION POLLS 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-08 | SCRAPBOOKS AND ALBUMS 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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MANAGEMENT

Page 16 of 182




Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)
Version 3.2 (August 20, 2015)

1.4 COMMUNITY RELATIONS

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS AT G DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-09 | SPEECHES 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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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.5 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. 1 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction ESSENTIAL
to which the signing parties agree or submit, and that relate to capital asset ownership, but or OPR

do not establish, alter, or abolish real property ownership. Includes negotiations, change
orders, compliance monitoring, etc.

Includes, butdsmet limited to;

e Purchase and saleslagreements (non-neal property only);

¢ Bond, grant and,levy project contracts/agreements (n6R=real propertyionly);
¢ Building'construction and improvements;

e Rights-of-way and/or easements granted to (received by) the agency;

e Franchises granted to (received by) the agency.

Excludes contracts & agreements covered more specifically in CORE or sector schedules such as:
e Bond, grant and levy (real property) projects covered by GS55-05A-06;
e Rights-of-way/easements granted by the agency, which are covered by GS55-05A-06;
e Franchises granted by the agency, which are covered by GS50-05A-10.

Note: Bond transactions are completed when the final bond payment is made.

6 years after termination/
expiration of instrument

or
6 years after dispositioniof asset
(if assetsowned by agency),
whichever is later

then
Destroy.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.5 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
U R DISPOSITION ACTION
GS50-01-11 | Contracts and Agreements - General Retain for 6 years after NON-ARCHIVAL
Rev. 3 Instruments signed by the agency and one or more parties that set out terms and conditions | completion of transaction or ESSENTIAL
termination/expiration of OPR

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

Includes, butdsmet limited to;

o Fidelity and surety coverage bonds (including bonds of elected & appointed officials);
e Inter-agency, intra{agency, inter=governmental, inter-local agreements;

e Lease, escrow, and rental agreements;

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

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

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

e Master depository contract (banking);

¢ Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.);
e Personal service, client service, purchasing agreements;

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

¢ Vendor bonds;

e Warranties.

Excludes contracts & agreements covered more specifically in CORE or sector schedules such as:
e Contracts and agreements relating to real property capital assets (GS55-05A-06) and non-
real property capital assets (GS2011-169);
e Other bond, grant and levy project contracts and agreements covered by GS2011-183;
e Public records transfer agreements with Washington State Archives covered by
GS2010-021.

instrument
then
Destroy.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.5 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.
?Alfl"’l‘?lﬂzll?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-017 | Franchise Requests — Declined Retain for 6 years after request NON-ARCHIVAL
Rev.0 Records relating to franchise request proposals submitted to or requested by the local declined NON-ESSENTIAL
government agency where the request is not granted. Includes review, development, then OPR
negotiations, and related communications. Destroy.
Excludes franchises granted by the agency, which are covered by GS50-05A-10.
Excludes franchises granted to the agenecy,whichrarercoverediby:GS2011=169.
GS50-05A-10 | Franchise Requests — Granted by Agency Retain.for 6 years after ARCHIVAL
Rev. 1 Records relating to franchise agreements granted by the localigovernment agency allowing | termination or withdrawal of (Permanent Retention)
the use of publiestreetsbridges or other publiesways, structures or placés aboverorbelows|franchisesagreement ESS(I;IF\’I;{I'IAL

the surface of the ground, for the provision of public services (such as utilities [gas,
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in
accordance with RCW 35A.47.040 and/or RCW 80.32.010. Includes review, development,
negotiations, final agreement and related communications.

Excludes franchises granted to the agency, which are covered by GS2011-169.

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

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS ALY DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-018 | Certification of Election — By Regulatory Agency Retain until no longer needed NON-ARCHIVAL
Rev. 1 Agency copy of election certification documentation issued by a regulatory agency in for agency business NON-ESSENTIAL

accordance with federal, state or local law. Includes certifications of elected officials (school
board, city council, chief of police, judge, prosecuting attorney, etc.), bonds, levies, etc.

Includes, but.issnot limited to,certifications of:

e Regular and special elections held in accordance with Title 29 REW andcertified by the
County Auditar, (County Auditomcertification'récordsare designated“Archival™=
Permanént Retentian” in the County Auditor Records Retention'Schedule.)

e Educational service district board and regional committee member elections held by the
Superintendent of Public Instruction (OSPI) in accordance with RCW 28A.310.080).
(OSPI’s certification records are designated “Archival” in its records retention schedule.)

e Conservation District elections certified by the Washington State Conservation
Commission (WSCC) in accordance with RCW 89.08.110. (WSCC's certification records are
designated “Archival” in its records retention schedule.)

Excludes:
¢ Election administration records covered by GS2012-020;
e Certification of elections certified by the local government agency, which are covered by
GS2012-019;
e County Auditor records covered in the County Auditor Records Retention Schedule.

then
Destroy.

OPR
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SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-019 | Elections — Held and Certified by the Local Government Agency (Official Results) Retain for 6 years after end of ARCHIVAL
Rev. 1 Core official documentation and certification of elections held and certified by the agency. calendar year (Appraisal Required)
Elections include, but are not limited to: then . ESS(E)I;I;IAL
 Irrigation District elections held pursuant to RCW 87.03.075; Contact Washington State
e Associated-Student.Body (ASB)officer elections-held pursuant to REW.28A.325.020; Archlv.es for appralsal and
e School Board President elections held pursuant to RCW 28A.330.010; selective retention.
e Executive Committee elections.
Records mayinclude, but are'not limited to:
e Sample ballots, voters’ pamphlets;
e Tabulated votes;
e Certification of election.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes agency-held elections administration records covered by GS2012-020.
GS2012-020 | Elections — Held by the Local Government Agency (Administration) Retain for 1 year after NON-ARCHIVAL
Rev. 0 Internal administration of elections held by the local government agency. certification of election NON-ESSENTIAL

May include, but is not limited to:
¢ Voter eligibility and challenges to voter eligibility;
e Voted ballots, tally sheets;
e Working files.

Excludes County Auditor records covered in the County Auditor Records Retention Schedule.

Excludes official election results documentation covered by GS2012-019.

then
Destroy.

OPR
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating
authority, and oaths of office taken by elected and appointed officials.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS LSl L) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-021 | Initiative, Referenda and Recall Measures Retain for 6 years after ARCHIVAL
Rev.0 Records relating to the administrative management of initiatives, referenda, and recall certification of election or (Appraisal Required)
measures filed with the agency. determination of signature NON-ESSENTIAL
. . . OPR
Includes, but is not limited to, initiative, referenda, and recall measures: insufficiency
e Passed by.veters; then
« Rejected by voters; Transfer to Washington'State
e Where requiSite.number of signatures is not'sufficienttoiplace on ballot. Archiv.es for appraisal and
Records include, but are.notdimited to: ggfecve retentigin.
e Petitions signed by citizens;
e Outreach, voter pamphlet input;
e Planning files, legal opinions;
¢ Related communications.
Excludes elections records covered by GS2012-018, GS2012-019, and GS2012-020.
GS50-05A-15 | Oaths Of Office — Filed or Recorded with County Auditor Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Agency copy of official oaths of office taken by elected and appointed officials which have term of office or appointment NON-ESSENTIAL

been filed or recorded with the County Auditor.
Excludes oaths of office covered by G52012-023.

Note: All documents filed and/or recorded with the County Auditor are designated Archival in the
County Auditor Records Retention Schedule.

then
Destroy.

OPR
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all elections other than those administered by the County Auditor (which are covered in the County Auditor Records
Retention Schedule). Includes official notifications of election results issued by the agency and/or received from the County Auditor or other regulating

authority, and oaths of office taken by elected and appointed officials.

RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-023 | Oaths Of Office — Not Filed or Recorded with County Auditor Retain for 6 years after end of ARCHIVAL
Rev. 0 Official oaths of office taken by elected and appointed officials which have not been filed or |term of office or appointment (Appraisal Required)
recorded with the County Auditor. then ESSENTIAL
OPR

Transfer to Washington State
Archives for appraisal and
selective retention.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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.
GS2012-024 | Emergency/Disaster Preparedness — Contact Information Retain until obsolete or NON-ARCHIVAL
Rev.0 Personal contact information compiled to facilitate contact in the event of an emergency or | superseded NON-ESSENTIAL
natural disaster.“Includes employees, students, volunteers, ete: then OFM
May includeibut.is not limited to: Destroy.
e Personalcontact information (cell/home phone, email address, etc.);
e Medical information (provider name, blooditypeyallergies, ADA requirementsyetc:);
e Physical pick-up information (for students/minors, etc.).
GS50-14-03 | Emergency/Disaster Preparedness and Recovery Plans Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 2 Emergency and disaster preparedness, response, and recovery plans prepared for any aspect | or superseded ESSENTIAL
of the agency’s operations and assets. then OPR
Also includes, but is not limited to: Destroy.

e Employee emergency plans and fire prevention plans prepared in accordance with
WAC 296-24-567;
e Essential records lists.

Excludes hazardous materials/dangerous waste management plans covered by GS50-19-08.
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SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY
The activity of the agency responding to natural, man-made, and technology disasters and emergencies.
3\'323%;:?? DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-29 | Emergency/Disaster Response/Recovery — Uncommon or Major Retain for 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in response to uncommon | resolved/recovery complete (Appraisal Required)
or major natural or manmade disasters/emergencies (storms, floods, fires, earthquakes, then NON-ESSENTIAL
terrorism, etc.), where the agency deploys non-routine procedures, mobilizes special Transfer to Washington State OPR
resources, requires significant outside assistance and/or where normal agency operations | Archives for appraisal and
are suspended or significantly disrupted. selective retention.
Includes, but.issnot limited to:
e Emergency operations center activities and communications;
e Invocation offmutual aid or interlocal’agreements with/adjoining localijurisdictions;
o State of Emergency/disaster damage declaration;
e Federal Emergency Management Agency (FEMA) claims;
e Actions implemented to protect life, property, public peace, the environment, and/or the
economic base of the community;
e Protection, recovery and repair of agency or community assets.
Excludes emergencies/disasters involving hazardous materials/dangerous waste covered by
GS2011-177 or GS50-19-15.
GS2012-025 | Emergency/Disaster Response/Recovery — Routine or Minor Retain for 6 years after matter NON-ARCHIVAL
Rev.0 Records relating to actions taken by the local government agency in response to routine or | resolved/recovery complete NON-ESSENTIAL

minor natural or manmade disasters/emergencies (leaking pipes/flooding, snow closure,
vandalism, etc.) where the agency manages the recovery with minimal assistance and/or
disruption to normal agency operations.

Excludes emergencies/disasters covered by GS50-18-29, GS2011-177 and/or GS50-19-15.

then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). 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-ESSENTIAL
AG records retention schedule. then OFM
Destroy.
GS50-04C-04 | Civil Rights Violation Complaints Retain for 6 years after ARCHIVAL
Rev. 1 Records relatifgite thelagency’s investigationsioficomplaintsiof civilrights, violations resolutionycompletion; closure, | (Appraisal Required)

occurring within the agency’s jurisdiction, where civil litigation/has not commenced.
Complaints may be made by employees (including contractors and volunteers), students, or
the generalpublic.

Includes, but is not limited to:
e Complaints, investigations, witness statements, evidentiary documents;
¢ 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.);

¢ Federal Fair Housing Amendments Act of 1988;

¢ Health Insurance Portability and Accountability Act (HIPAA);

e 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 GS553-02-04.

or decision not to proceed
then

Transfer to Washingtof State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.
I?L\Ifl?rngRllg\ll\l 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.
o Civil rightsyviolation complaintsicoveredby 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.
GS52-07-03 | Civil Topical and Working Files Retain until no longer needed ARCHIVAL

Rev. 0

Reference and working files compiled on various agencies, issues, and subjects by the
Prosecutor and/or deputies in the process of acting as legal counsel for county government
agencies, elected officials, commissions, and related bodies.

Excludes litigation case files covered by GS53-02-04 and records covered in the Prosecuting
Attorney and Assigned Counsel Records Retention Schedule.

for agency business

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

(Appraisal Required)
NON-ESSENTIAL
OFM
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1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

I?L\Ifl?relﬂTRllg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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. then OPR
Excludes workers’ compensation claims, which are covered by records series in the Industrial Destroy.
Insurance section.
Excludes litigatiomcasefiles coverediby:GS53-02=04x
GS2012-026 | Code Enforcement Retain for 6 years after matter NON-ARCHIVAL
Rev.0 Records relating to the enforcement of the local governmentiagency’s official code, where | resolved NON-ESSENTIAL

not covered bysthe Law Enforcement Records:Retention Schedule. “Includes complaint(s),
investigations, inspections and assessments, warnings, notices, statements of required
corrective action, citations, resolution, and all related communications.

Code violations may include, but are not limited to:
e Animal control;
e Building, development, land use, and fire;
e Nuisance (accumulation of junk on private property, etc.);
e Parking;
e Personal license and business license.

Excludes records covered more specifically in CORE or sector schedules, such as GS2011-173
(Appeals Hearings — Local Decision-Making Bodies (General)).

then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-172 | Court Orders — Served on the Agency Retain until no longer needed NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

Records relating to subpoenas and summonses served on the agency, where the agency
is not a party to the litigation.

Includes, but is not limited to:
e Personnel/staff summonses;
e Subpoenasfémagenty records.

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

for agency business
then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAL AFFAIRS

The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). Includes internal and outside counsel.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS55-05A-09
Rev. 2

Evictions, Liens, Foreclosures, Condemnations

Records relating to disputes involving real property and/or facilities owned or maintained by
the agency where litigation has not commenced. Includes actions taken (including debt
forgiveness).

Includes all activities and actions, such as:
e Collections;
¢ Vacation of premises;
e Property liensifand 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-06;
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 GS553-02-04.

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

Retain for 10 years after matter
resolved

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS53-02-05
Rev. 0

LEGAL ISSUES/ADVICE FILES

Destroy when obsolete or
superseded

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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MANAGEMENT
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1.8 LEGAL AFFAIRS
The activity of managing the agency’s legal affairs, including litigation, legal advice, and code enforcement (where not covered by the Law Enforcement
Records Retention Schedule). 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 ARCHIVAL
Rev. 1 Official interpretations made by agency attorney regarding questions of legal rights or (Appraisal Required)
liabilities affecting the agency or any of its departments and offices. NON-ESSENTIAL
OPR
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 Documentationef,a ciVil suit By the"agency againstanothérparty, or'defense of theagency ™ iclosed (Appraisal Required)

and/or ageney.employee against suit by another party.

Note: Primary copies of official court documents are held permanently,by the Clerk of Superior
Court, or 10 yearsby the District or Municipal CourtiAdministrator.

then
Transfer to Washington/State
Archives for.appraisaland
selective retention.

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT

Page 32 of 182




Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.9 LOCAL GOVERNMENT LEGISLATION
The activity of the local government agency’s governing bodies establishing law, statutes & regulations for themselves and for the people they represent.
Includes enforcement, where not covered by the Law Enforcement Records Retention Schedule.

I?L\Ifl?rzi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-16 | Ordinances and Resolutions — Approved Retain until no longer needed ARCHIVAL
Rev. 1 Laws, statutes and/or regulations approved and enacted by the local government agency’s | for agency business (Permanent Retention)
governing body. then ESSENTIAL
Note: Official and municipal codes are covered by Publications — Master Set, GS50-06F-04. Transfer to Washington State OPR
Archives for permanent
retention.
GS50-01-25 | Ordinances and Resolutions - Development Retain for 3 years after'approval ARCHIVAL
Rev. 1 Documentation efithe analysis anddevelopment of ordinances and/or reselutions intended | or decision not to proceed (Appraisal Required)

for submissien to.the agency’s governing council, commission, or board.

Excludes approved ordinances and resolutions covered by GS50-05A-16.

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

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.10 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
GS2011-173 | Appeals Hearings — Local Decision-Making Bodies (General) Retain for 6 years after final ARCHIVAL
Rev. 1 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
OPR

Includes hearings and quasi-judicial actions of the legislative body, planning commission,
hearing examiner, or other bodies which determine the legal rights, duties, or privileges of
specific parties in‘ahearing or other contested case proceeding where NO'land use decision
is being appedaled.

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

Includes indexes and other finding aids.
Excludes records covered by GS2011-174, GS50-05A-13, GS2011-176 and GS2012-027.

Transfer to Washington State
Archives for appraisal and
selective retention.

1. AGENCY
MANAGEMENT
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1.10 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) Retain for 6 years after final ARCHIVAL
Rev. 1 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
OPR

Includes hearings and quasi-judicial actions of the legislative body, planning commission,
hearing examiner, zoning adjuster, board of adjustment or other bodies which determine
the legal rights, duties, or privileges of specific parties in a hearihg or othen contested case
proceeding where a land use decision.is'‘beingsappealed:

e Includes, but is not limited'to: Land use administrative appeals.
Includes, but is not limited to:
e Case files, decisions/orders/rulings, minutes (if taken);
¢ Oral and written testimony; exhibits, etc.;
¢ Agendas, meeting/agenda packets (briefs, reference materials, etc.), etc.;
e Audio/visual recordings and transcripts of proceedings.

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS50-05A-13, GS2011-176 and GS2012-027.

Transfer to Washington State
Archives for permanent
retention.

1. AGENCY
MANAGEMENT
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1.10 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
GS2012-027 | Meetings — Advisory Retain for 6 years after end of ARCHIVAL
Rev. 0 Records documenting all meetings of the local government agency’s advisory bodies. (Appraisal Required)

calendar year

NON-ESSENTIAL

Includes: then . OPR

o Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular Tranrc,fer to Wash|r.1gton State
and specialimeetings, public hearings, etcs; Archlv.es for appralsal and

o All otherr meetings (including executive sessions regulated by RQW 42.30.110(2)). selective retention.

Includes, but is netlimited to:
o Agendas, meeting/agenda/packets (briefs, reference/materials, ete.);
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.

MANAGEMENT
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1.10 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
Sy DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-05A-13 | Meetings — Governing/Executive Retain for 6 years after end of ARCHIVAL
Rev. 2 Records documenting all meetings of the local government agency’s governing bodies and calendar year (Permanent Retention)
executive management. then ESSENTIAL
Includes: Transfer to Washington State OPR
e Meetings regulated.by the Open.Public Meetings-Act.(chapter 42.30.RCW), such.as.regular Archiv.es for permanent
and spedial meetings, public hearings, etc.; retention.
¢ All other meetings (including executive sessions‘regulated’by RCW 42:30.110(2)):
Includes, but.is not limited to:
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.
Page 37 of 182
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Version 3.2 (August 20, 2015)

1.10 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
NSISIE??SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011-175 | Meetings — Inter-Agency Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting all meetings held between the local government agency and one or calendar year (Appraisal Required)
more other public agencies. May include multi-agency staff meetings, committees, task or NON-ESSENTIAL
forces that coordinate activities, communications, solutions to problems, etc. 6 years after completion of OPR
Includes, but.ssnot limited to; project, whichever is later
e Agendas, meeting packets, sign-in lists, etc.; then
e Minutes, audiojvisual recordingsptranscripts,‘ete! Tran.sfer to WaShi'j'gtO” State
Includes indexes and other finding aids. Archlv.es for appralsal P
selectiveretention.
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, GS2011-176 & GS2012-027.
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 then OFM
meet for various reasons (to plan activities, coordinate communications, solve problems, Destroy.
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, GS2011-176 & GS2012-027.
Page 38 of 182
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1.10 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.

Records relating to the administrative arrangements of meetings held by or on behalf of the
local government agency.
Includes, but is not limited to:

e Meeting date,and place schedulingrecords;

e Agenda requests;

e Arrangementiof catering, facilitiessand equipment.

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

for agency business
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS UL IG5 ) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-176 | Meetings/Hearings — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev. 0

NON-ESSENTIAL
OFM

1. AGENCY
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1.11 PLANNING

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
GS2010-079 | Strategic Plans — Development Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the development of the agency’s strategic plan. for 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)
o L . .. N NON-ESSENTIAL
organizationaland budget structurenwith,its priorities, missions, andsobjectives: then OFM
Transfer to Washington State
Archives for permanent
retention.
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 | then OFM
development of work plans. Destroy.
Excludes agency-wide strategic plans covered by GS2010-080.
MANAGEMENT
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1.12 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 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 Retain until no longer needed ARCHIVAL
Rev. 1 Officially-adopted policies, procedures or public rules affecting the entire agency. Activated |for agency business (Permanent Retention)
through executive or department head signature, ordinance or resolution. then ESSENTIAL
OPR

TransfemtosWashington State
Archives for permanent
retention.

1. AGENCY
MANAGEMENT
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Version 3.2 (August 20, 2015)

1.13 REPORTING
The activity of providing information as required by federal, state or local statute, or by court order/rule. Also includes internal agency reporting and
voluntary reporting. Excludes published reports covered in the Forms and Publishing section.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-04 | Annual Reports — Adopted Retain until no longer needed ARCHIVAL
Rev. 1 May also include annual messages of chief executive officer. for agency business (Permanent Retention)
then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for permanent
retention.
GS2012-028 | Reporting/Filing (Mandatory) — Agency Management Retain for 6 years afterireport ARCHIVAL
Rev. 1 Records relatingto,general functions'ofthe agency that are required to'be filed with, or or document submitted (Appraisal Required)

submitted to, an outside agency (including the legislative authority) by federal, state or local
law, or by court order/rule, where not covered by a more specific records series.

Records include, but are not limited to:
¢ Reports/forms/certificates/lists;
e Submission confirmation, correspondence, inquiries, etc.

Includes, but is not limited to:

e Political campaign reports, lobbying reports, personal statements (financial affairs,
contact information) etc., filed with the Public Disclosure Commission in accordance with
chapters 42.17 and 42.17A RCW;

e Special purpose district reports filed with the County or State Auditor in accordance with
RCW 36.96.090;

e Annual and 5-Year Plans submitted by Public Housing Authorities to the U.S. Department
of Housing and Urban Development (HUD) in accordance with Section 511 of the Quality
Housing and Work Responsibility Act (QHWRA);

e Prosecuting Attorney reports submitted to the Governor, the state Liquor Control Board,
and/or the legislative authority pursuant to RCW 36.27.020.

then
Contact Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 3.2 (August 20, 2015)
Washington State Archives

1.14 RISK MANAGEMENT/INSURANCE

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

I?L\Ifl?rngRllg\ll\l 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
jurisdiction that are known to have involved human exposure to potentially hazardous or OPR
materials. Includes employees (including contractors and volunteers) and the public. 30 years after individual’s date
Includes, but is not limited to: of death, whichever is sooner
¢ Description of accident/incident, response, and investigation; then
¢ Personal exposure information, physical examination reports, etc.; Destroy.

¢ Analyses'of medical or exposure records (WAC 296-802-20015);

e Toxic and‘hazardous substances records (29:GFRs§ 1926:1:101(n));

e Personalrexposure records/as defined by American Nuclear Insurers (ANI) Information
Bulletin 80-TA SectionVIIl;

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

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

Hazardous materials include, but are not limited to:
e Toxic substances or harmful physical agents as defined by 29 CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e 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.
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1.14 RISK MANAGEMENT/INSURANCE

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-19-03
Rev. 2

Accidents/Incidents (Hazardous Materials) — No Human Exposure
Records documenting accidents and incidents within the agency’s jurisdiction involving
hazardous materials where there was no human exposure.

Includes, but is not limited to:
e Description of accident/incident, response, and investigation;
e Toxic and hazardous substances records (29 CFR § 1926.1101(n)).

Hazardous materials include, but aremot,limitedsto:
¢ Toxic substances o harmful physical agents as defined by 29 CFR ¢ 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030.

Excludes accidents/incidents involving human exposure covered by GS2011-177.

Retain for 50 years after date of
accident/incident

then
Destroy.

NON-ARCHIVAL
ESSENTIAL
OPR

GS50-06C-03
Rev. 4

Accidents/Incidents — No Claim Filed (Under Age 18)

Records relating to accidents/incidents involving individual(s) younger than age 18, and
where claims for damages are not filed. Includes, but is not limited to, reports and
investigations.

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 and GS50-19-03.

Retain for 3 years after

individual reaches age 18
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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1.14 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
GS2010-081 | Accidents/Incidents — No Claim Filed (Age 18 and Older) Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 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 and GS50-19-03.
GS50-06C-15 | INSURANCEAUDITS, SURVEYS, REPORTS dyears NON-ARCHIVAL
Rev. 0 To documentyand analyze the/coverage, premium costs, and self-insurance costs. NON-ESSENTIAL
OFM
GS50-06C-16 | Insurance Policies Purchased Retain for 6 years after NON-ARCHIVAL
Rev. 1 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
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1.14 RISK MANAGEMENT/INSURANCE

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

I?L\Ifl?rzi:TRllg\ll\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. 3 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:
¢ Notices and announcements;
e Sign-up sheets, rosters, registration,forms;
e Parent/legal guardian permissions (approval for use of private vehicles;waiver of 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.
Excludes records covered by PR50-13C-19 in the Parks, Recreation and Culture 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
Page 46 of 182

1. AGENCY
MANAGEMENT




SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

?Alfl"’l'?lﬂzll?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-178 | Agency-Provided Training — Curriculum and Materials Development Retain until curriculum no NON-ARCHIVAL
Rev. 1 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
Excludes final curriculum and materials covered by GS2011-180. Destroy.
Excludes PreK-12 education covered in the School Districts and Educational Service Districts
Records Retention,Schedule.
GS2011-179 | Agency-Provided Training — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating toithe administrative arrangements of agency-provided training courses, for agency business NON-ESSENTIAL
seminars andywaerkshops: then OFM
Includes, but is not limited to: Destroy.
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.).
Excludes PreK-12 education covered in the School Districts and Educational Service Districts
Records Retention Schedule.
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

?Alfl"’l'?lﬂzllgy 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. 1 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
o Certificates/credentials/licenses may be awarded; or, Destroy.
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 Curricula, materials presented, testsradministered, etc’;
o Attendee lists and sign-in sheets, test results, evaluations, etc.;
o Certification/hours/credits/points awarded.

Agency-provided training includes, but is not limited to:
e 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, first aid, lifeguard, childcare, etc.;

e Recreational courses with marked levels of achievement (aquatics, etc.).

Excludes records covered more specifically in CORE or sector schedules such as:
e Hazardous materials training covered by GS2012-029 or UT2012-005;
e In-service education programs (clock hours) covered by SD51-04G-01;
e Hazardous materials trained personnel list covered by GS50-19-09;

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

¢ Employee training certificates/history retained in personnel or training history files.
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1.15 TRAINING

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-029 | Agency-Provided Training — Hazardous Materials Handling Retain for 50 years after training | NON-ARCHIVAL
Rev.0 Records documenting training courses, seminars and workshops provided by the local provided ESSENTIAL
government agency to the public, customers, contractors, or agency employees, relating to then OPR

non-radiological hazardous materials/waste handling or exposure (including communicable | Destroy.
infectious disease, toxic substances, harmful physical agents, etc.), where:

o Certificates/credentials/licenses may be awarded; or,

¢ Continuing edugation hours/credits/points may be earned; or,

e Training is'fequired by federal, state.or locahstatute, and/of by employer.

Records in€lude, but are not limited to:

e Curricula, materials presented, tests administered, etc.;

e Attendee lists and sign-in sheets, test results, evaluations, etc.;
o Certification/hours/credits/points awarded.

Excludes records covered more specifically in CORE or sector schedules such as:

e Radiation protection training as defined by WAC 246-222-030 and American Nuclear
Insurers (ANI) Information Bulletin 80-1A and covered in the Public Utilities Records
Retention Schedule.

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

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

The activity of the local government agency providing training to agency employees, contractors, customers, or the public. Excludes financial records
covered in the Financial Management function.

?Alfl"’l‘?lﬂzll?y 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. 1 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
o 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 Curricula, materials presented, testsradministered, etc’;

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

Excludes records covered more specifically in CORE or sector schedules such as:
e Agency-provided training covered by GS2011-180 and GS2012-029;
e Apprentice certification files covered by GS50-04B-34;
e Employee training certificates/history retained in the employee’s personnel file or
employee training history file.
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2. ASSET MANAGEMENT

The function of managing the local government agency’s assets, including physical assets (facilities, land, equipment, vehicles, supplies, hazardous materials,
etc.) and intangible assets (copyrights, easements, water and timber rights, etc.). Includes hazardous materials. Excludes financial assets (stocks, bonds, etc.),

which are covered in the Financial Management section.

2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-030 | Capital Assets (Other) and Non-Capital Tracked Assets Retain for 4 years after NON-ARCHIVAL
Rev.0 Records doglimenting acquisition/ownership of the'agency’s capitalized, non-real property |disposition of asset ESSENTIAL
OPR

assets and non-capital assets that are tagged or tracked (small andattractive @ssets, etc.).

Non-real property|capital assets may include, but are not limited te:
¢ Vehicles, machinery, computers, equipment)furniture;
e Intellectual property (copyrights, patent rights, trademarks, etc.);
e Works of art and historical treasures;
e Easements, rights-of-way received by the agency;
e Water and timber rights received by the agency.
Includes, but is not limited to:
e Appraisals (statement of value);
e Purchase offers for agency assets which are declined by agency ;
e Legal ownership documentation (includes copy of vehicle title if original is transferred to
new owner).
Excludes contracts and agreements covered by GS2011-169 and GS2011-183.

Excludes real property assets covered by GS55-05A-06.

or
until disposition of asset and
completionsof State;Auditor’s
examination report, whichever
is sooner

then
Destroy.
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2.1 ACQUISITION/OWNERSHIP

The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

SPOSITION
IT.L\IUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-06 | Capital Assets (Real Property) Retain for 10 years after ARCHIVAL
Rev. 1 Records relating to the agency’s capitalized, real property assets that document their disposition of real property (Appraisal Required)
acquisition, ownership, division, value, improvements, and sale (or other disposition). and ESSENTIAL
Real property capital assets may include, but are not limited to: 10 years after completion of OPR
e Land, infrastructure; road establishment; improvements; transaction or termination/
e Land divisiony(plat, short plat, binding site.plans,etc.); expiration of instrument
e Buildings, leasehold improvements. then _
Includes, but is netlimited to: Tran§fer to Washlr?gton jtate
e Appraisals\(statement.of land/facility values); Archl\{es for appralsal o
e Contracts and agreements (including bond/grant/levy-funded real property); includes Selective'retention.
negotiations, compliance monitoring, etc.;
e Documentation of legal ownership (deeds, titles, title insurance, etc.);
e Easements granted by the agency;
e Encroachments (land disputes, water rights and obligations, etc.);
e Environmental site assessments (including tests, abatement/enclosure summary, etc.);
e Geological data and geotechnical reports; aerial survey photographs/images and maps;
¢ Land information files (acquisition reference files, condemnation proceedings, title
information such as location, size, value, etc.);
e National and State Environmental Policy Act (NEPA and SEPA) applications, checklists, reports;
determinations of significance or non-significance; draft, final, supplemental Environmental
Impact Statements (EIS), Scoping Notices, etc.;
e Rights of way vacated/relinquished by the agency;
e Purchase offers for agency assets (whether accepted or declined by agency);
continued e Sale/auction/salvage/donation records (where not already included in records of the
next page governing body covered by GS50-05A-13.) continued next page continued next page continued next page

continued from
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.
I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
previous page Capital Assets (Real Property) continued from previous page continued from previous page contir.wedfrom
GS55-05A-06 - . previous page
Rev. 1 Excludes records covergd more specifically in CQRE or sector schedules such as:
¢ Records recorded/filed with the county engineer and covered by G52012-031;
e Rights-of-way and easements received by the agency and covered by GS2011-169;
e Land survey field books and maps covered by GS50-18-16;
e Lead Agency.SEPA records covered.in the Land.Use Planning sector.schedule;
¢ Non-site-specifi¢ geological data/geotechnical reports.
Note: Bond transdaetions are completedwhen the final bond payment is made:
Note: Per RCW.4.16.020, the statute of limitations.for.the commencement of actions.for.the
recovery of real property is 10 years.
GS2012-031 | County Engineer Records Retain for the life of the agency ARCHIVAL
Rev. 0 Records retained by the county engineer in accordance with RCW 36.80.040. Includes all then (Permanent Retention)
matters recorded and filed with the county engineer documenting the complete history of | Transfer to Washington State ESSENTIAL
public roads, highways, bridges, ditches, or other surveys of the county. Archives for permanent OPR
Includes, but is not limited to, original papers, documents, petitions, surveys, repairs, other | retention.
papers and reports.
GS50-06B-24 | Environmental Site Assessments — Asset Not Acquired Retain until no longer needed ARCHIVAL
Rev. 2 Records relating to an analysis of environmental conditions (including hazardous materials for agency business (Appraisal Required)

and conditions) on real property being considered for acquisition, but not acquired by the
agency. Includes appraisals completed by independent appraisers under contract to the
agency as well as agency-generated appraisals.

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

NON-ESSENTIAL
OFM
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2.1 ACQUISITION/OWNERSHIP
The activity of acquiring/owning assets through purchase, donation, or other means. Includes the agency’s structures, infrastructure, and information
system technology (IT). Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-032 | Naming (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to the naming or renaming of roads, streets, parks, buildings, schools, for agency business (Permanent Retention)

stadiums, bridges, and other assets within the local government’s jurisdiction where the then NON'E)S‘;ENHAL
naming process is not included in the development application. Transfer to Washington State
Includes research, community polls, proposals, approvals, correspondence, contracts and Archivgs for permanent
agreements, sale.of naming rights,ete. retention,
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive.

GS51-07-21 | Property Purchase Proposals Made by Agency — Unsuccessful Retain for 3 years after offer NON-ARCHIVAL

Rev. 1 Records relatingto propoasals made by the locakgoevernment agency fonthe purchaserof realw|'declinediorwithdrawn NON-ESSENTIAL
property where the offer is not accepted or is withdrawn by the agency. then OPR
Includes, but is not limited to, negotiations, purchase offers, title reports, etc. Destroy.
Excludes successful purchase proposals made by the agency AND purchase offers made by other
parties for the agency’s real property, which are covered by GS55-05A-06.
Excludes environmental site assessments covered by GS50-06B-24.
MANAGEMENT
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2.2  AUTHORIZATION/CERTIFICATION

The activity of receiving permission or approval in relation to asset management. Excludes authorizations granted by the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS ALl DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-033 | Authorizations/Certifications — Assets Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to licenses, permits, accreditations, certifications, inspections, and other NON-ESSENTIAL

authorizations acquired by the local government agency in relation to its assets, where not
covered by a more specific records series. Includes authorizations required by and/or
received from regulating authorities (local, state, federal agencies and/or courts).

Includes, but is not limited to:

e Application/filing & confirmation,.violations/corrections,reports, related.correspondence,.etc.

¢ Building construction/modification permits @and inspections (master use, mechanical,
electrical, plimbing; statements of;alternate constructionpcertificates 6fioccupancytenant
improvement, Federal Emergency Management Agency [FEMA] fload, etc.);

e Fire and life'safety permits/inspections (fire'extinguishers, alarms, sprifnklers, suppression
systems); heating, ventilation, air conditioning [HVAC] systems; boilers/hot water tanks,
elevators, etc.);

e Land use and environmental permits (utility, shoreline, conditional use, surface mining,
zoning/land use exceptions/waivers, variances, forest practices, landscape, Army Corps of
Engineers, National Pollutant Discharge Elimination System [NPDES], etc.);

e Registrations (x-ray facilities and devices, etc.);

e Vehicle/Vessel registration/tabs, emissions testing, USDOT number, etc., for motor pool/fleet,
buses, garbage/recycling trucks, armored transport, etc.;

e Water permits (drinking, waste, surface, ground, and drainage, etc.).

Excludes records covered more specifically in CORE or sector schedules such as:

e Records filed/recorded with the county engineer and covered by G52012-031;

¢ Real property ownership (land division permits, SEPA, etc.) covered by GS55-05A-06;

e Hazardous materials covered by GS55-01M-04.

Excludes authorizations granted by the local government agency (permits, certificates, licenses,
SEPA lead agency review, etc.), which are covered in sector schedules.

authorization superseded or
terminated

and
conditions of authorization
satisfied

and
violations (if any) corrected/
resolved

then
Destroy.

OPR
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2.2  AUTHORIZATION/CERTIFICATION

The activity of receiving permission or approval in relation to asset management. Excludes authorizations granted by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-034 | Designations (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 Records relating to designations bestowed on assets owned or maintained by the local for agency business (Permanent Retention)

government agency. Includes applications, correspondence, notifications, etc.

then

NON-ESSENTIAL

Includes, but is not limited to: Transfer to Washington State OFM
e Heritage or landmark designation, placement on the National Historic Register, etc.; Archiv.es for permanent
e Critical (Sensitive) Area designation. retention.
Excludes electricwutilitydesignationssmade,by federakregulatorsincluding®™NERC, GlPand:TSA!
Excludes the granting of designations, which is covered in{sector schedules.
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
I?L\Ifl?rzi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-035 | As-Built Drawings — Appraised and Not Selected for Archival Preservation Retain until structure no longer NON-ARCHIVAL
Rev. 0 Final set of drawings (as-builts) produced at the completion of the construction of the local | owned by agency ESSENTIAL
government agency’s structures and infrastructure where Washington State Archives has then OPR
appraised and not selected the records for preservation. Documents the approved design | Transfer to new owner
(as-designed drawings) and changes made during construction. Includes redesigns, or
remodels, dnd renavations; architectural and engineering drawings'and specifications. Destroy.
Note: If a final'setef as-built drawingssisshot prodiiced, then'the'as-designethdrawings(with
notations) sérve as the as-built.
GS50-18-06 | As-Built Drawings — Appraised and Selected for Archival Preservation Retain until completion of ARCHIVAL
Rev. 1 Final set of drawings (as-builts) produced at the completion of the construction of the local | project (Permanent Retention)
government agency’s structures and infrastructure where Washington State Archives has then ESSENTIAL
appraised and selected the records for preservation. Documents the approved design (as- | Transfer original to Washington OPR
designed drawings) and changes made during construction. Includes redesigns, remodels, State Archives for permanent
and renovations; architectural and engineering drawings and specifications. retention.
Note: If a final set of as-built drawings is not produced, then the as-designed drawings (with
notations) serve as the as-built.
Note: Due to the significance of this record, Washington State Archives recommends that upon
project completion, the agency create a working copy for its use and transfer the original to
Washington State Archives.
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-10 | Construction Project Files Retain for 6 years after ARCHIVAL
Rev. 1 Records documenting the planning, design, and construction phases of the local government | completion of project or terms | (Appraisal Required)
agency’s structures and infrastructure. Includes redesigns, remodels, renovations, of grant agreement, whichever NON-ESSENTIAL
improvements, betterments, and increases in efficiency. is later OPR
Structures andsinfrastructure (above,or.below,ground) include, but aresnot limited.to: then
e Buildings (offices, schools, plants, warehouses, etc.); Transfer to Washington State
e Roads, bridgesptunnels, dams, drainage systems, waterand sewer systems; Archiv.es for app?raisal and
e Ferry tefminals/docks, helipads, runways; transit stops/pads/shelters; park facilities; selective retention.
e Curbs, gutters, sidewalks, parking lots; park benches; fire hydrants;
e Street lighting systems, traffic lights, signs and signals; parking meters; art installations.
Records include, but are not limited to:
e As-designed drawings (provided that as-built drawings are retained in accordance with
GS50-18-06);
e Design and décor documentation for historical reference (paint colors, building material
and fixture descriptions, etc.);
e Public feedback (input, support, opposition, etc.);
e Public meeting materials (handouts, comments, etc.);
e Photographs, official dedication/opening, etc.;
e Preliminary drawings and specifications;
¢ Schedules, calendars, construction logs, quality control reports;
e Related communications (with contractors, consultants, attorneys, regulatory agencies,
continued municipalities, etc.).
next page Excludes records covered more specifically in CORE or sector schedules such as: continued next page continued next page continued next page
continued from continued from previous page continued from
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
previous page | Construction Project Files continued from previous page previous page
GS550-18-10 Excludes records covered more specifically in CORE or sector schedules such as:
Rev.1 o As-Designed drawings (serving as As-Built drawings) covered by GS50-18-06 or GS2012-035;

Records filed/recorded with the county engineer covered by GS2012-031;
e Construction permits and inspections covered by GS2012-033;

e Contracts and agreements covered by GS2011-183, GS55-05A-06, étc.;

e Real propertyzownership records (SEPA;, contractspetc.) covered by GS55-05A-06x
Note: Per RCW 4.16.310, the statute of limitations for the commencement of actions or claims arising
from construction, alteration, repair, design, planning, survey, engineéring, etc., of improvements
upon real property is 6 years after substantial completion of construction or termination of services.
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS ALY DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-22 | Facility Systems/Equipment Retain for 6 years after the NON-ARCHIVAL
Rev. 1 Documentation of systems and equipment installed in facilities owned, leased or maintained | system or equipment is replaced | NON-ESSENTIAL

by the local government agency. Includes only systems and equipment that are not integral
to the structure of the facility and that may be replaced during the life of the facility, such as:
e Audio/visual;
e Fire and [ife safety (alarms, sprinklers, etc.);
e Heating, veéntilating and air conditioning (HVAE);
e Information technology (IT) wiring;
e Security.

Includes, but is not limited to:
e Installation drawings and other documentation integral to the maintenance and operation
of the system or equipment;
e System layout descriptions, specifications;
e Warranties.

or disposed of
then
Destroy.

OPR
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2.3 CONSTRUCTION

The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS LSl L) DESIGNATION

NUMBER (DAN) DISPOSITION ACTION
GS2012-036 |IT Applications — Noteworthy Retain until no longer needed ARCHIVAL
Rev.0 Records documenting the planning, technical design, construction, installation, for agency business (Appraisal Required)

implementation, post-implementation review and commissioning of the agency’s
noteworthy information systems (computer software applications, databases, websites, etc.)

Includes, but.issnot limited tozapplications which.are:
e Of particular significance to the agency orrcommunity;
e Consideredtorbe ground-breaking(first use’oftechnology to deliverampartictlaragency
service, 'etc.);
e Created or used to manage the agency’s archival records;
e Award recipients (local, state, national, international).

Includes contracts and agreements.

Note: For guidance on how to identify noteworthy IT applications, please contact Washington
State Archives.

and
all records within the
application have been migrated
on dispositioned in accokdance
with a eurrent approved records
retention schedule

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

NON-ESSENTIAL
OPR
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2.3 CONSTRUCTION
The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.
I?L\Ifl?rzi:TRllg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-03 | IT Applications — Technical Design and Implementation Retain until application or NON-ARCHIVAL
Rev. 2 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
Includes, but is not limited to: and
e Design documentation/detail; all records within the
e Databasé schema and dictionaries; application have been migrated
e Source codé: or dispesitioned in accordance
e System and program change descriptions/authorizations; with a current approved records
e Development plans (for testing, training, conversion, and acceptance); retention’schedule
e Release notes; then
¢ Operational and user instructions; Destroy.
e Acceptance testing.
Excludes noteworthy IT applications covered by GS2012-036.
GS2010-003 | IT Audit Trail - Infrastructure Retain for 1 year after date of NON-ARCHIVAL
Rev. 1 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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2.3 CONSTRUCTION

The activity of designing, planning and construction of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructure
(roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), and information systems (IT)(software, networks, etc.)
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION

RETENTION AND
AUTHORITY
NOMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2010-006 |IT Network — Design and Build Retain until no longer needed NON-ARCHIVAL
Rev. 1 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 cantrol'list of Internet Protocol (IP) address assignments;
e Uniform Resource Locator (URL)addresses andpasswords:
GS55-05G-04 | Standards and.Specifications Manuals Retain for.6.years.after ARCHIVAL
Rev. 1 Design and development standards and specifications approved by the agency’s governing superseded (Appraisal Required)
body for the construction, operation and maintenance of structures and infrastructure then ESSENTIAL
OFM

within the agency’s jurisdiction.

Transfer to Washington State
Archives for appraisal and
selective retention.
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2.4 DISPOSAL
The activity of disposing of the local government agency’s assets through sale or otherwise. Excludes hazardous materials/dangerous waste.
I?L\Ifll"rﬂi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06E-08 | Disposal of Assets (Non-Real Property) Retain for 6 years after disposal NON-ARCHIVAL
Rev. 1 Non-financial records relating to the process disposing of all agency non-real property of asset NON-ESSENTIAL
capital assets. Includes sale, auction, salvage, donation, etc. then OPR
Includes, but is not limited to: Destroy.
e Selling equipment, vehicles, machinery, art, etc.;
e Copy of vehicle/vessel report of sale, etc.;
e Surplus property transfer.
Excludes:
e Ordinances andiresolutions (and"@sseciated documents) authorizing the,auction of surplus
property covered by GS50405A-16 and GS50-01-25;
e Disposal of hazardous materials covered by GS50-19-02;
e Disposal of real property assets covered by GS55-05A-06;
e Purchase offers for agency assets declined by the agency covered by GS2012-030.
GS50-06B-23 | Waste Materials Analysis Retain for 6 years after analysis | NON-ARCHIVAL
Rev. 0 Records relating to the analysis of the agency’s waste materials (such as motor oil) used to | completed NON-ESSENTIAL
determine if the materials should be designated as non-hazardous or hazardous waste. then OPR
Includes reports. Destroy.
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2.5 HAZARDOUS MATERIALS MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS ALl DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-01M-04 | Authorizations/Certifications — Hazardous Materials Retain for 50 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications, inspections, and other NON-ESSENTIAL

authorizations acquired by the local government agency in relation to hazardous materials
created, maintained, disposed of, or in any way used by the local government agency, where
not covered by a more specific records series. Includes authorizations required by and/or
received from regulating authorities (local, state, federal agencies and/or courts).

Includes, but is notilimited to:

e Radioactive'materials licenses andsinspectionsipursuantito’chapter 246-220 through 254
WAC.

Hazardous materials include, but are not limited to:
e Toxic substances or harmful physical agents as defined by CFR § 1910.1020(c)(13);
e Hazardous materials as defined by RCW 70.136.020;
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous waste
as defined by RCW 70.105.010;
e Pesticides as defined by RCW 15.58.030;
e Hazardous chemicals defined by the U.S. Department of Labor, Occupational Safety &
Health Administration (OSHA) Hazard Communication Standards.

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

authorization superseded or
terminated
and
conditions of authorization
satisfied
and
violations(if.any) corrected
then
Destroy:

OPR
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2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS ALl DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-15 | Hazardous Materials/Dangerous Waste — Abatement and Remediation Retain for 10 years after ARCHIVAL
Rev. 1 Records relating to hazardous materials clean-up actions and investigations of incidents completion of project (Appraisal Required)
and/or disasters occurring within the agency’s jurisdiction and completed by or on behalf of or ESSENTIAL
OPR

the agency.

Projects include, but are not limited to:

e Comprehensive Environmental Response, Compensation and Liability. Act (CERCLA)
Superfund projects; sites listed on theDepartment of Ecology’s Hazardous Sites List (WAC
173-340-330);

e Abatemént, remediation, removal of potentially hazardous materials such as asbestos,
lead paint, lead in drinking water, contaminated soil, storage tanks (under or above
ground), etc;

e Clean-up of spills and releases of hazardous materials.

Records include, but are not limited to:

e Preliminary assessment/site inspection reports, remedial investigation/feasibility studies and
reports, risk and endangerment assessment, health and safety plans, etc.;

¢ Notifications (such as Emergency Release Notification of an Extremely Hazardous Substance (EHS)
in accordance with Comprehensive Environmental Response, Compensation and Liability Act
(CERCLA), or asbestos removal/disturbance notification required of local education agencies by the
Asbestos National Emissions Standards for Hazardous Air Pollutants (NESHAP) in accordance with
40 CFR § Part 61, Subpart M.)

e Contracts, abatement permits, consent agreements, record of decision (ROD), administrative
orders, plans (project operations, work, community relations, quality assurance, etc.);

e Sampling data, chemical analysis services, surveys, applicable or relevant and appropriate
requirements (ARARs), enforcement action, operation & maintenance, monitoring & review;

o (Potentially) responsible party searches and investigations; consent decrees;

e Alert notifications (email, web post, tweet, RSS feed, etc.).

10 years after terms of grant
agreement, whichever is later
then
Transfer to Washington\State
Archives;ferappraisal and
selective retention
and
Retain records not selected for
permanent preservation for 50
years pursuant to
42 USC § 9603 (d)(2).
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Local Government Common Records Retention Schedule (CORE)
Office of the Secretary of State Version 3.2 (August 20, 2015)
Washington State Archives

2.5 HAZARDOUS MATERIALS MANAGEMENT
Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

I?L\Ifl?rﬁi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-02 | Hazardous Materials/Dangerous Waste — Control/Inventory/Tracking/Disposal Retain for 50 years after end of NON-ARCHIVAL
Rev. 1 Records documenting the control, tracking, and disposal of the hazardous materials and calendar year ESSENTIAL
dangerous waste generated, transported, treated, stored, used, and/or disposed of by the then OPR
local government agency where no accident or incident has occurred. Destroy.

Includes, but is not limited to:

e Reports and.forms.required under.the Resource.Conservation and-Recovery.Act.(RCRA);

e Dangerous Waste Annual{Report filed with the Department of Ecology'in accordance
with WAC173-303-220;

e Materials Safety Data Sheet (MSDS)(WAC 296-800-180), annualinventory of chemicals,
emergency and hazardous chemical inventory form, Tier Two Chemical Inventory
Report, and all other forms and reports submitted to the State Emergency Response
Commission (SERC), Local Emergency Planning Committees (LEPC), the Department of
Ecology and/or local fire department as required by the U.S. Environmental Protection
Agency Emergency Planning & Community Right-to-Know Act;

e Toxic Release Inventory (TRI) reporting in accordance with 40 CFR § Part 372.

Excludes:

e Abatement/remediation records covered by GS50-19-15;

e Pesticide application covered by GS50-18-43;

e Hazardous materials/dangerous waste plans covered by GS50-19-08.

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

2. ASSET Page 67 of 182
MANAGEMENT


http://www.epa.gov/lawsregs/laws/rcra.html
http://apps.leg.wa.gov/wac/default.aspx?cite=173-303-220
http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-180
http://www.epa.gov/ceppo/web/content/epcra/epcra_storage.htm
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title40/40cfr372_main_02.tpl

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

2.5

HAZARDOUS MATERIALS MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local government agency’s hazardous materials.
Includes abatement and remediation.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-19-08
Rev. 1

Hazardous Materials/Dangerous Waste — Plans

Plans and procedures relating to the proper management of hazardous materials/waste
used, owned, stored, or created by the local government agency. May include information
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazardous
waste/materials in an effort to prevent contamination of humans, the environment, etc.

Includes, but_is.not limited to;

e Hazardous materials emergency response plans and procedures;

e Employee Right.to Know implementation plan;

e Hazardols waste plans prepared and submitted to the Departmeént of Ecology in
accordance with RCW'70.105.220;

e Asbestos management plans prepared in accordance with the Asbestos Hazard
Emergency Response Act (AHERA) and the Asbestos School Hazard Abatement
Reauthorization Act (ASHARA) in accordance with 40 CFR § Part 763.

Excludes hazardous materials reports and inventories covered by GS50-19-02 and abatement
records covered by GS50-19-15.

Note: Local hazardous waste plans (RCW 70.105.220) received by the Washington State
Department of Ecology are designated Archival in accordance with the Department of Ecology’s
records retention schedule.

Retain for 6 years after obsolete

or superseded

then

Transfer to Washington State

Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required)
ESSENTIAL
OPR

GS50-18-43
Rev. 1

Pesticide Application
Records documenting the local government agency’s application of pesticides to agricultural
land, roadsides, and/or landscapes as regulated by RCW 17.21.100 and WAC 16-228-1320.

Retain for 7 years after date of

pesticide application

then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.
I?L\Ifl")rzgll;llgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS50-18-08 | Inspections — Bridges Retain for 6 years after asset no | NON-ARCHIVAL
Rev. 1 Records relating to the inspection of bridges owned by the agency and performed in longer owned by agency ESSENTIAL
accordance with National Bridge Inspection Standards (NBIS) pursuant to 23 CFR § 650(C) then OPR
and 23 USC 151. Includes inspection diaries, field notes, etc. Destroy.
Excludes records held by the county engineer and covered by GS2012031.
Excludes reports‘covered by GS2012-044:
GS2012-037 | Inspections/Moanitoring.—Non-Regulated Retain.until.no longerheeded NON-ARCHIVAL
Rev. 0 Records documenting inspections/monitoring of assets owned, used or maintained by the for agency business NON-ESSENTIAL

local government agency, where not required by regulatory agencies. Includes inspections/
monitoring completed by agency staff and/or contractors. Includes structures and
infrastructure, equipment and systems, vehicles/vessels, IT hardware and systems, etc.

May include, but is not limited to:
e Temperature and humidity records;
e Equipment functionality/safety checks (vehicle daily checks, etc.);
e IT system health monitoring (benchmarks, real-time performance logs, etc.).
Excludes records covered more specifically in CORE or sector schedules such as:
e Regulated and/or environmental inspections/monitoring covered by GS51-07-10, GS50-
19-15, GS50-01-42, GS50-18-08, and GS2012-038;
e Traffic/light monitoring covered by GS50-18-33 and GS50-18-34;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

then
Destroy.

OPR
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS51-07-10 | Inspections/Monitoring — Regulated (Environmental) Retain for 30 years after end of ARCHIVAL
Rev. 1 Records relating to environmental monitoring of assets owned by the agency where calendar year (Appraisal Required)

required by regulatory agencies and where not covered by a more specific records series.
May include monitoring of soil, air, water (ground, drinking, surface, waste), etc.

Includes, but is notilimited to:
e Atmospheriéimonitoring of confinedsSpaces(WAC 296=809-50006).
Excludes records covered more specifically in CORE or sector/schedules such as:
e Hazardous materials abatement/remediation covered by GS50-19-15;
e Inspections/monitoring covered by GS50-01-42, Authorizations Received from Regulatory
Agencies — Assets;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.

Note: Local government agencies may need to retain these records longer in order to comply
with additional federal or state regulatory agency requirements.

then

Transfer to Washington State

Archives for appraisal and
selectiveretention.

NON-ESSENTIAL
OPR
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION

RETENTION AND
NLAJ\“L:I'LI-EI;)I:II;IZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012-038 | Inspections/Monitoring — Regulated (Non-Environmental) Retain for 6 years after end of NON-ARCHIVAL
Rev. 0 Records relating to non-environmental monitoring of assets owned by the agency where calendar year NON-ESSENTIAL
required by regulatory agencies and where not covered by a more specific records series. and OPR
Includes, butis,not limited to; violations (if any) corrected
e Airport self-inspections (14 CFR § 139.327); then
e Undergroundistorage tank (UST)sinspéctions(40:CFR §280:45); Destroy.
Excludes records covered more specifically in CORE or sector schedules such as:
e Bridge inspections covered by GS2012-031, GS50-18-08, and GS2012-044;
e Environmental inspections/monitoring covered by GS51-07-10 and GS2012-037;
e Hazardous materials abatement/remediation covered by GS50-19-15;
e Inspections/monitoring relating to an authorization/certification and covered by GS50-01-
42 or GS2012-033;
e Inspections/monitoring of assets not owned by the agency but monitored by the agency
in a regulatory capacity, which is covered in sector schedules.
Note: Local government agencies may need to retain these records longer in order to comply
with additional federal or state regulatory requirements.
GS50-18-34 | Monitoring (Traffic) — Analysis Retain for 6 years after analysis ARCHIVAL
Rev. 1 Compilations, analyses and reports prepared by the agency (includes contractors) relating to | or report completed (Appraisal Required)

traffic count/volume/flow, traffic lights/signals, traffic accidents/incidents, etc., on streets
and roads within the agency’s jurisdiction.

Includes, but is not limited to:
e Data analysis, summary reports and printouts, maps, etc.

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

NON-ESSENTIAL
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibrating, measuring or otherwise evaluating/confirming the functionality, safety, or performance of the
agency’s physical assets. Includes routine, preventive, predictive, scheduled and unscheduled assessments.
*Excludes inspections/monitoring completed by outside regulatory agencies, which is covered by GS50-01-42.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS EEITOL AP DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-33 | Monitoring (Traffic) - Raw Data Retain until no longer needed NON-ARCHIVAL
Rev.1 Raw data collected during the monitoring of traffic count/volume/flow, traffic lights/signals, |for agency business NON-ESSENTIAL

traffic accidents/incidents, and other information or statistics relating to traffic on the then
streets and roads within the agency’s jurisdiction.

Includes, but is notilimited to:

e Electronic data;video recordings;

e Accidentreports received from Washington State Patrol orother.law enforcement

agency, etc.

Excludes summary report compilations covered by GS50-18-34.

Destroy.

OFM
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2.7 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
GS50-03A-18 | Inventory — Capital, Expendable and Consumable Assets Retain for 4 fiscal years after NON-ARCHIVAL
Rev. 1 Records relating to the inventorying of the agency’s capital assets (as defined by agency date of inventory NON-ESSENTIAL

policy, ordinance, or resolution) and expendable assets (tagged or tracked using tags or
serial numbers in accordance with agency policy, ordinance, or resolution), and consumable
assets (including items offered for resale).

Capital assets may include, but are not limited to:
e Land, imprevements, infrastructure,.easements;rights-of-way;
e Buildings, leasehold improvements;
¢ Vehicles, machinery, computers,;equipment, furniture;
e Works of art and historical'treasures.

Expendable assets may include, but are not limited to:
e Computers, smart phones, global positioning system (GPS) devices.

Consumable assets may include, but are not limited to:
e Commodities (food, fuel, etc.);
e Supplies (office, forms, printing, mailing, linens, etc.);
e Forms, publications;
e Parts (for vehicles, printers, machines, etc.);
e School stores items (shirts, snacks, annuals, planners, yearbooks, etc.);
e Concession supplies, maps, code books;
e Grave markers.
Excludes:
e Hazardous materials inventories covered by GS50-19-02;
e Tree inventories (GS50-06B-25) and surplus property inventories (GS50-08C-06).

Note: Capital asset tracking information must be created in accordance with RCW 43.09.200, and is
covered by GS2011-182. For more information, please contact the Office of the State Auditor.

or
until disposition of asset and
completion of State Auditor’s
examination report, whichever
is sooner

then
Destroy:

OPR
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2.7 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
GS50-06B-05 | Inventory — Keys/Key Cards/Badges Retain until obsolete or NON-ARCHIVAL
Rev. 1 Records documenting the inventory of security badges or building keys/key cards issued to | superseded ESSENTIAL
employees (includes contractors and volunteers) and visitors to gain access to agency then OFM
facilities and resources. Destroy.
GS50-08C-06 | Inventory — Surplus Property Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the inventorying of surplus capital and/or expendable (tagged or tracked) | inventory record obsolete or NON-ESSENTIAL
assets. superseded OPR
then
Destroy.
GS50-06B-25 | Inventory — Trees Retain for 3 years after ARCHIVAL
Rev. 1 Records relating to the inventorying of trees on agency-owned property completed in inventory record obsolete or (Appraisal Required)

NON-ESSENTIAL

accordance with an agency-adopted policy regarding historical or ornamental trees. May superseded
. . . OPR
include number, type, age, and estimated height. then
Transfer to Washington State
Archives for appraisal and
selective retention.
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2.8 MAINTENANCE
The activity of performing legally required or voluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing security,
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unscheduled repair, remediation and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-039 | Maintenance — Major and/or Regulated Retain for 6 years after asset no | NON-ARCHIVAL
Rev.0 Records documenting all major maintenance AND all regulated maintenance (required by | longer owned by agency ESSENTIAL
then OPR

regulatory agencies and/or local, state or federal statute and/or court order/rule) which is
performed on assets owned, used, or maintained by the agency in order to ensure the full
useful life of the agency’s structures and infrastructure (buildings, roads, bridges, vehicles/
vessels/airgraft, equipment, IT hardware)etc.). Includes work performed by contractors.

Includes, but'isthet limited to:
e Instructions, maintenance manuals, vendor statements;
e Maintenance/repair history (logs, summaries, reports, etc., which may also include non-
regulated minor maintenance);
e Original defect and inspection reports;
e Service, repair and maintenance records (regulated and/or major);
e Work orders;
¢ Related correspondence.
Excludes:
e Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-031 and GS2012-044;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments, and
increases in efficiency) covered by GS50-18-10, Construction Project Files
e Contracts and agreements covered in the Contracts/Agreements section;
e Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.

Destroy.
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2.8 MAINTENANCE
The activity of performing legally required or voluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing security,
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unscheduled repair, remediation and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-040 | Maintenance — Minor Non-Regulated Retain for 3 years after end of NON-ARCHIVAL
Rev. 0 Records documenting maintenance performed on assets owned, used, or maintained by the | fiscal year NON-ESSENTIAL
agency that is minor in nature and NOT required by a regulatory agency. Includes minor then OPR
maintenance on structures and infrastructure (buildings, roads, bridges, equipment, Destroy.
vehicles/vessels/aircraft, IT hardware, etc.). Includes work performed by contractors.
Minor non+regulated maintenance may include, but is not limited to:
e Custodial, floer,and window cleaning;' lawn/gardeningpindoor planticare, etcs
e Paintingj furniture upholstery/refinishing, etc.;
¢ Vehicle andequipmentoil changes, tune-ups, filters, tires, etc.
Records include, but are not limited to:
e Service, repair and maintenance records (minor non-regulated);
e Related correspondence, work orders, lists/logs and reports.
Excludes:
e Maintenance records covered more specifically in CORE and sector schedules, such as
GS2012-039 and GS2012-031;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments,
and increases in efficiency) covered by GS50-18-10, Construction Project Files;
e Pesticide application covered by GS50-18-43;
e Contracts and agreements covered in the Contracts/Agreements section;
e Financial records covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of services
and documents maintenance performed), it must be retained according to the longer of the
applicable retention periods.
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2.9 PLANNING

The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-041 | Capital Construction Projects — Preliminary Plans (Project Not Completed) Retain for 6 years after decision ARCHIVAL
Rev. 0 Records relating to the preliminary planning of the agency’s capital construction projects not to proceed (Appraisal Required)
where the project is not completed. then NON-ESSENTIAL
Includes, but is not limited to: Transfer to Washington State OPR
e Preliminary drawings and specifications; Archives for appraisal and
e Public meeting materials (handouts,.comments,etc.); selective retention.
e Communications between contractors, consultants, public, etc.
Excludes project plans covered by records series in the Acquisition or Construgtion sections.
GS50-06A-01 | IT Applications==Planning:and Review Retain for 6 years after NON-ARCHIVAL
Rev. 2 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.
Excludes noteworthy applications covered by GS2012-036.

2. ASSET Page 77 of 182
MANAGEMENT




Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 3.2 (August 20, 2015)
Washington State Archives

2.9 PLANNING

The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

DISPOSITION RETENTION AND

AUTHORITY
S A S DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012-042 | Long-Range Asset Plans (Development) Retain for 6 years after final NON-ARCHIVAL
Rev.0 Records relating to the development of the agency’s long-range strategic plan(s) for the version completed NON-ESSENTIAL
management of its physical and intangible assets. then OPR
Includes, but is not limited to: Destroy.

e Forecasting, needs assessment, feasibility studies, surveys and reports;

e Goals and.ebjectives, long-range,vision;

e Annual review.
Excludes:

e Final versions of long-range asset plans covered by GS51-07-15;

e Preliminary plans for projects covered by GS2012-041 or GS50-18-10;
Excludes financial records relating to successful levy and bond proposals which are covered
by Financial Transactions — Bond, Grant and Levy Projects (GS2011-183).
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2.9 PLANNING

The activity of assessing the need for, and strategizing the acquisition, use, and disposal of, the agency’s physical assets (facilities, land, equipment,
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

I?L\Ifl?rngRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-07-15 | Long-Range Asset Plans (Final Version) Retain until superseded ARCHIVAL
Rev. 1 Final version of the agency’s long-range strategic plan(s) for the management of its physical then (Appraisal Required)
and intangible assets. Transfer to Washington State NON-ESSENTIAL
Includes, but is not limited to: Archives for appraisal and OFF
« Capital facilities/improvement plans; selective retention.
e Comprehensive solid waste,planspreparediinaccordance,with RCW-70.95.080;
e Environmental and conservation plans;
e Transportationyplans (such 'as comprehensivetransportation plans approvedbythe
legislative body/in accordance with RCW 35.77.010, Transpoktation Improvement Plans
(TIP) prepared in accordance with RCW 36.81.121, Annual Construction Program (ACP)
prepared in accordance with RCW 36.81.130, etc.).
Excludes:
e Plans retained as part of the records of the governing body and retained in accordance
with GS50-05A-13, Meetings — Governing/Executive;
¢ Plans held by the county engineer and covered by GS2012-031;
e Agency-wide strategic plans covered by GS2010-080;
¢ Project plans covered in the Construction section.
GS2012-043 | Short-Term/Routine Asset Plans Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the routine, short-term planning and management of the agency’s NON-ESSENTIAL

physical and intangible assets, where not covered by a more specific records series.

Excludes project plans covered by records series in the Acquisition or Construction section.

for agency business
then
Destroy.
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2.10 REPORTING

The activity of providing information as required by regulating authorities. Also includes internal agency reporting and voluntary reporting. Excludes
published reports covered in the Forms and Publishing section.

?Alfl"’l‘?lﬂzll?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-044 | Reporting/Filing (Mandatory) — Assets Retain for 6 years after report ARCHIVAL
Rev. 0 Records which are required to be filed with, or submitted to, an outside agency (including or document submitted (Appraisal Required)
the legislative authority) by federal, state or local law, or by court order/rule, which are then NON-ESSENTIAL
related to the agency’s assets, and which are not covered by a more specific records series. | Transfer to Washington State OPR
Includes, but is not limited to: Archives for appraisal and
o Reports/forms/certificates/lists;submission.confirmation,correspondence,inquiries, etcs; selective retention.
¢ Relocation assistance/real property acquisition and displacement activities/reports
submitted tofederal agencies in-accordance with' 49/CFR§24.9 and WAC 468=1002009;
« Bridge and road inspection/maintenance reports/plans required to be submitted or filed
with a regulatory agency by federal and/or state statute.
Excludes records held by the county engineer and covered by GS2012-031.
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2.11 SECURITY

The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 0 DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-002 | Authorization — Employee Access Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting the authorization of employee (includes contractors and volunteers) | termination of user’s access ESSENTIAL
access to agency structures, infrastructure, equipment, supplies, electronic systems, or OPR
networks, applications, electronic and physical records/data. 6 years after system or asset no
Includes, but.issnot limited to: longer in use, whichever is
e Requests and approvals for access and permissions; seoner
¢ Assignment ofisecurity identificationtbadges;building/card keys, access,codes; ete: then
Excludes “day.only” autherizations (security tag clipped to jacket, etc.)issued/to contract and gystgy
temporary employees, which are covered by GS50-06B-20.
MANAGEMENT
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-008 | Security Incidents and Investigations Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting security incidents and investigations relating to agency structures, investigation completed or NON-ESSENTIAL

infrastructure, vehicles, equipment, supplies, electronic systems, networks, applications,
electronic and physical records/data.

Incident documentation may include,but is netlimited to:
e Intrusion and event logs; surveillance recordings; photographic evidence;
e Weapons confiscation logs; vandalism reports; Voicemaillmessages;

o Staff/cohtractor/volunteer/visitor access/entry logs, swipe ‘carddata, login records, etc.

Investigation documentation may include, but is not limited to:
e Witness (and other) statements;
e Reports (to law enforcement, agency management, regulating authority, etc.);
e Corrective action taken; decision not to proceed with investigation;
e Correspondence, notes, recorded information.

Excludes accidents/incidents involving injuries to individuals which are covered in the Risk
Management or Industrial Insurance sections.

matter resolved, whichever is
later

then
Destroy.

OPR
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2.11 SECURITY
The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

I?L\Ifl?rﬂgTRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-20 | Security Monitoring — Employee and Public Access Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records documenting employee (includes contractors and volunteers) and public accessto | report or last log entry NON-ESSENTIAL
agency structures, infrastructure, equipment, supplies, electronic systems, networks, then OFM
applications, electronic and physical records/data. Destroy.
Includes, but.issnot limited to:
o Staff and visitoracaess/entry logs, swipe card data, etc.;
e Information‘system login recordss(audit logs); ete:
Excludes surveillance recordings covered by GS50-06B-18and routine'security monitoring
covered by GS2010-009.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
GS2010-009 | Security Monitoring — Routine Retain until determined that no | NON-ARCHIVAL
Rev. 1 Records relating to the routine security monitoring of the agency’s buildings, resources, and | security incident has occurred, NON-ESSENTIAL

information systems (network/system/data).

Includes, but is not limited to:

e Intrusion and event logs, intrusion alarm reports, etc.

e Security patrol logs.
Excludes records covered by GS50-06B-20 and GS50-06B-18.

Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.

then
Destroy.

OFM
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2.11 SECURITY

The activity of protecting the local government agency’s assets against danger, loss or threat. Includes structures (buildings, schools, power plants, park
facilities, transit centers, etc.), infrastructure (roads, sidewalks, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equipment
(motor pool cards, transit vehicles, etc.), and information systems (IT software, networks, etc.).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06B-18 | Security Monitoring — Oversight/Surveillance Recordings Retain for 30 days after last NON-ARCHIVAL
Rev. 1 Security recordings monitoring the agency’s infrastructure, buildings, vehicles, equipment, recording NON-ESSENTIAL
etc., where not covered by a more specific records series. or OFM
Includes, but is not limited to: until determined that no
o Audio/visuakrecordings (digital.or.analog); security incident has occurred,
o Data gerlerated by navigational and/or tracking devices used to frack and/or verify vehicle | Whichever is sooner,
routes, locations, or actions, suchrasiGlobalPasitioning'System (GPS)tracking'data) then
automatic vehicle locator (AVL) data, etc. Destroy.
Excludes surveillance recordings covered in sector schedules.
Note: If an incident occurs, records are covered by GS2010-008 or other relevant investigation
case file series.
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-004 | IT Automated/Scheduled Tasks Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to scheduled, computer-driven tasks including, but not limited to: for agency business NON-ESSENTIAL
e Event logs; then OFM
e Run reports and requests; Destroy.
e Task schedules;
e Successful completion reports.
GS2010-005 | IT Helpdesk Requests Retain for 1 year after NON-ARCHIVAL
Rev. 1 Records relating to,employee (includescontractors and volunteers) requeésts for advice and | finalization of request NON-ESSENTIAL
assistance inusing information technology systems and applications. then OFM
Note: Maintenance and repair of IT hardware is covered by DAN G52012-039 or GS2012-040. Destroy.
GS50-06A-05 | IT Systems Usage Retain for 1 year after activity NON-ARCHIVAL
Rev. 2 Records relating to the usage of the agency’s information technology and communication then NON-ESSENTIAL
systems to ensure appropriate use. Destroy. OFM
Includes, but is not limited to:
e Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
¢ 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).
GS50-06B-09 | Operating Manuals Retain until disposition of asset NON-ARCHIVAL
Rev. 1 Operating manuals, specifications, vendor statements, and other related documentation for then ESSENTIAL
assets owned, used or maintained by the agency where not covered by a more specific Destroy OFM
records series in CORE or sector schedules. or

Transfer to new owner.
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2.12 USAGE AND OPERATIONS
The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

I?L\Ifl?rﬁi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2014-029 | Tenant Files (Residential Housing) Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records relating to residential tenants in buildings/units owned, used or maintained by termination of lease/agreement | NON-ESSENTIAL
agencies where public housing/low-income housing subsidies are NOT provided pursuant or OPR
to Title 24 CFR. 6 years after conditions of grant
Residential housing may include, but is not limited to: satisfied (if applicable),
e Unsubsidized:housing; whichever is later
e HCFP Rural Rental Housing, Farm Labar Housing, Rural Rental Assistance, or other housing then
programs regulated by the UnitediStates Department ofABriculturé(USDA) purstant to | Destroy:
7 CER § XXXV;
e Rural Housing Stability Assistance Program regulated by the U.S. Department of Housing
and Urban Development (HUD) pursuant to Subtitle D of Title IV of the McKinney-Vento
Homeless Assistance Act (42 USC & 11408).
Includes, but is not limited to:
e Application, background check, etc.;
e Correspondence with tenants (including notifications, complaints and responses, notices
of entry of dwelling unit during tenancy, etc.);
e Executed lease/agreement;
¢ Inspections.
Excludes:
e Tenant files for housing programs provided pursuant to Title 24 CFR, which are covered in
the Housing Authorities Records Retention Schedule.
e Damage claims and collections covered by CORE series GS50-01-10 and GS50-03B-14.
Note: If litigation commences, these records become part of a litigation case file covered by CORE
series G553-02-04.
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (or granting temporary authority to use) its assets (buildings,
vehicles, equipment, goods, materials, resources, etc.).

I?L\Ifl?rzi:TRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-045 | Usage and Dispersal (Assets) Retain for 4 years after end of NON-ARCHIVAL
Rev. 0 Records relating to the dispersal and usage of the agency’s assets. Includes all assets owned, | fiscal year NON-ESSENTIAL
rented, leased and/or maintained by the agency. or OPR
Includes, but is not limited to: until completion of State
o Energy usage measurements; Auditor’s examination report,
e Facility, equipment.and vehicle.use.requests,checkout.logs, rental/use schedules, whichever is sooner
statistical reports; then
e Fuel/oil usagerand dispersal datappump/tank’audit reports; mileage'data, ete’; Destroy:
e Materials\disbursement, supplies drawn from central stores,stores reports, etc.;
e Pit and quarry material control files.
Excludes services (public utilities, transit, housing, etc.) covered in sector schedules.
Excludes authorizations issued by the local government agency (permits, certificates, licenses,
etc.), which are covered in sector schedules.
Note: Contracts, agreements and permits authorizing the use of the agency’s assets are covered
in the Contracts and Agreements section.
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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 Gyears NON-ARCHIVAL
Rev.0 Authority toiissue duplicated check or warrant.in.case of loss or destruction. Notarized oath NON-ESSENTIAL
that original was lost or destroyed and request for replacement. OPR
GS2012-046 | Billing Stubs Retain for 4 years after end of NON-ARCHIVAL
Rev. 0 Records accompanying payments submitted by customers to the agency noting the fiscal year NON-ESSENTIAL
amounts, methods, and/or details of the payments (billing stubs, remittance advices, or OFM
payment stubs, etc.). until completion of State
Note: Billing stubs bundled or filed with records requiring longer minimum retention periods Auditor's examination Report,
(such as GS2011-184 or GS2011-183) must be retained for the longer retention period(s). whichever is sooner
then
Destroy.
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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
GS2011-182 | 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: dispositipn of asset and .
e Acquisition (when & how purchased or constructed, purchase price); completion of State Auditor’s
e Improvements; examination report, whichever
e Depreciation; Issooner
e Deductions; then
e Disposal (when/& how disposed of, expenses related to the sale} etc.). Destroy.
GS50-03B-06 | CHECK STUBS OR DUPLICATE COPIES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS2012-047 | Collection Agency Reports Retain for 4 fiscal years NON-ARCHIVAL
Rev. 0 Reports received from collection agencies itemizing collections activities performed on or NON-ESSENTIAL
behalf of the local government agency. completion of State Auditor's OFM
examination report, whichever
is sooner
then
Destroy.
GS50-03A-10 | DISTRIBUTION OF EXPENDITURES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM

3. FINANCIAL
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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
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-03B-14
Rev. 2

Financial Disputes and Collections - General
Records relating to the agency’s financial disputes and attempts to collect funds, where not
related to real property ownership, and where civil litigation has not commenced.

Includes, but is not limited to:

e Accounts receivable and payable;

e Checks/warrants returned due to.non-sufficient.funds.(NSF);

e Correspandence, notices, invoices/statements, account closure;
e Damage and'lass claims (purchasing);

e Settleméent documentation.

Excludes hearing examiner case files covered by GS2011-173.
Excludes collections involving real property 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.

Retain for 6 years after matter
resolved

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

3. FINANCIAL
MANAGEMENT
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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. 2 Records documenting all resources received and expended by the agency for bond-, levy-, bond payment NON-ESSENTIAL

and/or grant-funded projects. Also includes authorized debt financing.

Includes, but is not limited to:

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

e Contracts and agreements (for non-capital assets only); includes negotiations, compliance
monitoring, etes;

e Documents supporting purchase/acquisition/construction and disposition/sales prices;

e Financial statements and reports (cash receipts transmittals, daily cash report/summary,
expenditure transactions, treasurer/finance officer reports, etc.);

e Grant/scholarship announcements, applications, evaluation summaries, award
notifications, etc., for funds awarded or received by the local government agency;

e Project cost/expenditure tracking record (staff time, etc.);

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

e Revenue bonds and coupons, registers, etc.;

e Trust indenture, loan agreement, etc.

Excludes:
e Sensitive Cardholder Data covered by GS2014-030;
e Contracts and agreements involving the agency’s capital assets which are covered by
GS55-05A-06 and GS2011-169;
e General and subsidiary ledgers covered by GS50-03A-15;
e Unsuccessful grant/scholarship applications covered by GS50-03C-07.

or
6 years after completion of
levy/grant project

or
terms of grant agreement,
whicheverisdater

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. 2 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, vouehers, fiscal purchasing/receiving.documents,.etc.);

¢ Billing statements; billing summaries (registers/ledgers); adjustments te'accounts (error
corrections, overpayment refundspeonsernvationfebates;etc.); delinquent acecounts lists;

e Financial statements.and reports (cash receipts transmittals,daily cash report/summary,
expenditure transactions, treasurer/finance officer, etc.);

e Registers and journals (general and subsidiary) for all funds and functions;

e Check/warrant registers;

e Petty cash.

Excludes:

e Sensitive Cardholder Data covered by GS2014-030;

e Levy-, grant-, and bond-funded transactions covered by GS2011-183;

o Utility meter readings covered in the Utility Services Records Retention Schedule;
e General and subsidiary ledgers covered by GS50-03A-15;

e Contracts and agreements;

¢ Annual financial reports covered by GS50-03D-02.

3. FINANCIAL
MANAGEMENT
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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
GS2014-030 | Financial Transactions — Sensitive Cardholder Data Retain until completion of NON-ARCHIVAL
Rev. 1 Specific Sensitive Cardholder Data elements obtained during electronic financial transactions | transaction NON-ESSENTIAL

where the agency stores, processes or transmits cardholder data received via point of sale
systems, phone, email, internet, paper, etc.

Sensitive Cardholder Data elements include:

e Primary Account Number (PAN) and credit card number, if different;

e Sensitive/Authentication Data (SAD) as defined by the Payment Card Industry Data Security
Standard (PCLPSS). Includes full track.data, PIN/PIN: blocks;zand 3- or4=digit customer
identification (CID) number printed on the front or back of paymenticard such as Card
IdentificatiomNumber(CIN), Card Verification"Value(CW), CardValidation Code (CVC):

Excludes data elements other than PAN and SAD that are received by the agency (such as
transaction number, date, amount, etc.), which must be retained pursuant to GS2011-183,
GS2011-184, or other applicable DAN.

Note: For additional information, please see Washington State Archives’ Records Management
Advice, Sensitive Cardholder Data Obtained During Payment Card Transactions.

then
Destroy.

OFM

3. FINANCIAL
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Page 93 of 182



https://www.pcisecuritystandards.org/
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
https://www.pcisecuritystandards.org/documents/navigating_dss_v20.pdf
http://www.sos.wa.gov/_assets/archives/RecordsManagement/Sensitive%20Cardholder%20Data.pdf

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

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
GS50-03A-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
6 years after completion of
levy/grant project
or
terms of grant agreement,
whicheverislater
then
Destroy.
GS50-03C-07 | Grant/Scholarship Applications — Not Approved Retain for 1 year after notify- NON-ARCHIVAL
Rev. 1 Records relating to unsuccessful grant and scholarship applications received or submitted by | cation of denial received or sent | NON-ESSENTIAL
the local government agency. Records may include applications, evaluations, denial then OFM
notifications, etc. Destroy.
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
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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 check and amount, etc.
GS55-05B-33 | UNCLAIMED PROPERTY RESEARCH/INVESTIGATIVE FILES— FUNDS REMITTED TO 6 years after property deemed NON-ARCHIVAL
Rev. 0 DEPARTMENT OFIREVENUE abandoned and funds remitted NON-ESSENTIAL

Research andhinvestigative records created to track.attempts to contactindividuals of 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.

to the Department of Revenue.

OPR

3. FINANCIAL
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3.2 AUDITING
The activity of verifying the accuracy of the local government agency’s financial accounts.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 ARCHIVAL
Rev. 0 Final report of audit findings. (Appraisal Required)
NON-ESSENTIAL
OPR
GS50-03A-26 | STATE AUDITOR’SIEXAMINATION REPORT Retain until no longer needed NON-ARCHIVAL
Rev. 1 Note: This recoFehis,retained permanently'by the'Office of thesState Auditorin.accordanee with its | fOr ageneysbusiness NON-ESSENTIAL
records reténtion schedule. 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/CERTIFICATION

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

DISPOSITION

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

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

include samples of signatures.

OPR

3. FINANCIAL
MANAGEMENT
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3.4

BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-185
Rev. 0

Banking — Accounts and Transactions

Records relating to the agency’s banking activities and documenting its banking transactions.

Includes, but is not limited to:
e Deposits and withdrawals (including Electronic Funds Transfers (EFT), International
Money Transfers (IMT), Automated Clearing House (ACH), etc.);
e Statements (bank, dividend, investment, etc.) and reconciliations;
e Records doecumenting the status,ef.and adjustmentsto.accounts;
e Stop payment reports/requests (and supporting documentation);
e Checks and'warrants issued by thesagency (ifreturnedbybank).

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.

Retain for 6 years after end of
fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS2011-186
Rev. 0

Banking — Deposited Items
Negotiable instruments received by the agency and deposited to the bank in a different
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.

Retain until deposit verified by
bank

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

3. FINANCIAL
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3.5 BUDGET
The activity of determining estimates of the local government agency’s future revenue and expenditures.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03D-05 | BUDGET OFEICER'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 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
S A S 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 DEPOSIT AUTHORIZATION CANCELLATION 4 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-07 | DIRECT PAYROLL DEPOSIT ENROLLEES DETAIL DATA 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-08 | DIRECT PAYROLL DEPOSIT HASH SHEET 1 year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-09 | DIRECT PAYROLL DEPOSIT PRE-NOTE DATA 1 year 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
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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
WithholdingdFaxiStatement W=4 -[Employees Withho|ding'ExemptionCértificates\W=9 - OFM
Request for Taxpayer ID Number and Certification
GS50-03E-16 | LABOR AND,INDUSTRIES REPORT ON PAYROLL 3lyears 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
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 If used.for.retirement NON-ARCHIVAL
Rev. 0 May be used for verification of|eligibility for retirement benefits. verification - 60 years. ESSENTIAL
Note: Either the'individual employee'pay history or the payrollregister mustbe kept for long- If NOT usedor retirement OPR
term verification of retirement/eligibility. verification - 3 years.
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 (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
NS;E;?:SZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS50-03E-24 | STATE EMPLOYEES RETIREMENT TRANSMITTAL 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-03E-25 | SUPPORTING DOCUMENTS AND REPORTS — PAYROLL Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Documentation of status of and adjustments to payroll accounts. fiscal year NON-ESSENTIAL
or OFM
until completion of State
Auditor’'s examination report,
whicheverisisooner
then
Destroy.
GS50-03E-04 | TIME CARDS/TIME SHEETS If used for retirement NON-ARCHIVAL
Rev. 0 Daily, weekly, or monthly time accumulation reports. May be used as retirement verification - 60 years. If NOT ESSENTIAL
verification. used for retirement verification OPR

Note: Retain for 60 years if employee pay histories or payroll registers are not used for
retirement verification.

- 4 years. Time records subject
to federal audit should be
retained per federal
requirements.
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3.7 PLANNING
The activity relating to planning financial strategies and processes in regard to revenues and expenditures. Includes benrd levy and bond planning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012-048 | Impact Fees - Rate Setting Retain for 6 years after rates NON-ARCHIVAL
Rev.0 Records relating to setting impact fee rates for the collection of taxes by regulatory superseded NON-ESSENTIAL
authorities. Includes inquiries, notifications, etc. then OPR
Includes, but is not limited to, fees calculated for collection pursuant to: Destroy.
e RCW 36.73.120, Transportation improvements;
e RCW 39.92.050, Transportation Impact Fee;
e RCW 82.02.050, Impact fees,— Intent.— Limitations;
e RCW 36.70A.350, Growth Management Act;
e RCW 43.21C.060, State Environmental Policy Act;
e RCW 58.17.110(2)(b),State Subdivision Act.
Excludes approvals by governing bodies, and capital facilities plans covered elsewhere in CORE.
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 costs separated from estimated costs.
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3.7 PLANNING

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

DISPOSITION

RETENTION AND
NSIL\:I.II:I;;”(‘II:;I-AYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS53-02-06 | Levy and Bond Planning — Successful Retain for 6 years after final 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 Local Improvement District levy project NON-ESSENTIAL
(LID) and Road Improvement District (RID) bond projects. then OPR
Includes, but is not limited to: Transfer to Washington State
e Preliminary studies, proposals, prospectuses, budget requests, decision packages, etc.; Archives for appraisal and
e Legal opinions; authorizations and-certificates.forissuance;.cancellation and.exchange selective retention.
records; lbond counsel opinions; other|legal documents;
e Communications and documentation‘relatedtothe issuance of bondsito financeany
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 Long-range facilities plans covered by GS51-07-15;
e Asset-specific records covered in the Acquisition/Ownership and Construction sections
(for LID and RID projects, etc.).
¢ Design and construction records for LID and RID projects covered by GS2012-031, GS55-
05A-06, GS50-18-10, or sector schedules.
GS2011-188 | Levy and Bond Planning — Unsuccessful Retain for 6 years after levy NON-ARCHIVAL
Rev. 1 Records relating to the financial planning of unsuccessful capital improvement and/or failure or decision to not NON-ESSENTIAL

operations & maintenance levy and bond proposals. Includes Local Improvement District
(LID) and Road Improvement District (RID) bond projects.
Includes, but is not limited to:
¢ Preliminary studies, proposals, prospectuses, budget requests, decision packages,
communications, legal opinions, etc.

proceed
then
Destroy.

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.

I?L\Ifl?rzi:TRllg\ll\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 Request for proposal or bid (RFP), request for qualifications/quotations (RFQQ), Destroy.
specifications;.etc.;
e Notices (filed with county clerk, newspaper, etc.);
e Bid proposalsjievaluation documents; statements of gualification, applications; ete.
Excludes contractsand agreements covered inthe 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.
GS50-08A-02 | CONSULTANT AND CONTRACTOR ROSTERS Destroy when superseded plus 6 | NON-ARCHIVAL
Rev. 0 years 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
GS50-08A-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 for an exception of the purchasing process when a department exceeds the dollar NON-ESSENTIAL
limit when purchasing an item. Files document the approval authorization for emergency. OFM
purchases Uunder an amount set by the agency. Includes correspondence, copy of invoice,
log of requests)ietc.
GS50-06E-21 | EQUIPMENT/VEHICLE PARTS/ORDERS 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
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
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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

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-08A-06 | PRICE CHECKS AND INFORMAL QUOTATIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
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 théshipment'is NON-ESSENTIAL
correct and complete. OPR
GS50-08A-10 | REQUISITIONS 6 years NON-ARCHIVAL
Rev.0 Official statement documenting the purchase of commaodities, goods, or services subject to NON-ESSENTIAL
bid. OPR
GS50-08A-12 | WITHDRAWAL/CANCELLATION/ CHANGE OF PURCHASE ORDERS 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
GS50-08A-13 | WOMEN AND MINORITY 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 regulating authorities.

DISPOSITION
AUTHORITY 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

governing body in accordance with statute, charter, and/or agency policy.

superseded

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

(Appraisal Required)
NON-ESSENTIAL
OPR

GS50-03C-01 | Continuing Grants — Annual FinancialStatus:Reports
Rev. 1 Annual report submitted for continuing grants containing summaries and breakdowns of

Retainifordayearsmafter
submission of report

NON-ARCHIVAL
NON-ESSENTIAL

expenditures fofthe 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.

Includes, but is not limited to:
¢ Progress statements;
e Expenditure of funds;
e Periodic, annual, special, and final reports.

Excludes continuing grant reports covered by GS50-03C-01.

submission of final report
or
for period required by grant/
program, whichever is later
then
Transfer to Washington State
Archives for appraisal and
selective retention.

(Appraisal Required)
NON-ESSENTIAL
OPR
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3.9 REPORTING

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

DISPOSITION

RETENTION AND
AUTHORITY
S A S DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011-189 | Reporting/Filing (Mandatory) — Financial Management Retain for 4 years after ARCHIVAL
Rev. 1 Records relating to financial management and submitted to regulatory agencies as required | submitted to regulatory agency | (Appraisal Required)
by federal, state or local law, where not covered by a more specific records series. Includes then NON-ESSENTIAL
. . .. . .. . OPR
reports, confirmation of submission, correspondence, inquiries, etc. Transfer to Washington State
Includes, but is not limited to: Archiv.es for appraisal and
e Report of known or suspected loss of public funds or assets or other illegal activity filed selective retention.
with the Office of the State;Auditorin accordance with,REW 43.09.185.
GS55-05B-31 | UNCLAIMED PROPERTY REPORT — FILED WITH DEPARTMENT OF REVENUE 6\years after report filed NON-ARCHIVAL
Rev.0 Report filed with the Department of Revenue that identifies unclaimed property for agency. NON-ESSENTIAL

Note: Reference;RCW 63.29:470.

OPR

3. FINANCIAL
MANAGEMENT

Page 110 of 182



http://apps.leg.wa.gov/rcw/default.aspx?cite=43.09.185
http://apps.leg.wa.gov/rcw/default.aspx?cite=63.29.170

SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

3.10 TAXES
The activity of paying or collecting taxes.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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.OCCUPATION TAX DEBIT AND.CREDIT NOTICES 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
GS50-12D-05 | BUSINESS AND OCCUPATION/TAX TRANSMITTALS 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
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. 3131.2009.

OPR
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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 contractors and volunteers) receiving authorization/approval, or fulfilling certification requirements, as
required by regulating authorities or the agency 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 sector schedules.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS AL DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-190 | Authorizations/Certifications — Human Resources (General) Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification NON-ESSENTIAL

acquired bydocal'government agency employees in certain positions'(includes contractors
and volunteers) that are either required by or received from regulating authorities (such as
local, state or federal agencies and/or court order/rule), where not covered by a more
specific records.series. Includes applications/confirmations, correspendence, reports;
violations/corrections, etc.

Includes, but is not limited to:
e Appointed (assigned) counsel certification of compliance pursuant to Washington State
Supreme Court Order #25700-A-1004;
e Board of Pharmacy registration (animal control agencies) pursuant to RCW 69.50.310;
e Drivers’ licenses (individual or commercial);
e Emergency Medical Technician (EMT) certification or recertification.
Excludes health care provider licenses covered by GS2011-191.

superseded or terminated
then
Destroy.

OPR
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4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees (includes contractors and volunteers) receiving authorization/approval, or fulfilling certification requirements, as
required by regulating authorities or the agency 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 sector schedules.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-19-09 | Authorizations/Certifications — Human Resources (Hazardous Materials Handling) Retain for 50 years after NON-ARCHIVAL
Rev. 1 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification ESSENTIAL
acquired by local government agency employees in certain positions (includes contractors superseded or terminated OPR
and volunteers) that relate to the handling of hazardous materials and are either required then
by or received from regulating authorities (local, state or federal agencies and/or courts). Destroy.
Includes trained personnel lists.
Note: There s no limitation of/iaction on the agency’s liability forithe exposure of individuals to
hazardous materials.
GS2011-191 | Authorizations/Certifications — Human Resources (Health Care Providers Licensed by Retain for 8 years after NON-ARCHIVAL
Rev. 1 Washington State) authorization superseded or NON-ESSENTIAL

Records relating to mandatory licenses received from Washington State Departments of
Health or Licensing by local government agency employees (includes contractors and
volunteers) for the provision of health care or related services. Includes physicians, nurses,
psychologists, physical therapists, physician’s assistants, and all other health care providers
licensed by Washington State.

Note: See RCW 4.16.350.

terminated
then
Destroy.

OPR
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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 S 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 JRIPSREDUCTION PROGRAIMAD MINISTRAT IVE-EILES 2 years NON-ARCHIVAL
Rev. 0 Program administration documentation. 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
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 ASSISTANCE PROGRAM FILES 4 years NON-ARCHIVAL
Rev. 0 Quarterly reportsycontracts, RFPs: NON-ESSENTIAL
OFM
GS50-04D-02 | EMPLOYEE BENEFIT CONTRACTS/POLICIES/PLANS Until superseded or coverage NON-ARCHIVAL
Rev. 0 Includes insurance, deferredicompensation, 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
for employees that have withdrawn from agency's pension system, but retain rights to re-
vest.

OPR
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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
Documentationmof appropriate;dispersalof employee retirement benefits. for employeesjthat
have withdrawn from the agency's pension system, but retain rights to re-vest.
GS50-04D-06 | LISTING OF_PARTICIPANTS COVERED BY AGENCY HEALTH INSURANCE PROVIDERS — 3lyears 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 Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 fiscal year NON-ESSENTIAL
or OPR

until completion of State
Auditor’s examination report,
whichever is sooner

then
Destroy.
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 | UNEMPLOYMENT,INSURANCE,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
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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 (Appraisal Required)
ESSENTIAL
OPR
GS50-01-54 | AFFIRMATIVE ACTION|STUDIES AND REPORTS 5 years 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
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND 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
Destroy.
GS50-06C-01 | INDUSTRIAL INSURANCE CLAIM LOG 3\years 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;
¢ 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.
DISPOSITION
AUTHORITY 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 relatingsto injury andidisabilityarelief.claims:filedsbyvolunteerfire fighterssand closed NON-ESSENTIAL
reserve officers in‘accordance with chapter 41.24 RCW, then OPR
Note: Claims filed With the State Board for Volunteer Firefighters.and ReserveXOfficers (SBVFRO) | Destray.
are retained permanently.in accordance with the SBVFRO’s records\retentionschedule.
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
accordance with Title 51 RCW and Title 296 WAC. Includes, but is not limited to, Reports of
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.

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.
I?L\Ifl?rngRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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&l retainsscompensablesclaimsiforsZ5 yearssandinon=compensablesclaims for40wyearsyin
accordance\with its'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 claimsifiledhby.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.
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4.5 LABOR RELATIONS
The activity of managing relationships dealing with the negotiation of labor.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-50 | COLLECTIVE BARGAINING AGREEMENTS Termination plus 6 years ARCHIVAL
Rev. 0 (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 | agreement (Appraisal Required)
Archives branchssubjectito any restrictions.provided-by.collective.bargaining.contracts.and NON'(E)SFS“EINHAL
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
MANAGEMENT
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
I?L\Ifl?rzi:TRllg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-45 | CIVIL SERVICE CASE FILES - NOT HEARD Administrative Closure plus 3 NON-ARCHIVAL
Rev. 1 Cases may not be heard for the following reasons: unprepared, resolved, referred to another | years. NON-ESSENTIAL
jurisdiction, ineligible employees or withdrawn. OFM
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).
GS50-04B-35 | CIVIL SERVICE COMMISSION CASE FILE Case resolved or closed plus 6 NON-ARCHIVAL
Rev. 1 Documentatiof'of.cases of violationstordisciplinaryractions'submittedtoythe CivikService years NON-ESSENTIAL
Commission. OPR
Excludes the records ofi Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and.GS50-01=12 (communications).
GS50-04B-37 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW FILED Petition for review or petition NON-ARCHIVAL
Rev. 1 Exhibits from Civil Service Commission hearings for which petitions for review and/or for reconsideration filed plus 3 NON-ESSENTIAL
petitions for reconsideration have been filed, including documents, affidavits and years, whichever is later. OFM
depositions.
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).
GS50-04B-38 | CIVIL SERVICE COMMISSION EXHIBITS - PETITION FOR REVIEW NOT FILED Expiration of review or NON-ARCHIVAL
Rev. 1 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
depositions.

Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13
(meetings), and GS50-01-12 (communications).

years

OFM
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-39 | CIVIL SERVICE COMMISSION INVESTIGATION FILES Case resolved or closed plus 6 NON-ARCHIVAL
Rev. 1 Documentation of investigation of improper hiring decisions and practices. years NON-ESSENTIAL
Excludes the records of Civil Service Commissions covered by GS2011-173 (hearings), GS50-5A-13 OPR
(meetings), and GS50-01-12 (communications).
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 resolved NON-ESSENTIAL
local governméntagency by its employees. then OPR
Excludes: Destroy.
e Appeal hearings'records of the local decision-making body.covered by GS2011-173.
e Civil rightsyielation complaints covered by GS50-04C-04.
GS50-04B-46 | Employee Misconduct Investigation Files — Sustained Retain for 3 years after case NON-ARCHIVAL
Rev. 2 Documentation compiled in official investigations of employee misconduct that result in closed NON-ESSENTIAL

findings of misconduct by the employee, which may include the complaint initiating the
investigation, investigative reports, statements, taped information, corrective action,
correspondence and notes.

Excludes:
¢ Accusations/investigations of certain school/district employees covered more specifically
in the School Districts and Educational Service Districts Records Retention Schedule;
e Records covered by LE03-01-05 or LE2010-059 in the Law Enforcement Records Retention
Schedule;
e Investigative summary reports covered by GS50-04B-06, Personnel File;
e Workplace violence case files covered by GS50-05A-24.

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

then
Destroy.

OFM

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.
I?L\Ifl?rﬂi:Tkllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-47 | Employee Misconduct Investigation Files — Unfounded Retain until case closed NON-ARCHIVAL
Rev. 2 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.
Excludes:
o Accusations/investigations,of certain school/district employees covered more specifically.
in the School Districts and Educdational Service Districts Records Retention Schedule;
e Records covered by LE03-01-05 enkE2010-059%n"the LawEnforceméntRecords'Retention
Schedule;
Note: Collective bargaining agreements and civil service rules & regulations may require a longer
minimum retention period.
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 closed plus 6 years 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.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCE

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Liauta L e [ DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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
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.

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
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
GS50-06B-26 | Confined Space Permit Files Retain for 1 year after obsolete NON-ARCHIVAL
Rev. 1 Records of internally-issued permits (notices) for individual entries into confined spaces as | or superseded NON-ESSENTIAL
provided by chapter 296-809 WAC, which should include documentation that required then OPR
safety procedures werne followed. Destroy:
Excludes atmespheric monitoring records covered by GS51-07-10.
Note: Reference WAC 296-809-50006.
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
their physical ability to perform essential job functions.

Excludes hazardous materials exposure records 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.

then
Destroy.

OPR
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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
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: ReferencesWAC 296-802:20005:
GS51-05D-11 | ERGONOMIGEILES Last action taken plus 3'years NON-ARCHIVAL
Rev. 0 Ergonomic files document the analysis, action, and measures:taken. to adjust workplace NON-ESSENTIAL
environmentite;hélp prevent work-related injuriessgFiles 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 results,
corrective action taken if any, etc.

OPR
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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
GS50-06C-21 | OCCUPATIONAL INJURIES AND ILLNESSES U.S. BUREAU OF LABOR STATISTICS LOG AND 5 years 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 EILTEST RECORDS Destroy.after, next test NON-ARCHIVAL
Rev.0 | Note: Reference WAC 296-842-12010. administered NON-ESSENTIAL
OFM
GS51-05D-08 | RESPIRATOR,PROGRAM.FILES Destroy when obsoletelor NON-ARCHIVAL
Rev.0 Note: Reference WAC 296-842-12010. superseded NON'(EDSFSI\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 as the certification of assessment for the workplace.

Note: Reference WAC 296-800-16010.

OPR
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48  PERFORMANCE MANAGEMENT

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 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 Retain for 3 years after NON-ARCHIVAL
Rev. 1 Evaluation of employee work perfarmance, prepared by supervisor.on a regular schedule. completion of evaluation NON-ESSENTIAL
Includes probatiomrecords/evaluations where not related to.misconductor corrective then OFM
action. Destroy.
GS50-04B-29 | WORK ASSIGNMENT RECORD, SCHEDULE OR LOG 3 years NON-ARCHIVAL
Rev. 0 Documentation of day-to-day tasks or projects assigned 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
NS;‘LI;;)?II;ZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2014-031 | Disclosure of (Former) Employee Information to Prospective Employers Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to the disclosure of information about former employees to prospective disclosure of information NON-ESSENTIAL
employers or employment agencies pursuant to RCW 4.24.730. May include written log, then OPR
disclosure releases/statements, copies of information provided, etc. Destroy.
Excludes:
e Disclosure of information about current employees, which is covered by GS50-04B-06,
Personnel File;
e Public records requests covered by GS2010-014.
GS50-04B-27 | DRUG/ALCOHOLTEST 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 RESULTS OR CANCELED TESTS (AGENCY Results posted or test 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 of award plus 2 years. 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
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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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-14 | EMPLOYEE DIRECTORY/ROSTER 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.
GS50-04B-06 | Personnel File Retainiforbryearsmafter NON-ARCHIVAL
Rev. 3 May includepbut is not limited to: termination of employment ESSENTIAL
then OFM

e Application foremployment when hired, start of employment, identification;
e Citations, letters of recommendation;
e Criminal history, background checks and investigations; polygraph and psychological

testing, etc.

e Employment status, position descriptions and job classifications, personal history cards,

raises, etc.;

e Evaluation of applications of recognition of non-college credit courses;

e Exit interview;

e Bonds of officials (elected and appointed);
e Retirement or disability resulting in employment termination;
e Summary report of employee misconduct investigations (sustained only).

Excludes oaths of office covered by GS2012-023 and the County Auditor Records Retention

Schedule.

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

minimum retention period.

Destroy.
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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-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 to meet the current and future needs of the agency

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) 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
GS2012-049 | Organizational Charts Retain until superseded ARCHIVAL
Rev. 0 Diagrammatical representations of the structure of the agency and internal reporting then (Appraisal Required)
relationships. Transfer to Washington State NON-EOSIS:NTIAL
Archives for appraisal and
selective retention.
GS50-04B-07 | POSITION CLASSIFICATION STUDIES Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Details on specific'role'and pasition of each job title, duties, obligatiens, etc. superseded plus 6 years NON-ESSENTIAL
OFM
GS50-04B-08 | POSITION DESCRIPTION HISTORY FILES PERMANENT NON-ARCHIVAL
Rev.0 A history of positions, classifications, and corresponding job descriptions as these positions NON-ESSENTIAL
are revised. (Serves as writing aid for the development of future positions.) OPR
GS2014-032 | Workforce Planning Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 0 Records relating to planning activities to develop the agency’s workforce, such as skills or superseded NON-ESSENTIAL

inventories/assessments, diversity planning, succession planning, recruitment and retention
planning, etc.
Includes, but is not limited to:

e Final plans;

e Records relating to the development of plans;

e Related correspondence.

then
Destroy.

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)SFSI\EINT'AL
Note: One copysof.eachsavailable repertishouldsbesassembledsfor.transferto.RegionalArehives:
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,have not 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 (INS) Documents — Immigration And Naturalization Services Retain for 1 year after NON-ARCHIVAL
Rev. 1 Documents used to verify employment eligibility within the United States. Records may termination of employment NON-ESSENTIAL

include, but are not limited to, federal I-9 forms and copies of passport, valid driver's license,
certificate of naturalization, etc.

Note: Reference 8 CFR § 274a.2(a)(2).

or
3 years after date of hire,
whichever is later

then
Destroy.

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/ PERSONNEL ACTION.REQUEST 3 years NON-ARCHIVAL
Rev. 0 May contain position specifications, needs analysis, and authorization signatures. 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
questions 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

4. HUMAN RESOURCE
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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/Filing (Mandatory) — Human Resources Retain for 4 years after ARCHIVAL
Rev. 2 Records relating to human resources and submitted to regulatory agencies as required by (Appraisal Required)

federal, state or local law, where not covered by a more specific records series. Includes
reports, confirmation of submission, correspondence, inquiries, etc.

Includes, but is not limited to:
e Employer Information Report EEO-1 filed with the Equal Employment Opportunity
Commissiongin,accordance with,29.CER § 1602.7;
e Elementary-Secondary Staff Information Report EEO-5 filed withthe Equal Employment
Opportunity'‘Cemmission in accordance with™29°CFR § 1602.41;
e New HireReports 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).

submitted to regulatory agency
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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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
NUMBER (DAN) 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 years NON-ARCHIVAL
Rev.0 Files documenting the training history of individuakemployees who havesparticipatedsin 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.
Tﬁiﬁgggy DESCRIPTION OF RECORDS LA ule L1 DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
GS2010-011 | Forms — Accountable Retain for 3 fiscal years NON-ARCHIVAL
Rev. 0 Unused, pré-numbered forms such as checks, receipts, invoices) meal tickets and licenses. or NON-ESSENTIAL
until completion of State OFM
Auditor’s examination report,
whicheveriis'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-ESSENTIAL
ready copies, original photographs/images, etc.) Destroy. OFM
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 Records relating to the design, creation, and revision of agency-created forms and for agency business NON-ESSENTIAL

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

5. INFORMATION
MANAGEMENT
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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.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06F-04 | Publications — Master Set Retain until no longer needed ARCHIVAL
Rev. 4 Master set of all publications created by the agency and intended for distribution to the for agency business (Appraisal Required)

agency’s customers, clients, community or the general public. Also includes source materials
(.pdfs, camera-ready copies, original photographs/digital images, etc.).
Publicationsdneclude, but are not limitedsto:

e Reports,imanuals, brochures;

e Newsletters, magazines, journals;

o Official/municipal code;

e Maps, plans, charts;

¢ Audio/video recordings and films/presentations.

Excludes annual reports covered by GS50-05A-04.

then
Contact Washington State
Archives.for.appraisal.and
selective retention.

NON-ESSENTIAL
OFM
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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-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 Retainwuntilno longerneeded NON-ARCHIVAL
Rev. 1 Records describing the library information sources owned by the agency. for 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:

e [tem circulation history;

e User/patron records (applications for membership, borrower registration,
parent/guardian permissions).

Excludes interlibrary loans covered by DAN GS50-12A-08.

then
Destroy.

OFM
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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: unti! completio.n of.State OPR
e Accession and deaccession (discard) of items; AUC_“tOF s e?<am|nat|on report,
e Interlibrary loans; whichever is sooner
o Shelf list/inventory of holdings. then
. . Destroy.
Excludes special collections covered by GS2010-023.
Note: Agreements relating to bequests are covered by GS50-01-4.1.
GS2010-023 | Collection Control — Special'Collections Retain‘until'specialéollection 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
° |nter|ibrary |Oans; ArChiVes for appraisa| and
« 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.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS UL 5 ) 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.).

Includes, but is not limited to:

o Certified/registered/insured mail logs and return receipts;

e Postage meter.logs/reports;

e Private ground'delivery registers/receipts (UPS, Federal Express, etc.);

e Signed pick-uprand delivery receipts;

e United States Postal Service (USPS) forms/(certificate of bulkkmailing, etc.).

Note: Contracts/agreements/permits relating to mailing services and equipment are covered by
GS50-01-11.

until completion of State
Auditor’s examination report,
whichever is sooner

then
Destroy.

OPR

5. INFORMATION
MANAGEMENT

Page 143 of 182




Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

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.
?Alfl"’l‘?lﬂzll?y 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 G52010-014. Destroy.
GS2010-014 | Public Disclosure/Records Requests Retain for 2 years after public NON-ARCHIVAL
Rev. 2 Records relating to requests from the general public for access to the agency’s public records | records request fulfilled NON-ESSENTIAL
in accordance™With chapter 42156 RCW: theh OPR
Includes, butiis.not limited to: Destroy.
e Internal,and external correspondence relating to the request;
e Records documentingithe'public records provided to the requestom(copies omlistsiof 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).
Page 144 of 182
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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 scanning requirements and/or microfilm
standards, please visit our webpage: http://www.sos.wa.qgov/archives/RecordsManagement/Destruction-of-Public-Records.aspx.
%ﬁﬂggy 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.issnot limited to; then OFM
o Migration of digital records (mapping schemas, testing reports, etc.); Transfer to Washington State
o Digitization ofipaper-based recordss(tests, inspection results, etc.); Archivesifomappraisal and
o Microfilfming of/digital and/or paper-based records (arrangement.of originals, guide selective retention.
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.);

¢ 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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SNS

Office of the Secretary of State

Washington State Archives

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 scanning requirements and/or microfilm

standards, please visit our webpage: http://www.sos.wa.qgov/archives/RecordsManagement/Destruction-of-Public-Records.aspx.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2010-017
Rev. 2

Source Records — Imaged (Archival)

Archival source records which have been imaged using one of the following processes, and
provided that the converted records are retained in accordance with a current approved
records retention schedule:

e Scanned/digitized in accordance with Washington State Requiremeénts for.the Destruction of
Non-ArchivahPaper Records After Imaging, follewing all recomimendations specifie;tos“long-
term recerds”;

e Scanned/digitized in accordance with a valid approval by Washington'State Archiveslegacy
processes (Electronic Imaging System (EIS) or Early Destruction After Digitization (DAD) ; or,

o Microfilmed in accordance with Washington State Standards for the Production and Use of

Microfilm.

Excludes records covered in the County Clerks and Superior Court Records Retention Schedule.

Retain until verification of

successful conversion
then

Contact Washington State

Archives for appraisal and

selectivesretention.

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL
OFM

GS50-09-14
Rev. 3

Source Records — Imaged (Non-Archival)
Non-Archival source records which have been imaged using one of the following processes
and provided that the converted records are retained in accordance with a current approved
records retention schedule:
e Scanned/digitized in accordance with Washington State Requirements for the Destruction of
Non-Archival Paper Records After Imaging;
e Scanned/digitized in accordance with a valid approval by Washington State Archives’ legacy
processes (Electronic Imaging System (EIS) or Early Destruction After Digitization (DAD); or,
e Microfilmed in accordance with Washington State Standards for the Production and Use of
Microfilm.
Excludes records covered in the County Clerks and Superior Court Records Retention Schedule.

Retain until verification of

successful conversion
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
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 scanning requirements and/or microfilm

standards, please visit our webpage: http://www.sos.wa.qgov/archives/RecordsManagement/Destruction-of-Public-Records.aspx.

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS 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:
o Digital records which are migrated to another digital format;
e Magnetic records (VHS, cassette tapes,reel to reel, 8-track tapes, etc.)which are
migratedtéranother 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.

then
Destroy.

OFM
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MANAGEMENT

Page 147 of 182



http://apps.leg.wa.gov/WAC/default.aspx?cite=434-662-040
http://www.sos.wa.gov/archives/RecordsManagement/Destruction-of-Public-Records.aspx

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

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).
?Alfl"’l‘?lﬂzll?y DESCRIPTION OF RECORDS RETENTION AND 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 appraisal and
selective retention.
GS2010-020 | Conservation (Non-Archival) Retain until'the Non-Archival NON-ARCHIVAL
Rev.0 Conservatioh, treatment.recofds documenting repair to public tecords designated as Non- records have been destroyed 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;

« Certificates/Notices of destruction.

5. INFORMATION
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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).
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
. . OFM
Includes, but is not limited to: then
e Requests/approvals to upload/update/remove content; Destroy.
¢ Confirmation of content upload/update/removal;
¢ Point-in-timeytecord 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.
GS50-09-02 | Records Control Retain until no longer needed NON-ARCHIVAL
Rev. 2 Records relating to the physical and intellectual control of the agency’s records, including, for agency business NON-ESSENTIAL

but not limited to:
o Files classification schemes/guidelines;
e |[nventories;
e Records center transmittals/retrievals;
o Master indexes, 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.

then
Destroy.

OFM
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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).
?Alfl"’l‘?lﬂzllgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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 retentionsschedulesrapprovediby the LocahRecordssCommittee
in accordance with RCW 40.14.070, provided that the original istfetained by the Local
Records Committee.
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 ESSENTIAL
of the following circumstances: OFM

e Transfer of Archival records to Washington State Archives;

¢ Lawful transfer to another government entity (state agency, other local government
agency, etc.);

¢ Donation of public records (to a public library, historical or genealogical society, etc.), with
the approval of the State Archivist in accordance with RCW 40.14.070(3).
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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.

I?Alf;‘zﬂ;'cr)\’(\‘ DESCRIPTION OF RECORDS AL L) 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
¢ 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 forms andwduplicate copies ofipublicationspprovidedithat, the ageney retainsithe for agencysbusiness NON-ESSENTIAL
primary record in accardance with the current approved minimum/retention period. then OFM
Includes, but is notilimited to: Destroy.
e Reports, catalegs, 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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DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 0 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 needed NON-ARCHIVAL
Rev. 1 Public records thationly document information of temporary, shortstermvalue, and for agency business NON-ESSENTIAL

provided thatithe records are:
¢ Not needed as evidence of a business transaction; and,
¢ Not coverediby a moréspecificrecords 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.);

o Letters of transmittal which do not add any information to the transmitted materials;

e Abandoned, voided or defective architectural drawings.

then
Destroy.

OFM
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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 bé evaluated, sampled, and weeded according to archivallprinciples by archivists from Washington State Archives (WSA). Records not
selected for retention byAWSA 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 of data from one electronic system to another in order to ensure continued integrity and accessibility ‘of data despite changes

over time in hardware, software, and storagemedia.

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 records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to
the receipt, use, and disposition ofiall public\property and public income from albsouirces whatsoever; all agreements,and contracts to which the state of Washington or
any agency thereof mayabe. a party; all fidelity, surety;, and performance bonds; allclaims 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 records determined 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...”
GLOSSARY Page 155 of 182
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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,jinraccordanceswith chapter.40.10.RCW.
Washington State Archives provides security microfilm storage and inspection services to local government agencies.
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANs)

GS2010-001.....cccuiiiviiiiiiiiiiiiiee 7 GS2011-171.iiiiiiiiiiiiiiiiiiciiee 28 GS2012-027....cooviviiiiiiiiciiiciee, 36 GS50-01-12 ..o 6
GS2010-002.......coevviiiiiiiiieieee, 81 GS2011-172..cuiiiiiiiiiiiiiiiiiniiees 30 GS2012-028.......cceeiviiiiiiiiieiee, 42 GS50-01-24 ..., 41
GS2010-003.......ceevviiiiiiiienieee, 62 GS2011-173.iiiiiiiiiiiiiiiiicieee 34 GS2012-029.....ccciiiiiiiiiiiie 49 GS50-01-25 ..o, 33
GS2010-004.........coovveviriiiieiieenne, 85 GS2011-174....ooiiiiiiiiiiiiieeieee 35 GS2012-030....ccoviiiiiiiiiriiencieenee 51 GS50-01-30 ..o, 16
GS2010-005.......ccovviriiiiniieiieenne, 85 GS2011-175.ciiiiiiiiiiiiiiiiiiniiees 38 GS2012-031....civviiiiiiiiiiiiienie 53 GS50-01-32 ...ooiviiiiiiiiiiicie 8
GS2010-006.......ccovvviririiiiieinieene, 63 GS2011-176...cuiiiiiiiiiiiiiiiiiniiees 39 GS2012-032.....covvviiiiiiiiiiiinie 54 GS50-01-36 ....ooviiiiiiiiiiiiciie 5
GS2010-007.....ccovvvivieiiiiiiienienne 149 GS2011-177 v 43 GS2012-033.....ccviiiiiiiiiiiee 55 GS50-01-37 cviiiiiiiiiiiii, 10
GS2010-008.........coovvevrriiirierieennne, 82 GS2011-178....oiiiiiiiiiiiiiiiiiciieee 47 GS2012-034......ccviiiiiiieiieee 56 GS50-01-38 ..o, 40
GS2010-009.......cccevviirriiiicieeee, 83 GS2011-179...uiiiiiiiiiiiiiiiiiciieee 47 GS2012-035.....coviiiiiiiiiiiiceeee, 57 GS50-01-39 ..o 8
GS2010-011....cciiiiiiiiiiiiiieee 139 GS2011-180.....ccivuiiiiiiiiieiiieiiees 48 GS2012-036.....cccviiiiiiiiciiieeee 61 GS50-01-42 ..o 9
GS2010-012.....cccvviiiiiiiiiieeniee 139 GS2011-181...eiiiiiiiiiiiiiiiiiincieee 50 GS2012-037....cooviiiiiiiiiiiiiiiee 69 GS50-01-43 ..o, 38
GS2010-013.....coiiiiinieene @0 139 GS2011=182um.. ... JoiiL L 89 GS2012-038mmm.. . ... LB 71 GS50201-50 ......cccvviiiiiiiiiiinnine 122
GS2010-014......ccvvviiiinbine 144 GS2011-183.... 0 91 GS2012-039......ccviiiiidhnici b 75 GS50-01-51 ... 125
GS2010-015.....ccoiiiiiiiiiiiieein 145 GS2011-184....... L 92 GS2012-040..... i 76 GS50-01-52 ....oovviiiiiiiiiiiiiicie 125
GS2010-016.....cocviiriireen b 145 GS2011-185.....cccccdihiiiiiiiniindint, 98 GS2012-041........oocbidhnnennduninhe 77 GS50-01-54 .....oooviiiiiiiiiiiiie 118
GS2010-017...covvviiiiiiiiiiiiieinine 146 GS2011-186...........ccc 98 GS2012-042.... . 78 GS50-02-01 ....oovvviiiiiiiiciiecee 151
GS2010-018......ovvvivriiiiiniiieinnen, 147 GS2011-187..cciiiiiiiiiiiieiiiiice 104 GS2012-043......cvviiiiiiiiiiine, 79 GS50-02-02 .....vvvvviiiiiiiiiiicine, 151
GS2010-019.....ccvvviiiiiiiiiiiiciee, 148 GS2011-188...ccoiiviiiiiiiieiiiiiicie 105 GS2012-044......cvvvviiiiiiiiiiiiieeen, 80 GS50-02-03 .....ccvviviiiiiiiniicin, 151
GS2010-020.....ccovviiiiiiiiiiiiieniene 148 GS2011-189....oiiviiiiiiiiiiiiiie 110 GS2012-045......cviiiiiiiiiiiiiiee 87 GS50-02-04 .....coovviiiiiiiiiiiee 152
GS2010-021....ccoiiiiiiiiiiiiieeien 150 GS2011-190.....coiiiiiiiiiiiiiiieiiee 112 GS2012-046......ccvviiiiiiiiiiiniee 88 GS50-02-05 ....ooovvviiiiiiiiiiieie 152
GS2010-023.....cccvviiiiiiiiiieeien 142 GS2011-191...iiiiiiiiiiiiiciiee 113 GS2012-047....ccovvviiiiiiiiiiiiiiien 89 GS50-03A-10....cciiviiiiiiiiiiciieene, 89
GS2010-024.......ovvviviiiiiiiiieinnen, 142 GS2011-192....cciviiiiiiiiiiiiiice 128 GS2012-048......cvvvviiiiiiiiiienee, 104 GS50-03A-15...cciiiiiiiiiiiiiiieee 94
GS2010-079...cccvviiiiiiiiiiiiiciiieee 40 GS2012-015....ccociiiiiiiiiiiiiiinen, 10 GS2012-049......ccvvviiiiiiniiiene, 134 GS50-03A-17 v, 101
GS2010-080......cceeeeivriiiiiiriieiiieenne 40 GS2012-016.....cccuvvviiiriiiiiiiiennen, 16 GS2014-029.....cccvvviiiiiiiiiieiee, 86 GS50-03A-18....eiiiiiiiiiiiiiciiieee 73
GS2010-081.....cvviviiiiiiiiiiciiieee 45 GS2012-017..cciiviviiiiiiiiiiiiicciieen, 20 GS2014-030.....cccveiiiiiiiiiniinciieeen 93 GS50-03A-26....ccevvviiiiiiiiiiiiieee 96
GS2010-082......ccvviviiiiiiiiienien 119 GS2012-018.....cooviiiiiiiiiiiiiciiiens 21 GS2014-031....coiiiiiiiiiiiiiiiicn, 131 GS50-03A-28.....coiviiiiiiiiie, 94
GS2010-083......ccviiviiiiiiiieeie 120 GS2012-019.....ciiiiiiiiiiiiiiiieiiees 22 GS2014-032.....covviviiiiiiiiiiicei, 134 GS50-03A-32...ccciiiiiiiiiiiieie 102
GS2010-084........coooviiiiiiiiiennn 120 GS2012-020.....cccviiiiiiiiiiiiiniiiens 22 GS50-01-01 ...ooviiiiiiiiiiciiice 41 GS50-03A-33 ... 102
GS2011-165....cccvviviiiiiiiiiicinieee 13 GS2012-021....oeiiieiiiieieeeieeeiee 23 GS50-01-02 ....ooviviiiiiieciece 5 GS50-03B-06......c.coovvevireiniieiiene, 89
GS2011-166......cuvvviiiiiiiriieiiieenne 13 GS2012-023.....cooiiieiiieieeeeiee 24 GS50-01-08 .....ooovveiviiieciieieenn 5 GS50-03B-09.......oovvevireiniieienen, 94
GS2011-167..ccovviiiiiiiiiiiiiciieee 14 GS2012-024......covvieieieieieieeeine 25 GS50-01-09 ..o, 14 GS50-03B-10....ccueveieiiiieiicienee, 88
GS2011-168......cceeevvrviiiiiriieiiieeene 15 GS2012-025.....coiieiiiiiieeeieeeiee 26 GS50-01-10....eiiiiciiieeeciee e 29 GS50-03B-11 ..., 97
GS2011-169.....coviiiiiiiiiiiiieiee, 18 GS2012-026.....ccccuiiiiiiiiiiiiiciiieas 29 GS50-01-11 i 19 GS50-03B-14......coovviiriiiiiciee, 90
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GS50-03C-01 ...covviiiiiiiiiieennne 109 GS50-03F-01 ... 96 GS50-04B-31 ..., 130 GS50-05A-07 ..ccovviiiiiiiiiiiciieeen, 11
GS50-03C-02 .....cvvvvviiiiiriiiennne 109 GS50-03F-02 ....oovviiiiiiiiiiiiniieens 96 GS50-04B-33 ... 131 GS50-05A-10....ccevviiiiiiiniieiieeee, 20
GS50-03C-07 ..coovvvviriiiieiciiecieee, 94 GS50-03F-03 ....ooviiiiiiiiiiiiieciees 96 GS50-04B-34 .....cvvvviiiiiiciieen, 138 GS50-05A-13 ..., 37
GS50-03D-01...ccvvviriiiiiiiiiriieeee, 99 GS50-04A-02......cvvviiiiiiiiiienee 135 GS50-04B-35....ccoiiiiiiiiiiiien 123 GS50-05A-15....cciiiiiiiiiiicie, 23
GS50-03D-02......vvviiiiiiiiiienne 109 GS50-04A-03 ... 135 GS50-04B-36 ....ccvvviiiiiiiiiic, 117 GS50-05A-16.....cevviiiiiiiiiiee, 33
GS50-03D-03.....coeviiiiiiiiiiiniieee, 99 GS50-04A-04 ......oovviiiiiiiiiie 135 GS50-04B-37 ..o, 123 GS50-05A-23 ... 138
GS50-03D-04......oovcviiiiiiiiiiiieee, 99 GS50-04A-05....ccceiviiiiiiiiiine 136 GS50-04B-38......viviiiiiiiiiiiei, 123 GS50-05A-24 ..o 126
GS50-03D-05....cceviviiiiiiiiieiieene, 99 GS50-04A-06......cooovviiiiiiiiiinnnne 115 GS50-04B-39 ..., 124 GS50-05A-26....ceviviiiiiiiiicnne 135
GS50-03D-06......cccovvviviiiiiiiiiiiennne 99 GS50-04A-07 ..o 102 GS50-04B-40.....ccvvvviiiiiriiienn, 115 GS50-06A-01.....coovviiiiiiiieiienen, 77
GS50-03D-07...cccvvviviiiiiiiiiciieenne, 99 GS50-04A-08.....cvvvviiiiiiiiiinie 130 GS50-04B-41 .....cvvvviiiiiiiiiienn, 115 GS50-06A-02.......oovviviiiiiiiiieenen, 25
GS50-03D-08.......coovvvviiiiiiiiiieenne 99 GS50-04B-01 .....ccvevvviiiiiiiiiinine 135 GS50-04B-42 ......ovvviiiiiiiiiien, 116 GS50-06A-03.....cooviiiiiiiiicieene, 62
GS50-03D-10....cceiiiiiiiiiiiiciieene, 99 GS50-04B-02 ....ccvevviiiiiiiiicee 114 GS50-04B-43 ......cooviiiiiiic, 116 GS50-06A-05......c.covcviiriiiiiiiice, 85
GS50-03E-01 ...coovvvviiiiiiiiiicnee 100 GS50-04B-04 ......oovvviiiiiiiiiee 128 GS50-04B-44 .......ooovviiiiiiiiin, 131 GS50-06B-05........coocvvvriiiiiiiiienne, 74
GS50-03E-02 .....ooevvivviiiinnnn il 100 GS50-04B-05......ceviiiiiiiiiiiineiinns 134 GS50-04B-45 .....ccoovviiiiiiiiiinnen, 123 GS50:06B-09........coovvvviiiiiiiiinnen, 85
GS50-03E-03 .....cooevviiiiiiiini e 114 GS50-04B-06 .00 v, 132 GS50-04B-46 ...........iideveen i, 124 GS50-06B-18 ........oovvviiiiiiiiiiiiice 84
GS50-03E-04 ......oovvviiiiiiiie 103 GS50-04B=07x...........ih 134 GS50:04B-47" .. 125 GS50-06B-20 ......coovvvviiiiiiiiiiiinns 83
GS50-03E-05 ....covvvvveennn i 100 GS50-04B-08 ........cheeevviiiinnin, 134 GS50-04C-01 ....coevviiidhniinnsdninie 28 GS50-06B-22 .......ooovviiiiiiiiiiiiiie 60
GS50-03E-06 ......eovvvieririiicniien 100 GS50-04B-09 ... 116 GS50-04C-02.... ... 118 GS50-06B-23 ..o 64
GS50-03E-07 ..ooovnviiiiiiiiiiiiccin 100 GS50-04B-10 ....cocviiiiiiiiiiiiinniene 133 GS50-04C-03 .....cvvviiiiiiiiiiicein, 118 GS50-06B-24.......coocvvviiiiiiiiien, 53
GS50-03E-08 ......oovvviiiiiiriiiinnen, 100 GS50-04B-11 ...cocuvvviiiiiiiiiiiicinns 135 GS50-04C-04 ......ooovviiiiiiiiiiiiieenn, 27 GS50-06B-25.......coovvviiiiiiiiiiiieee 74
GS50-03E-09 .....coovvviiiiiiiiiiinnen, 100 GS50-04B-13...ccviiiiiiiiiiiiiiecine 131 GS50-04C-05....cvvvviviiiiiniiicnee, 137 GS50-06B-26.......coovvviiiiniiiiinnnen, 127
GS50-03E-10 ....uvvvviiiiiiiiiiiinnen, 100 GS50-04B-14 .....ccvvvviiiiiiiiiiiiiins 132 GS50-04D-01.....coevvvniiiiiiiiienen, 114 GS50-06C-01 .....oeevvvriiiiiiiiiinnen, 119
GS50-03E-11 ..o 114 GS50-04B-16 ....cccvvviiiiiiiiiiienene 136 GS50-04D-02.....cvvviviiiiiiiiicein, 115 GS50-06C-02 ......ooovvviiiiiiiienine 121
GS50-03E-15 ...coviiiiiiiiiiiiicin 101 GS50-04B-17 ..o 136 GS50-04D-03.....coovviiiiiiiiiici, 115 GS50-06C-03......coovviiiiiiiiiiicn, 44
GS50-03E-16 ....covvvviiiiiiiiicninn 101 GS50-04B-18......cveviiiiiiiiiiinie 136 GS50-04D-04........oovviiiiiiiiicnn, 116 GS50-06C-04.......oovviviiiiiiiiiinn, 45
GS50-03E-17 ..ooovnviiiiiiiiiiiicin 101 GS50-04B-19.....coviiiiiiiiiiiiiiee 115 GS50-04D-05.....cvvviiiiiiiiiiicin, 117 GS50-06C-05 .....cvovvviiiiiiiienine 120
GS50-03E-18 .....ovvvviiiiiiiiiieien, 101 GS50-04B-20.....cccevviiviiiiiiiiiiinne 130 GS50-04D-06......ccoovvuvvieiinnirinnen, 116 GS50-06C-06 ......coovvvviiiinriiiinnnen, 119
GS50-03E-19 ....cevvvviiiiiiiiiccne, 101 GS50-04B-22 .....vvvviiiiiiiiiiiiiins 136 GS50-04E-03 .....ccoovvviiiiiiniiee, 124 GS50-06C-10.....eeevivriiiiiiiiieinnen, 128
GS50-03E-20 ....covvvvvvviiiinniieinnen, 101 GS50-04B-23 .....cvviriieeee 133 GS50-04E-04 .....cvvveviiiieen 122 GS50-06C-15.....oviiiiiiicieceee, 45
GS50-03E-21 ....vvvvvviriiiiiiicinee, 102 GS50-04B-24 ......oovvivviiiiiiiiiiins 136 GS50-04E-05 ....oovvveieiiiiicieecne 122 GS50-06C-16....cvvvererrecniecieee, 45
GS50-03E-22 ....cvvviiiiiiiiiennn 102 GS50-04B-25 .....cooviiiiiiiiie 125 GS50-04E-06 ......coovviiiiiiiiienn, 122 GS50-06C-19....ccviiviiiiiiiiice 116
GS50-03E-23 ..o, 102 GS50-04B-27 ..o 131 GS50-04G-01....ccvvviiiiiiiiiiiccin, 138 GS50-06C-20....ccviiiiiiiiiiiienine 129
GS50-03E-24 .......oovviiiiiiiiien 103 GS50-04B-28 ......coovviiiiiiiiieie 114 GS50-04G-02......covvviiiiiiiiicenn, 138 GS50-06C-21 ...covviiiiiiiiiiiicee 129
GS50-03E-25 ...cooviiiiiiiiniiene 103 GS50-04B-29 ... 130 GS50-05A-01...cvviiiiiiiiicieee 10 GS50-06C-24 ..o 119
GS50-03E-29 ....covviiiiicieiiiee 102 GS50-04B-30 ....cccviiiiieieiiieenee 127 GS50-05A-04......oovviiiciiie, 42 GS50-06C-25.....vviieiiiiieciee, 46
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GS50-06C-27 ...coovviviiiiiiiriiennnnn 121 GS50-08A-11 ..o, 106 GS50-12D-07 ..ccovviviviiiieiciiecnn, 111 GS51-07-10....civiiiiiiiiiiiiiee, 70
GS50-06C-31 ...covvviiiiiiiiiiieene 121 GS50-08A-12....ccvvviiiiiiiiiieine 108 GS50-12D-08.......oovvvveiriiiiieennn, 111 GS51-07-15 ..o, 79
GS50-06C-33 ... 128 GS50-08A-13 ..., 108 GS50-14-03 ..o 25 GS51-07-21 cveiiiiiiiiiiei, 54
GS50-06C-35....cceiiiiiiiiiiiniiee, 46 GS50-08A-14......oovviiiiiiiiene 107 GS50-16-09 ....coovvviiiiiiiiiciinie 11 GS52-03A-05....ccviviiiiiiiiicie, 12
GS50-06D-02.......oovvviiiiiiiiiennne 143 GS50-08B-05 .....ceevvviiiiiiiiieinne 107 GS50-18-06 .....cocuviiririiiiiiicciec, 57 GS52-07-03 ..o, 28
GS50-06E-08 ........oocvvviiiiiiiiiieenne, 64 GS50-08B-06 ......eeovvieiiiiiiieninne 107 GS50-18-08 ......ccvviiiiiiiiiiiccie 69 GS53-02-01 ...ooviiiiiiiiiiice, 27
GS50-06E-21 ....cevvviiiiiiiiiennne 107 GS50-08B-07 ....ccvvvrviiiiiiiiinene 107 GS50-18-10....ciiviiiiiiiiiciiiccieee, 58 GS53-02-03 ..o, 32
GS50-06F-01 ......coovviiiiiiiiiiiiiieenne 13 GS50-08B-08.......oeevvvviiiiiiiiiiinns 107 GS50-18-29 ....coiviiiiiiici, 26 GS53-02-04 ..., 32
GS50-06F-02 .....coovviviiiiiiiiiieenee, 14 GS50-08C-06 .....ceevvviiiiiiiiiiiiienns 74 GS50-18-33 ..o 72 GS53-02-05 ..o, 31
GS50-06F-03 .....cooovviiiiiiiiiiiiicnn 8 GS50-09-01 ....ooovnviiiiiiiiiiiiciee 150 GS50-18-34 ... 71 GS53-02-06 ....ccovvviiiiiiiiiiiienie 105
GS50-06F-04 ........oovvviiiiiiiinnnnn 140 GS50-09-02 .....oovviviiiiiiiiiiienie 149 GS50-18-38 ..o 12 GS55-01M-04......coocviiiiiiiiiienn, 65
GS50-06F-05 .....ocoovvviiiiiiiiiiiiieene 15 GS50-09-06 .....cocuvviviiiiiiiiiiiieinns 148 GS50-18-43 ..o, 68 GS55-05A-06......ccovviiriiiiiinicnee, 52
GS50-06F-06 ......cooovvviiiiiiiiiiiieenn, 15 GS50-09-13 ..o 144 GS50-19-02 ..o, 67 GS55-05A-09.....oovvviiriiiiiiiieee, 31
GS50-06F-07 .....ovvvvvviiiinnnnn @i 15 GS50-09-14 ...t 146 GS50-19 03w, ... .. ... |2 44 GS55:05B-31 ....vviiiiiiiiiiiiis 110
GS50-06F-08 ......coovviviiiiiiin e 16 GS50-12A-01 .0t 141 GS50-19-08 ........ooobidhin i 68 GS55-05B-32 ....ooviiiiiiiiiiiiiciiees 95
GS50-06F-09 .....coovvviiiiiiiiiriieni 17 GS50-12A=020...... . 141 GS50:19:09 113 GS55-05B-33 ..., 95
GS50-08A-01.....cvvvvverin i, 106 GS50-12A-03 ..., 141 GS50-19-15 ...t 66 GS55-05G-04.......ooovvviiiiiiiiiiiiiens 63
GS50-08A-02.......cooovviiiiiiieeiiien 106 GS50-12A-08........ 142 GS51-02-01 ... 88 GS59-01-02 ....ooovviiiiiiiiiiiinie 114
GS50-08A-05.....coovviiiiiiiiiiciin 107 GS50-12D-01...ccnviiiiiiiiiiiieiee 111 GS51-05D-06......coevviiririiiiiennnn, 129 GS59-01-03 ..o 114
GS50-08A-06......ccovvuviiiiniiiinnen, 108 GS50-12D-02......uvvviiiiiiiiiiiicinns 111 GS51-05D-07.....uvvvviiriiiiniiiinnee, 129 GS59-01-04 ....ccvvvviiiiiiiiiicinn, 117
GS50-08A-07 ....uvvvvviiiiiiiiiiinen, 108 GS50-12D-03.....cvviiiiiiiiiiiiiecine 111 GS51-05D-08......ccovvvuriiiiiniiiinnen, 129

GS50-08A-09......coovvvviiiiiiiiinen, 108 GS50-12D-04......covvviiiiiiiniiiiinns 111 GS51-05D-10.....eevviiriiiiiiniiennee, 127

GS50-08A-10....cccuvviiiiiiiiiiieinienn 108 GS50-12D-05....ccvviiiiiiiiiiicniee 111 GS51-05D-11...ccoiiiiiiiiiiiiiiceie, 128
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504 accommodations.......ccceeeeeeveuvrevereeeeeiiinnnnns 27,28

A

acceptance testing (computer applications)........... 62

access
DAdGES/KEYS ..ot T e T e evveeere i
eMPlOYEE ... e
facility (staff)...ccceeeeeeeeeeeee e b

accession/discard (libraries)

accidents/incidents........ see alserlndustriallastrance
claims for damages......cccceeeeeiiieiecciiee e, 29
hazardous materials ......cccccccvvvveiviieiiieiiiennnn, 43, 44
traffic colliSioNS......uveevveiiiciiiieiicc e, 44, 45

accommodations (section 504).........ccccceveeeennns 27,28

accountable forms

accreditation...........

acquisitions
bond/levy/grants........ccceeceeeeeieeneenieecre e 91
capital asset record.........ccccveeeiiiiciiiiieee s 89
[aNd/PropPerty ..cceeceeeceeeciee ettt 53

ADA (Americans with Disabilities Act)..................... 27

addresses/passwords (URL) ......cccceevveeeieeencveesineennns 63

adjudicative proceedings .......cccceeevvveeeeirieenennns 34,35

Adjustment, Board of........ccccevcieeieiiiiecceee e, 35

adjustments
INVENtOry (ASSetS) ..ccvvieeeueeeeciiieeeciiee e, 73
to banking accounts..........cccovveeeeeiiicciiiieee e 98

INDEX: SUBJECTS

to customer accounts .....ccooveieiiiiiiiiiiicee, 92
to payroll accounts ......coceeeveeiiiiiiienie e, 103
administrative
appeals (Iand USe)...cccuveevcveeeeciieeeeiee e, 34, 35
PrOCEAUIES.....vtieeieeeceiireeee e e e e e serrneeee s 41
WOrKING files....cceeciiiiciieeccee e, 5
advertising/promotion......c.ccceeeeeeiireeeceecciee e 13
advice
1€8AI i 31
Provision Of .......cceeeieiiiiiiic e 6,7
advices (remittance) .....ccccveeeecieecccieeeeciiee s 91,92
advisorysbodies
commuNIcations ... bt 6
meetings ... 36
aerial photos ..o i e e 11,12
affirmative action............o....... 118
agency
charter/bylaws........ccccoveieeeiiecii e 10
g0als/objectiVes........coeevviiiiiecie e 40
historical fileS.....ccovvvvirieriiieriec e, 14
identity/brand .......c.cccooveeiiiiiiiee e, 10
informational reports .........ccoceeveienieenieenieeneene 8
liability (risk data) .......coceevvievieeie e, 46
Photographs ....c.ceeveciiiiciee e, 15
policies/procedures.......coecveveieeieesreenrecereenenns 41
Press rel@ases .....ceeeveccvreeeeeeeeeiiereeeeeeescvvaneeens 15
public opinion polls........cccceeeeeiiiiiiieeeieeciieeen, 16
publications/forms ........cccovveeeeeceeccreeecree e 151
retirement investment contracts ..........cco....... 117
SCraPbOoOKS....coeeeiiieceee e, 16
SPEECHES ... 17
agency attorney
civil topical and working files.........ccccccccevveennneen. 28

claims for damages.......cccoeveeeieeriienneeniieeeeee 29
legal OpPINIONS...cc.ceeviierieeiieee e 32
litigation case files .......cccoveievieiiiiineiieeee, 32
agendas/packets
adjudicative proceedings.......cccceeeuvvvveeeeennn. 34,35
AdVisOry Meetings....ccoovvcvviveeeeeeiiciiieee e 36
governing/executive meetings ......c.ccccveeeeveeennnne 37
inter-agency meetings.......cccoeveevivireeeieiieeesinneen, 38
FEOUESTES ..oeiviiiiiiiiiiiiiiiiicicic 39
staff Meetings .....ccvvveveieiie 38
agreements
boNd 10aNS Leciiiiiiiie e 91
capital assets (non-real property) .....cccccuveeeuneen. 18
collective bargaining........c.cccoeeveeeeiieeeccieeeens 122
dispute resolution 4. ....cocveeeerieie e 125
employee enrollment .........ccoeeeviivieeencieeees 115
franchise ....cocceevevcieeeece e 18, 20
general (non-capital assets) .......cccceeeveeriivennnenne 19
BrANT e 91
interlocal
capital assets ...ivvieiiiiiiee e, 18
emergency/disaster ......ocoveveeveeieeneeereenens 26
8ENEral oeviiiiieii 19
superfund consent......ccccocveeeecieeesiieee e, 66
air quality monitoring .......cccevcveeeevciee e 70
industrial hygiene .......cccccevieiieiiieeei e, 128
airborne pathogen (training) ........cccceeecieeeeiveeeenns 49
airport
certification......coeeeriiier e, 9
Self-inSPections.......cccceeevciee e, 71
albums/scrapbooks (agency history) ........cccceeeueene. 16
analyses (research) ....ccocceeeeecieeeecee e 8

animal control
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Board of Pharmacy registration..........cc............ 112
code violations
AISPULES ooeeviieeeeiree e e e
animal exhibitor registrations...........cccccceeeevveeeenneen. 9
ANNEXAtION coiviieiiiiicece 11, 12
announcements/postings .................. see also notices
JODBS e 136
Annual Construction Program (ACP)................. 78,79
ANNUAI FEPOITS...uiiieeiieieciiie et ee e e eee e sree e 42
chief fiscal officer.....cccevviviiiniiiniiiierieeee 109
prosecuting attorney ......ccccccvviviiiiiiiiii 42
special purpose districts ......ccocvveeevcveeencieeernnenn. 42

trustees (libraries)
appeals hearings (adjudicativeqroceedings).... 34535

applications
accommodations (Section 504) .....ccteeeennnen 28
authorizations (credentialS)..................... 112,/213
bids/Proposals .......cceeeeeeiiiiiiseie e eree e 106
Dept. of Retirement Systems (DRS)................... 102
eMPlOYEE ACCESS...couveireeiiireeiiee e 81
employee recognition........ccceeeveeevcieeeeiieneennns 132
employment ......cccceeeeieiieeciee e 132,135
fire alarms..c.cooveeecii e 55
information technology (IT)......ccccovvveeivneenn. 62, 85
library patron.....ccccccciiveeeiicecceee e,
noteworthy...............
planning/review
FENtAl/ICASE ...t
VOIUNTEET ittt
appointment calendars......c.cccceeeevieeeiiieeeeciee e, 5
appraisal/appraisal required................... see Glossary
appraisals (aSSets) ....coceeecieieeiiriee e 51,52
apprentice certification.........ccceceviieeeeeieeiciiineee.n. 138
APPrOPriate USE..iiiiiiciiiiiiiieeeeeireeee e eeeireee e e 85
architectural drawings .......ccceccveeevcveeeeciieeeeeens 57, 58

abandoned/voided/defective.......ccccccceevrevnnnns
project not completed
archival.....cooveviniecee e
as-builts/designed drawings........c.ccccceevcvveeineennns
collections (libraries) ......ccccceecveevvieeneeesieennenn,
records (transfer)......ccccceeeveveeecie e
arrangements
charity fundraising events ........cc.ccceeveeriennneenne 14
field trips/transportation (Minors) ..........c..e....... 46
meetings/hearings.......ccceveeveeeeeeeceeeere e, 39
art
installation/construction
inventories.....cccccvveveeeeennnn,

owned bY agENCY ..iiiieereeriiieeriiiee s e esiiee e
as-built/designed construction drawings/plans 57, 58
assessmentlrolls/ledgers (LIDS)...i...cieeeineeiis, 111
assessments (environmental'site) ... eeeenes 53
ASSEL MANAZEMENT ...l e ctee e teeestaaenaaaente 51
assigned counsel certification..........ccccccveeevnieenn. 112
Associated Student Body (ASB).see Governing Bodies

DYIAWS ..o

certification of election.........ccccevvvcieeeecieecnnen,

MiNUtES/MEELINGS ....ccvveevreieciiecree e
atmospheric Monitoring ........ccccevveeeeeeeicciieeeen e,
attachment (salaries/wages) .....ccccoevveeveevveeennenne

Attorney General opinions
auctions (authorizations/notifications)
audio/visual recordings

agency general (photos, etc.) .cccccovcveeeecveeeennen. 15
meetings/hearings.......ccccoceevvveeeceescieeeceennns 34, 35
SOUICE rECOIMS ..vvvrieiieeiiiiiieee e e et e e e e aaees 147
SUNVEIllaNCe ... s 84
systems (installed) ......cccooevveeeeiieiiicieeeeeeeee, 60
audiometric testing.......cccveeevcieeeeiieee e, 127
10 Lo [ 4 USRSt 96

fiscal and performance

fuel/pump tank
INSUFANCE ..
INTEINAL Lot
State Auditor examination reports..........cccceenuee 96
trails (IT infrastructure)........ccceeeveevveencee e, 62
authorizations/certifications
AgENCY BeNeral..ccccevveeeieinieeeiee e 127
QSSES et 55
delegation of authority.........cccccveeiviieeeciieeeen. 97
from other agencies .................. 9,55, 65,112,113
hazardous materials .......cccccevvvieeiniieeenceee e, 65
human resources
general (CDLEMT, etC.) .oovvveevveeceecireeeene 112
hazardous materials handling
health care providers .........cccceeeveveeeeciieeeennne
payroll deductions 4 .......ceevcveeeiiiieeeciiee e,
automated clearing house (ACH) ........cccovveeviieeeenns
automated tasks (electronic info systems) ............. 85
AVL tracking data (security monitoring) ................. 84
awards/recognition
QECNCY eeererererurererererererarerarsressserararareserararararanananaes 13
computer applications.......cccceeeeeiiciiiieeee e 61
EMPIOYEE oottt 131
B
B&O (business and occupation) tax.........ccceeeneeen. 111

backups (public records)
badges (employee access)
authorization for
INVENTOIY.coiiiiiiiiiiiciceeeeeereeeeeees
ballots (Elections)......ccveeeeeeeeieciireeeeeee e
banking
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activities/transactions .....c.eeeeeeveveeverieeeeeiiesnnees 98
master depository contract .......ccccceeeeevveeennnnenn. 19
benchmarks (IT system health).........cccceeenerrnnnenn. 69
benefits
contracts/policies/plans ........cccccoveveeceereennnenne. 115
detail report (payroll) .....ccccveveeevieenieecieeeiene 100
enrollment agreements.......cccccoevveeneeenieeneene 115
monthly statements (paid) ........ccecereereenennne. 116
participation .....cccccvviiiii 115
STUIES/SUIVRYS ....eeevreeetie ettt 114
bids/Proposals ......ccceecveeecieeeiieeeeecree e 106
DIIING et 92
ISPULES ettt 90
appeals hearings ........... . ... W.......... B 34
equipment/vehicle use............. b 92
STUDS Loveiieieeieeseerieeseesiee sl b e b 88
bills Of SAlE wuvvveeeiieieiiieee e 91, 92
biographical files........cccueeeeen 13
bloodborne pathogen (training) ........cccccccevvveenneen. 49
Board of
Equalization/Adjustment (appeals) ......c.cccveeneene 35
Pharmacy (registration/animal control)............ 112
boards/councils/committees
certification of election..........ccceeuvveveieiininnn, 21,22
mMeetings/minutes .......ccccoceeeveeeceeesveeciveennns 36, 37
0aths of office.....uueviiiiiciiiiiiiiiiiie 23,24
boilers/hot water tanks (permits/inspections)....... 55
bonds
COUPONS (FEVENUE)....eveeeeeiieeecieeeeseireeeeereeeenenens 91
officials (elected and appointed)......cccccvvvennes 132
projects
financial documentation ......cccccccceevviverinnnnn. 91
PIANNING....oiiiiiiiieee e 105
FEPOIES s 109
statement Of ....cooveeiiiire e 94

brand (AgENCY) ..eeeeciei e 10
bridges/roads......... see also County Engineer records
awards/recognition .........cccceeceeeiieeeieesireeeineeenns 13
construction/design/planning ..........cccceevveeeieene 58
INSPECLIONS ..coiiiiieiiiiiireec e 69
MAINtENANCE ...cceeieieieiiiiieieeeeeceeeceeeeeeeeeeeeeeeees 75,76
traffic Monitoring........ccoceevveenieiniinnieeeee 71,72
brochures (agency publications).........ccccecveevueennns 151
budget
QEENCY ervrvrerererererererererererererererererereree——————————————. 99
1EVIES/DONAS wvvvveeeiieeeeeieeee e 105
build guides (Network) .......cccceevveecivevieccie e, 63
building
JCCESSI ... JUiim, . ...« 0. ... SN, 81
code violations......... .l b 29
gonstruction. . i i e 58
aoNntracts....oo i i 18
inventory.... o L 73
MaAINtENANCE.....cevvieeeeeeeeeeeicee e e eeens 75,76
PEIMITS.ciiiiiiiiiieete et e e e rareneeee s 55
SECUNILY wrvveeeiiiiiiiiieee e e e seiireee e e s seareee e e e e e 83, 84
business
hours/addresses ........cccoouvveeveveeiiceeeeeiieee e, 151
license inspections/violations..........cccccveevveeenee.. 29
taxes (B&O)....eeecieeeeeeiee et 111
bylaws (agency & decision-making bodies) ............ 10
C
calendars
agency publications ........ccccceeeeeveciiiieee s 151
APPOINTMENT ..eiiiiiiiiiiiiiiiiieieieiiierererere e 5
camera-ready artwork .......cc.cccceevecveeercnneennne 139, 140
campaigns (charity fundraising).........ccccceeevvveennns 14

cancelled (and voided) checks

for capital assets constructed by the agency ..... 91
for general expenditures .........ccccveeevciveeennns 92,98
NSF (non-sufficient funds) .......cccccoveevcieeeiineenn. 90
capital assets/projects
contracts/agreements .........ccccceeeveecveeneeeenreennn 18
financial documentation (bond, grant, levy
PrOJECES) wvveeiieeieiee ettt ettt 91
IMPrOVEMENTS .oiviiiiiiiiiiiieieieeeeeeeeeeeeeeeeee e 58
INVENTONIES ..t 73
plans (not completed) .....cccccevvveeevciieeeecieee e, 77
tracking record (for State Auditor) ..........ceeueeee. 89
car parts disposal ......ccoceeeveeriieiiieniieeee e 67
card keys
authorization for....ch..eerieee e, 81
INVENTONY..ciiiiiiiiii e 74
cardholder data (sensitive) ........cccccvveeviieeencieeeens 93
case files
agency Civil Service .....ooocvvvvvveeeeeeicciinneennn. 123,124
appeals hearings.......ccccveecveeevciee e, 34,35
Civil Service COMmMISSION .....eeevveeriiieereeeniiieenieennne 34
employee assistance........cccceeeeceeeercieeeescieeeenns 115
financial disputes/collections ........c..cccceeeevvenen. 90
litigatioN ..o 32
workplace Violence .......ccocecviiveeeeiieccciiieeee e, 126
cash (receipts/reports/summaries/petty) ........ 91, 92
catalogs
agency publications .........ccceevevviiieriiee e 151
library collections .......cccccceeveeeeccieee e, 141
catering arrangementsS......ccccvveevecvevreeeeeesesnnnnes 39, 47
CDL (commercial driver’s license) .......ccceeeeuneenn. 112
CDs/DVDs/videos (agency publications)............... 151

census records (Office of Financial Management) . 10
central stores
rate SEtING .vvvvveeeiieiee e, 104
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supplies drawn.......cccoeeeeciieecceee e, 87
certificates
bond iSSUANCE ....ccccveieeeiiieecee e, 105
bulk Mailing ..cccvvveeieeeeeee e, 143
deliNQUENCY c..eeeieeieee e 31
destruction
hazardous materials.......cccccovveeeieiiicicniennnen.n. 67
public records.......cccvveerveenieiineeneceeeee, 148
INSUFANCE toiiiiieiiieieieccccceccceeecececee e eeee e 45
IRS (withholding) ...ccceeeiiiiieieeeee e, 101
naturalization (COPIes) .....ccceevuveeercvveeeeiiee e, 135
title (VEhIcle) .ooeeeeee e 51
certifications ....see also authorizations/certifications
hazardous materials/dangerousiwaste. .........s 65
of elections
by @8ENCY oo b e 22
by regulatory agency...0h.......... L s 21
certified mail (logs/return receipts)................... 143
charity fundraising .........cccceeeiviieeeiiie e 14
charter
agency/council/committee.........c.ccceeveereecreennen. 10
computer applications.......cccceecveeevecierennnnn. 61,77
charts (organizational) ........ccccoveeeeiiiiecciiee e, 134
checks/warrants
blank/unused.........cceeeveiiiiiiiieeeeee e,

numerical listing
original paper/imaged

STUDS e
chemicals (inventory sheet)........cccoceeeviieeeiiieeenns 67
chief fiscal officer (annual report).......ccccceeeeuneeeen. 109
chronological reference file .....ccccccceeevvieeeecieeeeneen, 5
circulation (libraries) ....cccceeeeeeeeciiveeeeee e, 141

citizen complaints/requests........cccceeveeeveeeireeeineenns 14
civil
asset forfeiture hearings.........ccoceeeecverevnnneen. 34, 35
rights
COMPlIANCE oo e 28
violations/complaints.........cccceeererenencncennn. 27
service
agency €ase files.....ccooveereeniiinieiiieieeee, 123
examinations/eligibility journal.................... 135
service (agency case files)......cccoceeevvneenne 123,124
suits (involving agency)....c.cceeeveeevciieeeeciee e, 32
topical and working files........cccceevieenieniennnnen.

Civil Service Commission hearings/case files....
claims
costs reports/statementsi...
JaMAGES.... it
disability/health/welfarefi........0 ...
FEMA (disaster/emergency) ... ... 26
unemployment insurance..........cccceeeeevenvvneeennn. 117
workers’ compensation ........cccccccevevciieenn. 120,121
client service agreements .......cccceevcvveeeeriveeenennns 18,19
code
ACCESS (SECUNLY) uvriiiirieeeeiiieeeeiiee et
official/municipal.....c..cccceevvrvecieiiieciee e,
souce (applications) ......ccccveeeecieeeicieeeecieee e,
violations/enforcement
collateral security (bonds)

collection agency reports.......ccccceeeeereveeeeeencieeesenns
collections
lIDraries ... 141, 142
non-real property ......cccoceeeeeeeiciiieeeee e, 90
real property/facilities.........ccoeeeereveeeeereneeennen. 31
collective bargaining ........ccccceeeeeciiieeee e, 122
combined excise taX.....cevvererireeeeiieeeeeeee s 111
communicable infectious disease (training) ........... 49

communications
governing/executive/advisory
NON-EXECULIVE ...cereiiiiiiiiiieeeee e
commute trip reduction.........ccceevevveeeineennn.
complaints
CITIZEN Lo 14
civil rights violations .......ccccceeeviiiieiieniieeeee 27
employee (workplace issues) .......cccccceervveernnnn. 124
compliance (Civil rights) ....ccccocvieeeiiiiiieiiee e 28
computer software
design/implementation .........cccceeveeeieeeiiveecneeenne
NOLEWOIthY c..eeiiiiiiiiieieee e
planning/review
concessiomisuppliesi(inventories)
fole] 3 To [=T 1 gV o =N o] o L) SRS
confined'space

atmospheric monitoring .........cccceeeevveeeecivee e, 70
P e 127
conservation
public records ......ccceveecieeeecie e, 148
FEDALES ..o 92
Conservation Districts....... see also Governing Bodies
certification of election.........ccccceeevvveeeciieecnnen. 21
Consolidated Omnibus Budget Reconcilation Act
(COBRA) ..eeeeitt ettt 114
construction/modification
as-built/designed drawings/plans ................ 57,58
CONTIACTS .eeviieiiiiiiieiereteieievebeb bbb aeaeees 18
PEIMIES.ciiiiiiiiiiiiiiieieieerereeerererereeerere e 55
PrOJECES ciieiviiiieee et 58
not completed........ccoceeeeiiiiiiiiiiieee e, 77
consultant/contractor rosters........cccceveveeereveeenn. 106
consumable assets inventories.......cccccceecvvieeeeeennn. 73
contested-case proceeding.......cccocecvveercveeeesiveeennns 35
contests/events (agency-sponsored)..........cceeeueennn. 13
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continuing education

completed by employee........cccceeevveeeeiiveeennnns 138
provided by agency......cccccceeevciieeeeiiiee e, 48
contracts/agreements
bond/grant/levy projects (non-capital)............... 91
capital assets
non-real property.......ccccceveeriecineenieenieenne 18
real Property ..oooceeeveeereennieeeee e 52
EMPIOYEE ... 131
aSSIStaNCe Program ....cccevvveeeeeiiiiieieieieienenenns 115
beNefits .uvvveirii e, 115
FranChise ..ueeeeeee e 20
8ENEIAl..eeiiiiiiiiiee e 19
hazardous materials (abatement/remediation)m66
IT applications (noteworthy) ...l 61
residential housing ............... il iitee e, 86
retirement system investments ..........ice.o 117
CONVErSION (FECOrdS) ...ccccvvreeiiiiiieiieeeeeteeeessiaaens 145
copies
duplicate/secondary........cccceeeevreecreereceennnenne. 152
informational .......ccocevviiiiiic e, 151
copyrights (owned by agency) ......cccceeeveeeeiieeennnnns 51
corrective action (employee)......cccceeeeveennne 124,125
councils/committees/boards
COMMUNICALIONS .eeeeiieiiiiiiee et 6
ElECTIONS evvvviieieieierererererererererererererere e, 21, 22
Meetings/MINULES .....ceccveeieeeeeieecieecre e 37
0aths Of OffiCe..uuuiiiiriiiiiiiiiiiiiieeeeeeeeeveeaaes 23,24
ordinances/resolutionsS.......cccceovvvevveeieeeeeisesinnees 33
County Engineer records........c.cceeeeveeercveeessveeesnnnns 53
court orders served on the agency .......ccccceveeeennne 30
credit card holder (sensitive data) .........ccccecveeennnes 93
criminal history/background checks............. 132,135
critical (sensitive) area designation ..........c.ccceeeeunes 56
critical materials list.......cooveenieinieiniierieeeeeee 67

cumulative leave (employee)
curriculum development (training)
custody (public records)

DAD (Early Destruction of Source Documents after
daily cash report
damages (claims for)
data extracts
day files (chronological reference files)
decision=makingsbedies (meetings/hearings)m==34, 35
deductions (capital asset record)

deferred compensationbengfits (employee)
delegation"of authority
delinquency (certificates of)
delivery (mail)
Department of (state agency)
Labor and Industries
boiler vessel report
industrial insurance reports
self insured employer certification
Retirement Systems (applications/reports)
Revenue (unclaimed property)
deposits/withdrawals (banking)
depreciation (capital asset record)
design (agency forms/publications)
designations (assets)

hazardous materials
public records
development (computer applications)

diagrams (NetWOrk).......cccoeeeviiieeeiiiie e 63
digital voice messages/voicemail..........ccccccuveunee. 152
digitization of records ........ccccccvvveeeciveeiineennn. 145, 147
direct deposit......cceccvveeieciee e 100
directory/roster (employee) ......cccccvevveevreevernenne. 132
disability/health/welfare claims .........ccceeevvenee. 114
LEOFF .. 119
disaster preparedness/recovery ........ccoceeveereennene 25
damage declaration statements...........ccceeeuneee. 26
public records (backups)......cccceeeevciveeeecireeennen. 25
reSPONSE/IECOVEIY ....eccveerreecrreerreeereeenns 26, 43, 66
discipline (employee).......cccceveeveriierieeneenne. 124, 125
disclosure
employee information ........cccocccevevviiereiiieneenne 132
former employee information........cccccceevnneennn. 131
disposal
AUCLIONS ..okl et 64
capital'assetrecord.........cccceeeciveeiiiieeeciiee e, 89
hazardous waste/materials .......cccocvvvevevereinnneen. 67
permits (hazardous waste) .......cccoecveeeecieeeennen. 65
diSPOSItioN..cccueievieiiieiee e see Glossary
Disposition Authority Number (DAN) ..... see Glossary
disputes
animal control........cocceviiiieiiniieeeeee e, 34
DIlING weveeeeeeee e 34
financial (and collections) ........cccceeeviieeeeciieeenes 90
real Property....cccccccveeeieieeeereee e ssveeens 31,53
resolution agreements .........cccceevecveeeenciiee e, 125
union (case histories).....cccccccveeeivveeeeeeeeecivveennnn. 122
distribution of expenditures ........cccceeveveeeniieeennns 89
ditches/surveys...... see also County Engineer records
MaAINtENANCE .....cevvvceeeeeeeeevicee e e eeeenns 75,76
diversity planning.......ccccovvveeiiieiiiiiiee e, 134
donation of public records........cccceevviivcieeeiineenn. 150
drafts (preliminary) ...cccceccee e, 152
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drawings
abandoned/voided/defective........ccccccevvreennnnns 152
agency jurisdiction.......cccceveeeeciieeeeciiee e, 11, 12
as-builts/designed ........ccccccvveeveeiiiieeceecee e 57
drinking water monitoring .......ccccccevcveerieeniieenneenne 70
driver's lICENSE ....coovvieeiieiiee e 112
Drug Enforcement Agency (DEA) license .................. 9
drug license (Drug Enforcement Agency (DEA)) ....... 9
drug/alcohol tests......ccooveeveeiieecieecreece e 131
duplicate affifavit/bond ........ccceevveevirieeieeeiiecieens 88
duplicate COPIES ..eceeuriieciiee et 152
duplicating/printing services rate setting............. 104
E
Early Destruction of Source Doecuments after
Digitization (DAD) ...........eo o] 146, 150
easements
granted by @BENCY ....cccvevvviieeieiee e 52
INVENTOTY . ciiiiiiiieee et e e 73
received by agency ......ccccceveeeriicciiee e, 18, 51
elected officials
certification of election..........ccccevvvveveieiininnne 21,22
COMMUNICALIONS ceeeeiiiiiiiiiee et 6
0aths of office.....c.eovieeiiiiiiee 23
elections
certified by a regulatory agency ......cccceevvrennenn. 21
held and certified by the agency ......cccccvveenneee. 22
held by the agency......ccocceeeeeeciiieeeec e, 22
initiatives/referenda/recalls .......ccovvevvuvreinnnnenn. 23
electronic funds transfers (EFT) ....ccccccocveeeeiieeeenns 98
Electronic Imaging System (EIS) .................... 146, 150
electronic information systems
applications

design/implementation........c..cccceevveevveennnnn. 62
NOLEWOIthY.....oeiiiiiieieiee e, 61
Planning/review .......ccccveevveecie e 77
automated/scheduled tasks ........coovveveveiiriiinnes 85
backups (disaster preparedness/recovery) ........ 25
employee access/authorization............ccccccveunee. 81
helpdesk requests.......ccocvveeiiiieeeiniieeenciee e, 85
infrastructure (audit trail)......c.cccoevevvveeciieneeenen. 62
IT hardware maintenance............ see Work Orders
network design/build ..........ccceeeiiiiieeniiciieee. 63
online content ....ccovcveevcieerieeniieenieese e 149
real time performance........ccccceeveiivenneieneennen. 69
SeCUrity monitoring ......c..ccccevevverereineeennneen. 82, 83
electronicrecords
QONTrOl weveeee e b 149
gonversion ... L 145
destruction Lo B 148
disaster preparedness backups........L. 25
forms/publications ........ccccccvveeeviecieecie e, 151
from external SOUrces........cccceeevvveevecvveeescnneenn, 151
MIGFAatioN ...eeeieiiiiiieieeeee e 147
ONIINE e 151
online content .......oocceeiiiiieeiniie e 149
retention/dispostion........ccccecveeeeveeecieeeireeeeneeens 150
secondary/duplicate........cccveecveeiiieenieeesreeeneen, 152
SOUICE FECONAS ..uvvereririeeeiiieeeeireeesireeeesieee e 146
transfer of legal custody .......cccocevvivecivenircnneenn. 150
TrANSITONY wevveeeiiiiieee e 152
elevator PermitS.......cocevceeeeriee e 55
eligibility list (employment) ......ccceccvvveveciee e, 135
email
AAArESSES c.evieeieiiite ettt 151
unsolicited/spam .......cccceeeveeieeecieccee e 151
emblems (agency identity/brand) ........ccccecvveeneennn. 10
emergency

contact information........ccoeveeveeiiieinceniieeeeee 25
information (MIiNOr) ......cccovviiiiieeeeie e, 46
medical technician (EMT) certification
completed by employee........ccccceecuvveernnenn. 112
training provided by agency.......cccccceveeeneenns 48
planning
contact information .........cceeceeiiiiieeiniieeenne 25
fire safety drills.......cccoovveineniiiiiieieeeee 128
preparedness/recovery plans ........cccocueeeueens 25
response Plan ......ccceeeecveeeeceee e 68
purchasing authorization...........ccccceeeevveeenneen. 107
reSPONSE/TECOVEIY...ccvvrereereeeeesreeereereans 26,43, 66
Emergency Planning/Community Right-to-Know Act
............................................................................ 66
eminent domaiN.........letheveeeerrieeeerieeerieeeesree e 31
employee
access
FACHitY oo, 83
networks/systems/data .........ccceeveeeniveenneeens 81
ASSIStANCe PrograM...ccoceverieeeeeeiiiiiieeeeeesesiaaees 115
assistance program (EAP) .....ccccceevveecieescieennnenn. 114
audiometric test ...oovveerieeriieeiee e 127
AWArd files ..oovveerieiieece e 131
criminal history/background checks................. 132
cumulative [ ave......cceeevviieeiiriiic e 114
directory/roster ......coeeceeecveeecee e 132
disability claims.......cccocviiiieiie e 114
disclosure of information (reference)............... 132
drug/alcohol testing ........cccoeeeveerviveecieesieeenenn, 131
emergency contact information.........c.cccee..... 25
emMergency Plans......cocveceevieeeceeeiee e 25
enrollment agreement .......cccccoeeeiiieeeeeeeeeinnnes 115
(=1 ={oT T ] 1 1 [oh 3N 128
exposure (to HBV and HIV) .....ccccoeeeveeeciieeeens 128
former (disclosure of information)................... 131
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L A LAV T Lol =T 124
appeals
health/safety (industrial hygiene monitoring) . 128
medical records
employed less than 1 year .......cccceevvevennnenn.
8ENEral oo
hazardous materials exposure
MISCONAUCT .eoeneiiieeeiie e
PAY NiStOrY ..oeeiieiccieeeeee e,
payroll deductions (charity)......ccccccvveeeecireennnnenn.
performance evaluations............cccceeecvvveeennnenn.
personnel file ......cocceevveiriiiiiieneeeceeee
retirement benefits
right-to-know ...........
suggestion files .........
TEMPOrary .cceeeceeeieeeieeecreeeseee sl e bt e
training history ... B
work assignment...........ooocoei e,
employee assistance program (EAP)
Employee Right to Know Implementation Plan ...... 68
employer certification (industrial insurance)........ 120
employment
applications

volunteer
eligibility .oooeveeeeeiee e
INQUITIES 1eiieieee e e e
INTEIVIEWS ..o
requisition/personnel action request............... 136
encroachments (real property disputes) ................ 53
energy conservation discounts/grants ................... 91
ENEIEY USAEE ciiiiiiiiiiiiiiiiieieieieieieieeeeeeeeeseseeeeeeasaaesaeaes 87
enforcement (COde) ...covvrviiiiiiiiiriieeee e 29
engineering specifications ........ccccccceveeiveeenennns 57,58

environmental
chemicals list ....
MONITOMING ceieviieiiiiiiiiiiieieeeceeeeeeeeree e
pesticide spray application documentation ....... 68
site assessments
AGENCY PropPerty ..oooveveieiiiiiiiiiiiiiiieieiereeeceeeeeees 52
asset not acquired.......occveeeeeereiiieeenniiee e 53
equal employment opportunity complaints........... 27
Equalization, Board of (appeals) ......cccvveeecrveeennnnenn. 35
equipment
auctions (disposal) ......ccceccvveeeeciee e,
DIllING et
boilers (inspection reports) ..........cccuveuneee.
checkoutil ogsmmmm.. ... iy, ...
disposal (auction/sale/salvage) ..\............. .
installed™..... .o L
maintenance (history/reports) .....................
safety analysis.............h.... L
sale/salvage (disposal).....ccccceeveeeireeeieeiireeeineeenne
statistical reports.....cccccveveieeeceviee e,
surplus/sed Property ......ccccceeeeeeceeeeeereesreesreenens
USE eveeuteeeeeeereeesseeeseeessaesseeesssesseeessnesseeessaennseas
(=15 o1 1o ] 1 1T oL TR PPNt
€SCIOW AZreeMENT c.vvvvveveiiiieiie e eiee e
essential records........ccccviveieeiieiciiinneennn. see Glossary
event logs (electronic info systems) ........... 82, 83, 85
events/contests (agency-sponsored)..........cceeunen. 13
EVICEIONS ..ttt s 31
EXCISE TAXES .eeveeieeieeerrere e 111
executive.......... see also Governing/Executive Bodies
communications (internal/external) ................... 6
MEELINGS coiiiiiiiiiieie e 37
Proclamations.....cccccueveeecierevciee e, 15
SPEECHES ...t 17

expendable assets inventories.......c.cccccveeeviveeennns 73
expenditures
distribULioN ..oc.veevieeiiieeec e 89
eStimates oo 99
transactions/reports.....cccceeeeeeveeeereeceveeenennn 91,92
eye injuries (workers’ comp) ....ccccovveenerninieneene. 120
F
facilities
as-builts (architectural drawings)................. 57,58
project not completed .........ccoovvivieiiiinneennns
boilersy(inspection.reports) ........cccceeveevveerveennnn.
CONSEIUCTION. ... it et
engineering specifications..........ccccccvveeennneen.
fire alarms (applications)..............

installed’systems/equipment
plans (long range)...

FENTAI/USE oot
safety
INSPECLIONS .evvveeieiiiiiiieee et 55
MaINtENANCE ..uuueeeeeeeeevceeee e, 75,76
VAlUBS ittt 52
feasibility studies (computer applications)....... 61,77
Federal Fair HouSing ACt ........cc.ueeeeviueeeeiieeesiieeeenne 27
fees (impact) — rate setting......cccceeveevcveevieenveennen. 104
FEMA
ClAIMS e

flood permits
ferry authorizations (USDOT)
field books (land survey)...................
field orders.....cccoveiiniieeieiec e
files classification ........cccceeviieneeiniiienieenieeeeee,
final bUAEEt....cce e
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finance officer/treasurer reports.........ccceeueen. 91, 92
financial
AISPULES ooeeeiieeeiiee e e e 90
planning (levy and bonds) ........cccceeeeciveeennnnenn. 105
FEPOITS coiiiiiiiiiii e 109
sensitive cardholder data .......cccccevvveeeniierennnnn, 93
transactions/statements/reports................. 91,92
finding aids (public records).......ccccceevivrveenienennne. 149
fingerprinting (employee/volunteer).................... 135
fire and life safety
alarms (applications) .......ccccceeeeeeevciieeecciee e, 55
code ViolationS........ceeeeeciiiieeee s 29
AFllS e e 128
equipment (maintenance) .« .. ..... M. 75576
hydrant ....eoeeeneee i 58
permits/extinguishers/inspections.......i............ 55
prevention plans............. ... A 25
fire fighters (LEOFF) ....oveveueeee i, 119
fixed asset iNVeNtories .......cccceeeeevvivvveeeeeeeeiinns 73,74
fleet (vehicles)
accidents/inCidents.......coocevvevvvivieeeeineeesenneen, 44, 45
DIlING weveeeee e 92
checkoUut 108S ....uuviivieiiiiiieeee s 87
disposal (auction/sale/salvage) .......cccceevvevveenne 64
maintenance (reports/history) ........cccceeueeunne 75,76
safety analysis.......ccccoeeeeiiieicciiee e, 69
statistical reports.....ccccceevieeicccies e, 87
USE oiiiieeiieiiiet e e ettt e e e e e e s e e 87
food/beverage permits......ccccoceevveevveenieecee e, 9
forecasting
affirmative action .......ccoooeeiviiiiiniiee 118
ASSEES 1ot 78,79
BUAZEL...cc e 99
foreclosures (deeds/mortgages)........ccceeeveevuveennnenne 31
forest practices permits.......ccccceeeevvieeecccieeecieeeene 55

forfeiture hearings (assets).......ccoceevevveeevvveenne 34, 35
forms
AcCoUNtABIE coeveiieeeee 139
creation/master set (agency-created).............. 139
naturalization (1-9) .....ccceeevveveeciee e 135
supplies/blank .......cccecveevievienienieceece e 151
franChises ..cccuveii e 20
granted by @gency ......ccoeceeevierniienieeniee e 20
proposal declined ..........ccccoeeviiieeeiiiee e, 20
received by agency ......cccoceeevciieeeiiiee e, 18
Fraud. .o 125
fuel/oil storage
INVENTOTY...eeiiiiiiiieceee e 73
maintenan cemmmm.. . ... .. ... Iy 75, 76
regulatory authorizationsi...........c.... e, 55
usage/dispersaliiiil ...l L 87
G
aArnNiSNMEeNtS ....ccveeveriiieeeee e 102
general information (external).........cccceeevvevnveneen. 151
general |@dgers ... 94
geological data/geotechnical reports......... 11,12,52
goals/objectives (working files) ........ccceevuvevvreennenne 40
governing bodies
COMMUNICATIONS .eeviiiiiiiiiieeeeeeeriireee e e 6
€lEeCLIONS i 22
MEETINGES «oovevvieeee et rerree e e e s 37
GPS tracking data (security monitoring) ................. 84
grants
applications (approved)........ccoceeeiciieeeciieeennen. 91
applications (not approved) ........cccoveeeecvieeennneen. 94
CONEINUING ..coiiiiieieee e 109
financial documentation........ccoccoovieiniiinieennenne 91

Project reportS...ciiiiieiiiiieiiiiieieiereeeeeeereeereeereeens 109
grave markers (inventories) ........ccccecvveeeecveeeeciveenn. 73
grievances (employee) ...cccccveevceeeeccveeeecieee e, 124

APPEAIS...eeeee e 34
groundwater monitoring .......c.ccceveveeviieeniieeniieenneens 70
H
hardware (information technology) ........cccuueenn..ee. 63
harmful physical agents (training) ........ccccccvveenneee. 49
hazard assesSMEeNt......cccceevvcieeeeiiiee e eeiee e 129
hazardous materials/waste

accidents/incidents........ccooeeeicvieiiceineeeen. 43,44

authorizations received by agency ..................... 65

chemical inventory Lul....ccvee e, 67

destruction/disposal.........cccceeveeeirieevieeiieeiieenns 67

emergency response plan.......cccccecceeeeecivee e, 68

handling (authorization/certification) .............. 113

iNSpection/test reports......cceeeeveeeeeeeereenreennens 67

1] SR 67

management plan.......ccccccceveviieeenciee e, 68

PEStICIAE SPray..cceeeececciiieiee e 68

right-to-KNOW .....ccoiviiiiiiiieii e, 68

safety data sheet (MSDS) ......cccoceevvvireeccrieeeennen. 67

training

agency provided .......ccoeeceeeeiieeeeeciiee e, 48, 49
certification ....oecee e, 112
health benefits (employee).......ccccccvveevnnennn. 114, 115
health insurance participants .......cccccecevveveeeeennn. 116
hearings (adjudicative proceedings)................. 34, 35

ArTANEEMENTS .uvvvviiiriiiiiiiieieiiieiererererererar . 39
hepatitis B virus (HBV) ......ccocvuieeeiiiiicciiee e 128
heritage designations.......cccccccevecieeecciiee e, 56
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HIPAA (Health Insurance Portability and

Accountability Act)
NIFING e
historic property designations............cccceeeeveeeennnenn. 56
historical files (aeNCY) ..ccvvevvrerivieciee e, 14
historical treasures (inventories) .........cccecveeevvvennen. 73
hold harmless agreements...........cceceevieennieenne 18, 19
holiday NOtICES ...cooveerieiiieereeeeeee e 152
housing (residential) .......cccccoveireiiieiviiie e, 86
housing authority plans/reports (to HUD)............... 42
human immunodeficiency virus (HIV)
HVAC PEIrMItS...ceiiiiiiiiiiieeieieec e
HVAC systems (installed) ....................
hydrant (fire)....cceeeeeeeveeeeveee R e
)
IDEA (Individuals w/ Disabilities Education Act) 27, 28
imaged cash letter (ICL) ...cccccveveveeecieeeceecee e, 98
Immigration and Naturalization Services (INS)..... 135
impact fees (rate setting).......ccceeeeeveeeveenieesvieennns 104
improper hiring decisions .........ccccceeevevciieeeeee e, 124
improvements
capital asset record.........ccoceeeeiiiiiiiiieee s
1YV o] o [=Tot £ P
incidents/accidents......ccoceveveeeeeeiieee e,
hazardous materials ......ccccccevveerieeniienieenne
INCOrPOration ...cccovveeviiieeee e
indigent defense certification
industrial hygiene .......cccccovieiiiieei e,
industrial injury/insurance
Claim 08 cce i 119
L&I CclaimsS...ccovvveiiiiiiiiiiiiii 120, 121
L&l r€POItS . .evviiiieeiieiiiiieeee e 119

law enforcement/reserve officers (LEOFF 1).... 119

SEIf-INSUIred ...ceeeeieie e

volunteer fire fighters/reserve officers
information technology (IT)

backups (disaster preparedness/recovery) ........ 25

infrastructure (audit trail)......c.ccccvevvveeeireveeenen. 62

network (design and build)........ccccccoveevvrivnennnen. 63

systems (installed) .......ccceveveeeveeiiiieecee e 60
informational

COPIBS cuvvrvrurererererarerererererererererererererererarer.. 151, 152

reports (AZENCY USE) ..vievcveeeeciieeeeireeeeevreeesiree e 8
initiatives/referenda/recalls ........cccovevvveererevrnnennen. 23
INJUIES weevveereeiecie e, see also accidents/incidents

occupationa .. ... SR, ... S
inquiries (employment)
inspections/monitoring

bridges/roads.........on... . Fh b 53, 69
businesslicence........x.... L L 29
documentation ......ccceeeeciiiieeee s 55
facility safety....cccoeevenieini e 55
fire extinguishers/systems.........cccovvvvvvnveeenns 55
hazardous materials .......ccccceveveeeeniieeeeciee e, 67
hazardous materials/dangerous waste .............. 65
HVAC ... ettt 55
insurance/safety/fire .......cccccovveeveiiiieecie e, 55
not required
required
environmental.......ccoovvveeeieeiciiieeeee e, 70
non-environmental .........ccccceevevcieeeecen e, 71
insufficient funds collections .........cccccoeeeevvevecnnenn. 90
insurance
AUAITS/SUMVEYS eeeeveeiereeciee ettt et et eenee s 45
employee benefits.......ccovveeiiiiicciiiieeees 115
Lo [ Tol =T P 45
Premium COSES .ovviiiiiiriiiiiiieeeerriiereeeeeeesireneeeeens 45

safety/fire inspections ........cccccveeevveeeceecciveeeeeenns

WAIVEIS..eeiiiiieeeieirereeee e

workers’ compensation
intellectual property (owned by agency)................ 51
interlibrary 10aNSs......cocciiiiiiiie 142
interlocal agreements.........cccccevvieeieeniieeneenne 18, 19

emergency/disaster response/recovery............. 26
internal agency procedures ........cceveereeeneeeneeennnn. 41
Internal Revenue Service (IRS) ......cccocvveeeeiveeennen. 101
internal service fund rate setting........cccccceeveeens 104
international money transfers (IMT) .......cccovveeuneee. 98
internet/intranet

content management ...,

Internet:Protocol(lP) addresses...
web addresses ........
webapplications

interviews (employment)..........cccoveeeeieeeeiieeeennns

intrusions (security) . .....ccccccccveeeeciee e,

inventories
ASSELES Lottt —————— 73
fixed @SSl ...ccueeieeiiie i 74
KeYS/DAAZES ...vveeeenreieiesieeereeee s 74
materials/equipment........c.ccccceeeveeviieeereecieennen. 73
PANtS i 73
PUbIiC records .....ccoevvciiiiieiiieccieee e, 149

Year end report......cceccveeeicveeeesieeeereeeeseee e 73
investigations
accidents/inCidents.......cceevvveveeviieciiveeeieeeeenne 44, 45
hazardous materials.......ccccccevveveeeiieicciiienennn. 43
employee misconduct .......cccceeeeeiinninnennn. 124,125
equipment/vehicles safety .........ccoceeveeeerveeenneens 69
WhistlebloWer .........oeveciieeieeeecee e 125
INVOICE tOtalS/taXeS ..uvrrerieeiiiieeieeieeeee e 88
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Irrigation Districts .............
certification of election
ITratesetting ...
J
job
ANNOUNCEMENTS ..eeiiiiiiiiiiiieee e eiereee e e 136
descriptions .....cccvveeeeiiiiiiiiieeee e, 134, 136
junior taxing districts (annual statement)............... 42
JUNK Mail/SPam ..c.ceveiieiiceeceee e 151
jurisdictional boundary .......c.cccoviiiriiiniiienieenne 11,12
reference maps/drawings/phetes........m.......... 12
K

keys/card keys
authorization for......ccccceevveviiecee e, 81
inventory

L

Labor and Industries, Department of
boiler vessel report....

(S )Y o] LN €] o Yo o R
land
disputes/condemnation .........ccccecveeeeveeeireeeineennne 53
survey field booKs........cccvveeeiiiiiiiiiiieeeeea, 11,12
use
code Violations ......oceeeveeinienieciee e, 29
permits (from other agencies) ......cccccceveuneenn. 55
VAlUBS e 52

landmark designations.........cccceeeeveeevciieeeecieee e, 56
law enforcement officers (LEOFF ) ... 119
1€aKiNg PIPES .evveeeeiie e 26
lease

agreements......ccccceeviiiiieniie 18,19

applications (not accepted) ....cccccvverieerieennnenn. 106
leave

bUY back.....coceiiieiiieee 101

cumulative record......coceevveencieeniieenceeeniieenneens 114

FEOUESES tiiiiiiiiiiiieicieiececererereeereree e ee e e e e aee e 116

sharing authorization..........ccceeviiiiiieeeiiieeens 101
ledgers (general and subsidiary) .......ccccceeeveevenennnen. 94
legal counsel

AttorneyrGeneralopinions .. ... .. 27

civil topical and working files ... 28

claims for damages........cccoveeiviiiincieieeciiee e, 29

15SUES/AdVICE 1uvvvvee e e e, 31

levy/bond planning....h......o L 105

litigation case files ......ccccevveeiiiieeeeciiee e, 32

OPINIONS ittt 32
legend drugs (animal control registration) ........... 112
LEOFF Plan d....cooocvirieeeeeeeiieeeee e 119
letters of recommendation........ccccccvvvveeniiiinieennns 132
letters of transmittal........cccocvvvvveeiiiiniieeiiieceee 152
[EVY PrOJECES . .vvieiee ittt 58

financial documentation

planning

SUCCESSTUL cavvvieeiie e, 105
UNSUCCESSTUL .eviviiiiieiiieeeeeec e, 105

(2= oTo] o £SO PP P PP PP PP PP PPPPPPPPPPPPPPRY 109
liability waivers .......ccocveeeiieiciiieee s 18, 19, 46
libraries

annual report of trustees........ccccceevveeeeevieeeennns 141

catalog/circulation........ccccocveeveercieeccieenns 141, 142

special collections........ccccveeeevierevcceee s 142

licenses............. see also authorizations/certifications
agency assets...........
agency general
agency-provided training.........cccceeeevveeennenn. 48, 49
code VIolatioNnsS.......coccveveiiieeeniie e, 29
hazardous materials/dangerous waste .............. 65
human resources.......cccocceeeeeeeeccivieeeeeeeenn. 112, 113
pre-numbered (accountable) .........cccceevvennennns 139
[IENS/rEIEASES ..evvevieeecreeiiee ettt 31
lights (street or traffic) .......ccoceeeeeeeicciiee e, 58

Liquor Control Board
temporary permit notification
no objection to issuance
objectionptonissuance ...............
litigation case files
loans'(interlibrary)
lobbyist reporting
local

improvement districts .......cccoeeeviieeeeieiicciiieenn. 111

TAX FEEUINS Lo 111
Local Disability Board (LEOFF ).......ccccceveervveeennen. 119
Local Emergency Planning Committees (LEPC)....... 67
Local Records Committee (LRC).............. see Glossary
logos (agency identity/brand).......cccceeveeveenneennee. 10
logs

industrial insurance .......ccccevueeee.

internet/telephone/fax

INErUSION/@VENT ...iiiieeeeiieieeeeeeee e

VISIEOr/@NTIY i

weapons confiscation ........cccceeeeeeeicceeeesciee s

WOrk assignments......ccccoeecuiveeeeeeeecciiieeeee e
long-range/term planning

ASSEES ciittieie e eeaes 78,79

strategic (agency-wide) ......ccecevveviieeeeciiee e, 40
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M
magnetic records (audio/video tapes).......... 145, 147
mail (delivery and receipt) .....ccccceeeeeeieeniieescieenns 143
maintenance history/logs/reports.................... 75,76
mandatory reporting/filing ........ 42, 80, 109, 110, 137
manuals
MAINTENANCE ..cciiiiiiiiiiiiiicceeeeeeeeees 75
OPEFAtING wuvvvviiieiiieiiiiiiieiiieieierererererereree ... 85
published by agency .....cccccceveerieiiieeniiecnieenae 140
standards/specifications.........c.cccceeveeereenreecreennnn. 63
manuscript collections (libraries)........ccccecveevueennne 142
(01T o LS OO PP PO PP PO PP PUPPPUPPPURPPRY 11,12
master indexes (public records)....... o ....cheee... 149
master set
FOrMS. e e e 139
(18] o] [ Tor-) 4 [0 o -3 S ST S 140
materials
audit (technical reference) .....ccccccoevveeeeveeeennn.. 96
disbursement/usage.......ccccceeveeeeeereeereenreecreennn, 87
hazardous ........eeeeeeiiiiiiieecee e 65
accidents/incidents .......ccoceeevvveeeviieeeennnns 43, 44
AUthOrizations ......cccoeeciiieeii e, 65
environmental site assessments...........c..c..... 53
orders/requisitions/receipts.........ccoeeveeeerreenne. 107
public Meeting ......cccoevvvcveeeeier e, 58, 77
reference (meetings/hearings).........cccou..... 34, 35
safety data sheet (MSDS) .....ccccoeeevcvieeeecieeeennnen. 67
source (forms & publications) .................. 139, 140
TrainiNg ..vveeee 47,48, 49, 50
civil rights compliance......cccccoveeiieeeieiiiccnnnen, 28
Waste analySiS.....covvereieeeiiiee e 64
mechanical recordings ........ccceeeecverirceeeeecieee e 152
media (press releases/newspaper clippings).......... 15

medical INSUrANCE ....oovvviirieeiiiiee et 101
medical records (employee) ......cccvveeevvveenne 127,128
meetings
=oAL SR 36
arrangements/scheduling...........ccocovveverenccencnne. 39
dates/times/locations........c.cceeueevvveeeereiveeennenn. 151
8OVerning/eXecUtiVe ........ceeeeeienienienieneeneeieene 37
INTEr-ageNCY.ccoiiiiiiiiiiiieec e 38
staff (AZENCY) oo, 38
memo/memorandum (transitory) ......cccoeveeeeueennns 152
messages (telephone/voicemail) ........cccceevveeneennne 152
microfilm
conversion of source records ................... 145, 146
records/standards ..........coccvieviiiine e b, 145y 146
Migration........iobeeece bl b 0L see Glossary
CONVEISION PrOCESS ..vvvvvvvvvvvrrrvrenassnsressnnnsssnnnnnnns 145
source records ... Mo il b, 147
minimal‘retention value'(public'records) ..., 151
MINING tiiiiiii e 55
minors
accidents/iNCIdentsS......coovevveeieeeeeiieeeeeeeeee e, 44
emergency contact information.......ccc.ccceenneen. 25
library permissions ........ccccceevecivveeeeecesccvnnneenn. 141
travel Permissions .......ccccceccvvveeeeeeevcciiiieeeee e 46
minutes/recordings/transcripts
adjudicative proceedings..........ccccevvvveeeeeennne 34, 35
adVisOry MeetingsS......covveevieenieeniieenieeniee e 36
governing/executive Meetings ........c.ccoevvvevennne 37
inter-agency MeetingS....cccccvvvcvveeeeeeevercneneeenen. 38
staff meetings....cccoevcveee e, 38
misconduct (employee) ......ccccceeeeevieeeeiiennn. 124,125
models (research) ......ccccooveeeeiieeiccieeeeeiee e, 8
monitoring
APPrOPriate USE wuvveeieeiieiiiieeeee e eeriieriee e seinnees 85
environmental ......cocveeveeniiinieene e 70

information systems........c.cccoceveeeiciie e, 69
L0 =] £ 71,72
motor pool
accidents/iNnCidentsS......coccvveeveeeieeiiieeeeeeeeenne 44, 45
DIllING et 92
CheckoUt 1085 ...cooveeiiieiieiiicece e 87
disposal (auction/sale/salvage) .........ccccecveeenee. 64
maintenance (reports/history) .........cceuene.. 75,76
rate setting ..o 104
registration/tabs.......ccccevieeviieeciecce e, 55
safety analysis.......cccocveeeeiiee e, 69
statistical reports.......ccocvevveeeveeniieeseeeeeeeeee 87
USE teiieeiiieeetui e ettt s eetnaeeernssernnsenenseensnaeearnnsennns 87
maettes/slogansi(agency identity/brand) ................ 10
multi-agency Meetings t....ccccceeveeeviienieeenieenieene. 38
multi-media presentations (videos/CDs/DVDs)
agency publications’..........cccceeeviieiiiiee e 151
from external’ sources.......ccoccvvvivevcieenceenveennnn, 151
municipal code.......cooiiiiiiiiiiiiiiieeee e 140
mutual aid agreements (emergency/disaster) ....... 26
N
naming
programs/mascots/colors ........cccoeeveenreeireenenns 10
Naming (agency assSets) ......ccccverveeerveerieeerveesveennne.s 54
National Bridge Inspection Standards (NBIS).......... 69
National Historic Register .........ccccceevcveeeecieee e, 56
networks
access authorization ........ccccevvceeiviieeeeniiec e, 81
AUt Trail e, 62
design/build......cccueiiirieeiecieeeee e 63
newsletters
QECNCY eevvvvererererererererererererererereranerernrenerannranaranans 140

Page 174 of 182



SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 3.2 (August 20, 2015)

from external Sources.......cocvvcevvveerieeinieennnen. 151
newspaper clippings .....cccccecveeeeevreeeriiee e e, 15
nine one one (911) taX ..cccceevvveeeeiree e e eciee e 111
noise level monitoring (industrial hygiene) .......... 128
non-archival ......cccoccevevnieiiniieeeeeeees see Glossary
NON-eSSENtial ...covvviviriiiee e see Glossary
non-paper-based records .......c.ccceeeeerieeniieennieennne 147
notes (shorthand/stenotype).......cccecevervrerennnnne. 152
notices

B&O tax NOLICES ..covuveeeeeiiiieeiiee e, 111

COBRA ...ttt 114

confined SPaceS ......cueeveeevieeniierieee e 127

destruction of public records........cccceeviverennnns 148

financial disputes/collectionssiim......../.......... 2 90

informational .............cooo b, 151,152

minor participation.........cc... . i et 46

public (official) .....ccoeee T 16

published (requests for bids/proposals)........... 106

staff meetings .......coccvvveeiii e, 38

SUMIMONS ceiiiiiiiiiieee e errer e e 31
NPDES PEIrmMItS ccocovveiiiiiiiiee et eeriieeee e 55
nuisance code Violations........ccoeeeeveerieenieennieennnen. 29
numbered forms (accountable) .........cccccecuveennns 139
(0]
oaths of office (boards/councils/committees) . 23, 24
o] 030 [=] o <SRN see Glossary
occupational

health/safety .....ccccovieviieciiceecee e 127

INJUFIES/IlINESSES ..ecuveeereeeree et 129

INJUPY/dISEASE ..cvveeereieteeetee et 121
Office of Financial Management census records.... 10
Office of Record .......ccvvevecveeevcieeeeiiieene see Glossary

Office of the State Auditor

capital asset record.........ccoveeecieeevcieeeeceee e, 89

examination report........cccveevevevevereiereierereeeeann. 96

loss of public funds/assets.........cccccevveeeieeeinnens 110
official Code..ciiiiiiiiiiiiiier e 140
official public NOtices ......cccceeviiiriiiriieeeeee 16
OFM (Office Files and Memoranda)........ see Glossary
oilsee fuel/oil
Old Age Security Insurance (OASI) ......cccoveevcrveennn. 102
online

commuNIcations/adVviCe ......ccoovvevvveveeeeeeeresiinns 6,7

content management ........ccccevvvvveiiiiiiiiieniiiinn, 149

routine agency information.........cccccevceieneenne 151
openmpublicomeetingsm. ...... .. ... 36, 37
operating

manuals(facility'equipment)... ... L. 85

permits (boilers/elevators)..........u....bveeeeneeee.. 55
opinionpolls... ...k 16
opinions

ABENCY ATLOINEY ..eeiiiieiiieice e 32

Attorney General .....cccceeevcieeeeiier e 27
OPR (Official Public Record).........ccuueu... see Glossary
orders (adjudicative proceedings) .........cccceuuee 34, 35
orders/requisitions ........cccceeeeveeecieeeereeecneeenns 107, 108
OFdINANCES ..eeiiiiiieeeieie ettt 33
organizational (org) charts........cccocevveeecieeeccnieenn, 134
OVEIEIME ittt e 116
P
PACKING SIIPS wevveeeeeeciiieee e 107
parent/legal guardian permission

liDrary USE ...coeccueevevcieee e 141

ErAVELLceiiiec 46

Park beNChES......ccccviiiiiee e 58
parking
code violations/tickets......covvevevvieeierieeeeee e 29
lots (construction) .......ccccveeevciieeesciee e, 58
meters (CONStruction) .......ccceveeevveenceenveesveenne. 58
parts
INVENTOTIS ...ttt 73
(o] e [ S U PURTRRRRUROE 107
patent rights (owned by agency) ......cccceeeevveeennneen. 51
patron/users (libraries) .......ccccvevveeevveeveeeneeeneeens 141
payment card/sensitive data ........ccceeeeveeeieenneennen. 93
payment stubs (billing) ......ccocvrviriinieieeee 88
payroll
account adjustments .......cccvevreeveeriiere e 103
deductions!....ccoocciid i, 100, 101
direct'deposit..........ideveeeeciiieeeeieee e 100
EXPENSE JOZ uueeieiieberirieeeciieeeectee e ecee e e tree e 102
laborand industries report..........cccceeeevveeenneen. 101
10G/ShEEL ...ttt 102
[T 1V (11 ] S 101
=4 1 A= U PPP P 102
penalty assessMeNt......cccceevcveeeeriieee e siee e 129
pension system (agency operated)....... 115, 116, 117
performance
APPIENTICE. . uuuiiiiiiiiiiiireirieiirererereberer 138
QUL et 96
€Valuations .....cccveviiciier e 130
mManagement ... 130
monitoring/audits (IT)) coeceveereeeerieerreerre e, 69
outstanding (employee) .....ccceecveeevceeeeecieeennns 131
retirement investment portfolio ...................... 117
permanent retention .......ccccceeveviiiiiienenns see Glossary
permission (parent/legal guardian)
liDrary USe ...cooecveeeeeiiee e 141
ErAVELLceiiicc 46
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permissions (networks/systems/data) ................... 81
permits............. see also authorizations/certifications
CONfiNEd SPACES ..vvveeeereeeeieee e 127
construction/modification.......ccoeeevevieeeerinesinnees 55
from other agencies ........ccoceeveiiiieiniennieeneene 55
hazardous materials/dangerous waste .............. 65
operating (boilers/elevators).........cc.ccocvvcerennnne. 55
SUrface MIiNING ..ccceeevveerrieenieeeeeee e 55
1010 0] oToT -1 oV 2 9
VEhICIES/VESSEIS ..eeeeveeeeee et 55
() (=] PSPPI 55
personal exposure (to hazardous materials) .......... 43
personal license code violations
personal service contracts ......«iim..
personnel action request.....L..........
personnel file .......ccoveeeeeeeecci e et
pesticide spray application ..00.......... . ki
petitions signed by citizens........
Petty Cash......viveiiiiiee
o] 7o o 21 1 0 P
Photographs.....ccccocveeivcieeiecieecee e
agency forms/publications .........c...ccocue...
physical examination reports........cccccoeeevvveeeeeeenennns
Pipes (1€aKING) ....ccccveieiieeeecieee e,
pit/quarry
material control
PEIMITS . ceiiiiiiiieeee e e et e e e e e s e aarreeeeeees
planing
civil rights compliance .......ccoeeeeeeivieeeeciee e, 28
planning
CONSTIUCTION ....eiiiiiieiei et 58
project not completed .......ccccceeeieiiiiiiiiinnnn.n. 77
emergency/disaster......cccoeeeeeeeiieeeireecireennns 25, 26
EVENTS/CONTESES vuvvvvieeiieireeeieeeeeeeteeie e e e e seianees 13
hazardous materials ........cccccvevvveviiiiiiiiiiennnns 67, 68

information systems.........cccecevviiciieecccineenn,
initiative/referenda/recall measures
1EVY/DONd...cciiiiiieciee et
levy/bond proposals.......cccceeeeeevreeeiieenireeennenns
long-range (assets) .....ccecveevierienieneeneereeieeeene
rate setting ....ccccevvveeieiiiiiii e,
short-term (assets) .....cccvevciveeveesiieeeieecieeeriee e
STrAteGIC .cvviiieieiie e
WOTIKFOICE uviviiieiiii it
planning commission hearings............cccoccu.....
plans
as-built/designed construction plans........... 57,58
ASSEES tetieieie e 78,79
emergency preparedness/reCovery .. .. 25
hazardous materials L.....L.......
point-in-time (webpage/site)
policies
eMPlOYEE ....oiii s 115
INSUFANCE .ot 45
official ageNCy ...ccvevvveveeeeiee e, 41
polls (public opinNioN) ....ccceerviiiiieeiieeeeeeee, 16
positions (classifications/development)............... 134
posters (agency publications)
posts (social networking) ........ccccceveeeviieeeeiiiieeeenns
potentially archival ..........cccoeevivieiennnnnn.
preliminary drafts ...................
premises (vacation of)
PremMiUum COSES .ovviivriiiiiieereeriiiireeee e e e reirreeeees e e
presentations (videos/CDs/DVDS) ......ccccccveevueens 151
press releases/clippings.....cccceeveeeveeeveeeceeesreennen. 15
price checks......oooiiciiiiieiccce e, 108
primary record .......ccoovveeeeeeieiiiiiieeeee e see Glossary
printouts (from electronic info systems) .............. 152
private vehicle (minor permission) .......ccc.ccceeeeuneen. 46
probation (EMPIOYEEe) .....ceeevvvvereciereeeee e 130

procedures (administrative/directives) .................. 41
processing claims
Proclamations .......ccceevciieeecciee e
professional education .........c.cceeecveeeviieeesciee s 138
project files
construction (facilities) ......ccceeveeevveeveeeiiecieeenns 58
MISCEHANEOUS ...evvveeiiieiiiee e 8
project reports (bond/grant/levy) .......ccccceeveneenn. 109
promotional events/campaigns......ccccocveeeveeriveennen. 13
property
disputes and liens .......ccccccvveeeecieee e,
encroachments .....ccoccevevcieeecciee e,
history.....ccccvvveeeneene
liens/releases......ccocoevveircecenerenne..
purchases (real property) .............
SUPPIUS/Sed .i....oocve bt
tax exemption/valuation appeals
unclaimed .

proposals/bids (requests for).......ccoveveeenveenreeenns
prosecuting attorney reports........cceeceereereesveseeees
prospective employers (disclosure of information)
.................................................................. 131, 132
public
gatherings (Permits) ......cccocoeeeeciiiee e, 9
hearings/meetings.......cccceeveevvveeceeecreeeieeens 34,35

notices (official)
public disclosure

lobbyist reporting .......ccoecveveviiee e, 42

records reqUESsES .....ccueeeeeveeeecieeescieeeeseeee e 144
Public Disclosure CommissSion ........ccoceevvveeriveenneen. 42
public opinions

citizen complaints/requests .......ccccoeeveeeerveeeneeens 14

POIIS e 16
public records ........coceeecciereiiiieeeriee s see Glossary

backups (disaster preparedness)........cccceeeuneeen. 25
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CONSErVatioN ....ccvvveeeeieeeeeeccee e,
conversion/digitization/migration
desStruction ...cccuvveeeeiiiiiiiiieeee s

finding aids .....oeeveiieeeeee e

legal cuStOY .....cueevveiriieniiiiieeieceeeeee e

MAGNELIC ..eeiiiiiiie it

minimal retention value .........ccccecveeeniierennnnn.

records center transmittals/receivals............... 149

requests (disclosure) .......ccceeeveeevciieeecciveeeennen. 144

retention schedules/disposition authorization 150

transfer/donation ......cccceeeeeeeeeeeeiiesiieeeeee e 150

ErANSITONY coviiiieeieieee e 152
publications

agency supplies....c.oocueeeer @ B, 151

creation/master set (agen¢y-created).............. 139

from outside soUrces ...l oo bereeennnen. 151

master set (agency-created)............... b, 140
pumps/tanks (fuel/oil storage) ... ... 87
purchase offers

non-real property (declined by agency)............. 51

real property

accepted or declined by agency........ccccuueee.. 52
mMade by ageNncCy ....cccveeeeeeicciiieeeeee e, 54

purchasing

ABIEEMENTS .ovieeieieiieciee et et e e

emergency exception

purchase orders/requisitions/bid logs.............. 108

FECEIVINEG toveiiieeeee et 91, 92, 107, 108
Q
quarry

material control.......ccooceevveiriiiniiiiieeeceee, 87

PEIMITS . ceieiiiiieeee e e et e e e errrre e e e s s e aareeeeeeees 55

quasi-judicial actions (hearings) .......ccccccveeeunne 34, 35
R
radiation

EXPOSUIE ceeiiiiiiiiiiiieie e rer e e sanees 43

protection training..see the Public Utilities Records
Retention Schedule

radioactive materials/facilities licensing................. 65
rare book collections (libraries) ........cccceeevvveeenns 142
rate setting
IMPACt fEES e 104
internal service fund.........cccoiiiincnn i, 104
reading files (chronological reference filgs).............. 5
real property

disputes
environmental site assessments
relocation assistance ........ccccocveeeevieeenennns
unsuccessful purchase proposals
rebates (CUStOMEr) .....vvvveeeieeiiiiieeeee e
recall MeASUreS ....ccuvvv i
recalls/referenda/initiatives .......c.cccooevveeeveverernnen.
FECERIPTES tiiviiiiiiiiiiie
delivery (internal) .....ccccoovcieeeeiiiiceeeeecee e
recognition/awards.........ccceeeveeeeeeeneecreecre e
recordings
adjudicative proceedings.........cccceeecuverernnnn.
adVisory meetings.....ccccvvvveeeeecieeesciee e e,
governing/executive meetings
inter-agency meetings
mechanical......ccccceeeevennnnes
security/surveillance........cooveeeeeecvieeeeeccree e
staff meetings.....ccoovcveeeeviee e,
rECOIdS SEriES...uviieirireieireeercieeeesieeeenaens

recreational COUrSes .......covvvirirneereeseerieeee s
recruitment

recruitment/retention planning

reference files (general)......cccooeeiiveeecciee e, 5
referenda .....ooceeeeeii i, 23
referenda/initiatives/recalls .........cocveevuveeveecneenen. 23
registered mail (logs/return receipts)........c.......... 143
registers/journals (financial) .........ccccceeverveenen. 91, 92
regulations/rules.......cccuvevveeeieeceeecree e 41
Rehabilitation Act 0f 1973 ....cccouvveeeveeeeecieeeenns 27,28

relocation assistance
real property acquisition/grants
rePOrtiNg....ccevvvveeereiiireieeee e,
remittance advices
remote deposit capture\(RDC)..........
rental’agreements........cdeeeeecieececiee e,
rental applications ... e ...ooocieeeeciiee e
reports
accidents/incidents....see also Industrial Insurance
claim filed ... 29
hazardous materials.......cccccocvvviieeecniiee e, 43
no claim filed ....coooevveeeeeiiiiieieee, 44, 45
annual (chief fiscal officer) ......cocccoevveeeecienenns 109
boiler vessel ......ccccvvecciiiiieiicccee e,

collection agency
communte trip reduction (annual progress) .... 137

elementary/secondary staff info (EEO-5)......... 137
emergency response plan.....ccccccocccvveeeeeeeeecinnns 68
eMPlOYEE EXPOSUIE ..veeeeveeeireeieeeireesieeesieeenaee s 43
ENEIEY USAEEC.uuuururerrrrrererurersrersrnrernresessnnreresnrarannn. 87
environmental monitoring .......ccccoccceeeeecveeeenneen. 70
equal employment opportunity .......cccccveeenns 137
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equipment/vehicle .......cccccvveeieeviieecieecee e
filed/submitted to outside agency
fiscal and performance audit..........cccceeeeuveeennes
from external Sources......ccocuvvcvevvneerieeinieennen.
fuel/oil/pump tank .......cceceeeeeiienenerenencecene
grants/scholarships.......c.ccocevevenenencnenne.
hazardous materials .......cccccvvveeeinniieeevniee e,
hazardous materials (inspection and test) ......... 67
illegal actiVity .....ccovvveeeeiiieeeee e,
INSUFANCE .o ee et et e e e e
internal informational Use.......ccccevvvvenieinieennnne
library statistics.......cccoveerveiriieniecieeneeeieee
lobbyist (to PDC)
loss of public funds/assets. «mim..
mMaintenance......cccvvvveee e
maintenance (equipment/vehicles)
new hire (DSHS) ... B e,
parts (master listing) ...
physical examination .........ccceecviiveeeiieniciiieeeennn.
PrOBIAM c.ueieeiieeeieeeieeetteeteeesieeeieeesbreesaeeesbaeenaeeens
FECEIVING tviiiiieeeeeeriirreee e e e e sirreeee e
FESEANCH 1.t 8
safety and fire inspection .........c.ccccovveeeciieeennnenn. 55
state auditor’s examination.........cccceeeereveenineennne 96
STOP-PAYMENT ..eiiiiiiiiiiiviiiiieieieeereeeceeeveeerareae 98
successful completion (electronic info systems) 85
tire MaintenancCe ......cccccvvvvciiiieeee e 76
treasurer/finance officer ......cccovvveveveeeeeinenns 91, 92
VaNdalism.....cooeeriiiiie 82
waste materials analysis.......ccccccvevivcieeeeiieenns 64
workers’ compensation (employer’s)............... 119
request for proposal or bid (RFP)(RFQQ) .............. 106
requisitions ... 108
resale items (iNventories) ......coovceeeeeeevccinvveeeeeeenenns 73
research/program reports .....ceeveeeeeeeeeeneereeneennnns 8

residential housing (tenant files)
FESOIULIONS .vvveeeeieiieciec e e

boards/councils/committees........cccccovvvevvvveeene.
development files.......cccccvveeeciei v, 33
respirator fit test/program files........ccccceevveereennnn. 129
retirement
benefit history file ....cccooviviiniii, 115
eligibility benefits ......ccccccevvviiriiniiineee 101, 102
investment portfolios ........ccccceeeeviieeeecieee e, 117
system application/report ......c.ccooveeveeivvennneen. 102
TransmMIttals.....cceeeieerieeiie e, 103
verification......coocevveeeee e, 101, 103, 116
Retirement Systems, Department of
applications ... 0., ... S 102
retrievals (records centers) . 149
revenue bonds/cOUpons ............coll. ... oo, 91
revenue estimates ... ... L 99
Revenue, Department of
unclaimed property report........ccccceeeeeeiccivvnneennn. 95
rights-of-way
granted by @BENCY ...ccccuveveriieeieiee e 52
received by agency .......ccccveviiiveviee e, 18,51
right-to-know (employee) ......ccccovveiviiieeccieeecnen. 68
FiSK data ceveeeeeieee 46
roads/bridges......... see also County Engineer records
awards/recognition .13
CONSEIUCTION .. .eiiiiiieiee it e e e 58
INSPECLION ..eeviiiiiieieree e 69
MaINtENANCE .....oeveveeeeeeeeeeeeeeee e 75,76
rEPOrtS/Plans ....cceecveeeieeecie e 80
traffic monitoring......c.cccoeecviieieiiieiciiieee. 71,72
rosters (consultants/contractors) ........cccceveeneennn. 106
routine information (agency operations) ............. 151
FOULING SHPS...veeeeeiee et 152
rules /regulations.........ccccceeeeeeeveeecee e, 41

run reports (electronic info systems)........cccceeeuneeee. 85
S
safety

analysis (equipment/vehicles) ........c.cccceeveeveennen. 69

committee ....occveeeeeeiiiiieeeee e

confined spaces permits

inspections (facilities) ........ccceeveeeevcieeeeciiiee e,
salaries

garnNisShMents .....coouvevieriiienieeeeee e, 102

SChEdUIES ....eveiieiiie e 102
sale/salvage (equipment/vehicles) ........ccccceeeueeuene 64
scheduled tasks (electronic info systems) .............. 85
schedules

facility rental/use...loveeeeveecieececceeeee e

records retention....
SAlAri@S.uueeerererererirererirererreraas
tasks (computer-driven)

tasks (electronic info systems) .......cccccceevviveennenn. 85
WOrk assignmeNnts .....ccccueeeveieeeerciee e 130
scholarships
applications (not approved) .......cccccvveeeevreeenneen. 94
awarded or received........coocceeeiiiiciiiieee s 91
school
bus authorizations (USDOT) ......cceevvveeeevveeeennnennen. 9
colors/mascots/program names ............c.eeveen... 10
stores (INVENTOries)......ccevveeeeeeeeieciireeeeeee e
scrapbooks.......cccceeeeen.
screenshot/snapshot ..
secondary records.......
duplicate CopPIes....cuuiiiiieiiiiiieee e
Section 313 SARATitle l.c.eeviieriiiniieeeeieeeee 66
Section 504 complianCe ......ccccveeeeeceeeereeeeeiee s 28
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SECTOR citations....... see Law Enforcement Schedule

printouts for general info ...........cceeeeciieeenneen. 151
security

badges/swipes/codes ........ccoveevrvriveeeireeenreeennen. 81

incidents/investigations........c.ccecvevererenenennenne 82

logs (staff/visitor entry) .......ceceevevenenenenennenne 83

MICrofilM...cceeeiei e, see Glossary

monitoring

oversight/surveillance recordings.................. 84
FOULINE ..ttt 83

systems (installed) ......cccoccveeeeeiiee i, 60
selection process (recruitment) .......cccceeeeevveennnenne 136
self insured

(0101 £ PP S - SO

employer certification ....................

T ] o7 LA =T USSR ROt

workers’ compensation
sensitive cardholder/authentication data .......0.... 93
shelf list (libraries).......cccccvvveeeiieeeeiiieeeceee e 142
shipping (Mail) ..cveeeeeeiiieeeceee e 143
shorthand/stenotype notes.........ccceeveeeevveennenne. 152
SIENALUIE reCOrdS ...uvveieriiieeeieee e e e 97
Site asSesSMEeNts ....ooceiiiiiiei e 53
slogans/mottos (agency identity/brand) ................ 10

small and attractive assets
snow closure...........ueeeee.
social networking

software (COMpPUter)......cccceevveereeerieennnens

SOIl MONILONING .vveeeieeecee e e

source records
CONVEItEU...uvvvvrerirererererereiererererererererererenan, 145, 146
MIBrated ......ovieieeeieeeeee e 147

spam (unsolicited email)........cccceeeviiieciineeiieenn, 151

special collections (libraries).....cccccccvevecveeeicreennnne 142

special purpose district (annual statement) ........... 42

specifications/standards manuals ........c.ccccoveeeuenn. 63
speeches
staff

ACCESS . eeereeeeeeereinrrereee e e s snnrere e e e e e e s e e e e e e e e nennneee 83

development/training .........cceceveverenencnnenns 138

MEETINGS ..eevieiiriieiee e 38
standards

MICrOfilM..ieeeee e, 145, 146

National Bridge Inspection (NBIS) .........ccccuveeene 69

specifications manuals..........ccccceeevcieeeecieee e, 63
state and local tax returns .......ccocceevcveencieenieennenn. 111
State Emergency Response Commission (SERC)..... 67
state monitored personnel funds
StaterofilEmergencyrdeclarationiing.. ... "
statements

DANKING ... e 98

bond......ooocmternneiibi B 94

disaster damage declaration...........L 26

finaNCial cuvvveeeiiiiiee 91, 92
statistical reports

ABENCY ASSELS ceriiiiieiiieiereiere et 87

agency informational.......ccccccevcveeieiciee e, 8

lIDrari@s .oooveeeeeiee e 141
stop-payment reports/requests .........coceeeeeveeeeneens 98
strategic Plans.....oovccciiieee e 40
streets

lighting SYyStemS ...cccvevevieiiiieiee e, 58

NAMING OF .ot 54

PIANNING . 78

traffic Monitoring....ccccccvveeeviee e 71,72
stubs (billing/payment)........cccveeeeeeireeeceeeireeeceeenns 88
student (emergency contact information).............. 25
studies (research)........ccccoeeeeeiiiicciee e, 8
subject files

administrative Working...........ccoceeevvvveevecvee e e, 5

QUL et
subpoenas (served on agency)
subsidiary 1edgers .......ccoecveeevviie e
succession Planning .......ccccvvevcieeeecciee e,
summons
NOLICES Of eevieiiiieeeee e 31
Served ON ABENCY ..ccovvieerieeriieeiee ettt 30
superfund release files......ccccoveervviriiiineniieeeene 66
supplies (INVENTOrIES).....cccveeeiieeeeeiieeeciieeeeiree s 73
surface MiniNg......ccocccvvieeeiiee e 55
surface water monitoring .........cccecevvveevcieeeeciieeeenns 70
surplussed property inventory.......cccceeceeeercveeennns 74
surveillance recordings
SUrVeySTmm. .. see also County Engineer records
Civil rights..cle e i
commute trip reduction
County ENgINEer ...duvuuueveveieiiiiiiiiiiieieviiiveieiiieiannns
hazardous materials/waste .......cccocvvvevvvvreennen. 66
INSUFANCE .t 45
land/field BOOKS ......ccvvvvvveveeeeiiieeeeeee e 11, 12
long-range asset planning ........cccceccvvvevcviveeenneen. 78
FESEAICH . 8
swipes (staff access).....cccvveeeviiieeeiiiie e 74
system design (computer applications) .................. 62
systems (installed in agency facilities) .........c.......... 60
T
tally sheets (elections) ......cccccceevveeeeecieececiiee e,
tanks/pumps (fuel/oil storage)
task forces (meetings).......cccceevevieeeeiieececieee e,
taxes
business/occupation.........ccceeveeevveeneeeiveesneens 111
combined eXCiSe ....cocueerveeriieerieeiieeniee e 111
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local improvement districts.........cccceeecveeennnnenn. 111
state/1ocal returnS ....oovceeveveeeeeeieeeeeeeee s 111
technical design (computer applications)............... 62
telephone Messages .....ccccccvveevvveeeeiieeececiree e, 152
temporary employees........cccoveerieeiniieniieeenieenen. 133
temporary Permits......cccovcveeeiiieeeiniiee e 9
tenant files (residential).......cccccceevvviviieenie e, 86
timber/water rights (received by agency) .............. 51
time cards/Sheets .......oovvveuveeeeeiieeieieeeee e 103
tire MainteNanCe.....ccoooeiieiiiei e 76
tracked assets .....cccceeveevieiinieeiiei i 51,73,74
tracking data (GPS, AVL) ..cccevevieeceieieeeee e 84
trademarks (owned by agency) .......ccocceeeereeieennen. 51
traffic
accidents/incidents.......... iheeeen it 44,45
lights/signs/signals .........ccocoors e vee it e ceveeenens 58
MONITOrING cevvvevevereieiene i 71,72
street planning........oooov 78
train/light rail authorizations (USDOT) ......c.ccceveeee... 9
training....ccecvveeeecieee e, see also Staff Development
agency Provided ......ccccevevieeeceiiee e, 47
certificated or hours/credits earned.............. 48
BENEIAl coviiiieieee e 50
hazardous materials handling ........................ 49
MANdatory....cccooeviiiieee s 48, 49
transcripts
adjudicative proceedings........ccccceeecvvererennenn. 34,35
adVisory Meetings......cccveeveeeeeceieeeriieeeeciee e 36
governing/executive meetings ........ccceeevveernnenns 37
inter-agency MeetingS...ccccccvvevcvveeeeeeeenicnveneeeennn 38
staff meetings ..., 38
transfers
funds (EFT, IMT, ACH) vvevveeeeeeeeeeeeeee e 98
magnetic records (conversion) .......ccccccveerunenn. 145
materials/equipment.........ccccceevieevieecee e, 73

public records (legal custody).......cccceecuverernnneen. 150

SUrPIUS ProPerty ...ccccveeeeciieeeceee e 64
transit stops/pads/shelters........ccocevvveeiveenvrennnenn. 58
transitory records ......cocceeecveeeecieee e 152
transmittals

DUSINESS tAXES . uvviireiieeiiiee et 111

Cash receipts..coieeieiiei e, 91,92

[EELEIS oo 152

payroll deposits ......ccceevvieeeeciee e, 100

records CENTErS....covuieeeiieie et 149

retirement (employees)......cccoceeevcvveeeecieeeennenn. 103
transportation

IMPACt fEES i 104
trapsportation authorizations(WSDOT) . ... 9
Transportation Improvement Program (TIP) .......... 79

development i L 78
travel permission (minoks). M.l 46
treasurer/finance officerreports..................... 91, 92
BMES ettt 74
trial balances......ccceveeiiiiicee e 94
trust iNdentUre.....ceveciee i 91
trustees, annual report (libraries)......c.cccceevuvenneen. 141
U
U.S. Bureau of Labor Statistics.........ccccevvrverernnenn. 129
unclaimed property ......cccceeeeeeevieeniieenieenneens 95, 110
underground storage tank (UST) inspections ......... 71
unemployment insUrance........ccccceeeeeeccvvveeeeeeeennne 117
UNHONS ittt e et e e e et e e e e e e s ereeeee e e e 122
unsolicited mail/email ........ccoveevviiiiiieiiiieecs 151
use

appropriate (computer/fax/phone).................... 85

equipment/vehicles........ccocoveeveevcieeeceecirieeceees 87

USEA Oll.euiiiiiieiiiieieeec e 64
utility
billing disSpULES....cceveveeeeiieeeeee e, 34,90
land Use Permits ......cccceeecveeeiviiee e 55
FEDALES ..o 92
TAX (STATE) eiiii et 111
74
vacation of premises.......ccccceeeevvieeeeccieeccciee e, 31
values (asset appraisal) .......ccceceveeneenenriereenne. 51, 52
VandalisSm ......oooeeiiieieee e 26, 82
vehicles
accidents/inCidents . ....ccoveeveeeeeiineennne 29, 44, 45
DIlING e 92
checkoUt 1085 .........evivieeecie e, 87
disposali(auction/sale/salvage) .......cccceeevveeeueene 64
maintenance (history/reports) .........ccocue..... 75,76
minor travel permission.........cccceeevcveeeecveeeeennenn. 46
PArts in StOCK ....vveveeeiiieeeieee e 73
registrations/tabs .......cccveveeviieiee e 55
safety analysis.......cccocveeeiciei e, 69
BEIE e e 51
tracking data (GPS, AVL) ....ccceeeeeriveeciieeeeiieeees 84
USBAEL . .eieieieieieieierereieteierererererererererererererererererenens 87
vendor compliance reports.......cccceeeeveeeecveeeeennnen. 108
vessel registrations/tabs.......cccccevveveeireeiecienreenen. 55
video/audio recordings (surveillance) .........c.......... 84
videos/CDs/DVDs (publications) ........c.cceeveeeuveenee.. 151
violence (workplace) ......ccocvveeeiieeicciiieeeee e, 126
ViISIEOr [0S ceviiieiiiiiieee e 83
VOICEMAI ] .eiiiiiiiiiiece e 152
volunteer
application & service documentation............... 133
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applications (not accepted) ....cccceeveveeeecireeeenns 136
fire fighters/reserve officers relief claims......... 120
voter
eligibility/challenges........ccoeevveeicieeciieecieecieenns 22
PAMPNIEES ..eeiiiiiiee e 22
VOUCKEIS...ciiiiiieeee e 91,92
w
waivers (liability, insurance, hold harmless)..... 18, 19
permission for minor to participate ................... 46
AT L - [ L [T N 18, 19
Washington State
Archives (records transfer) ..o, 150
LiDrarian....coeceeeeeencveesreeenvesss el ekt eveenene 141
microfilm standards........ B .ceevee fonhee bt eveennns 146

Washington State Patrol (accident reports) ........... 72
water boiler/hot water tank ........ccovvvveeeevvveiineneeenn. 55
water MONITONING ....uuvvueveiiiiiiiiiiiiiiieieeeeae, 70
water rights diSputes ........cccceevcveeeevcieeccciee e, 53
water/timber rights (received by agency) .............. 51
WEAPONS ..eeveiiiiiiiiieitiiiiiiistetsbebebsbabsbsbebabsssbsbssssessnnenes 82
webpage/site

ABENCY AAAIESS cueveeereeieerireeee e 151

applications......cccceeeeieee e 61,62, 77

online content management..................... 6, 7,149
WhistlebloOWEr .....c.covvviiiiiiiiiic e, 125
Women/Minority Bus. Enterprise (WMBE) .......... 108
work

assignments . .. ... . ... S 41,130

(o] 0o [ 3 SN o O o SUUUUNN O  RS 75, 76

plans . i LT 40
workers’ compensationh.... F..........L. 119, 120,121

workforce planning.......cccccccvveiviee e, 134
WOIKING filES..uviiiiiieeeciie e 5
workplace
hazard assessmMeNt .......ccocvvevieenieeneenneeeneeenne 129
VIOIBNCE..uviii ittt 126
WOPKS Of @rt..ceeiiiiieeiiiic e 51
X
X-ray registrations .......cccovevvuvvuriinieiiis 55
V4
ZONINGIAGJUSTELS ...ceeeeecbetereeeeeeeecireree e e e e e e e 35
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For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:

recordsmanagement@sos:wasgov

or contact your Regional Archivist.

http://www.sos.wa.gov/archives/
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