n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)
Washington State Archives

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 ‘aspArchival (Permanent Retention)sersNon-Archival (withpa retentionsperiod of “Life of;thesAgency” or “Permanent”) must not be
destroyed. Records designated as Archival (Appraisal Required) must be appraised by the Washington State Archives before disposition. Public records must not
be destroyed if they are subjéctito ongoingior reasonably anticipated litigation. Such public records'must be'managedinaccordance’'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 5, 2020.

Signature on File Signature on File Signature on File

For the State Auditor: Al Rose For the Attorney General: Matt Kernutt The State Archivist: Steve Excell
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REVISION HISTORY

Version Date of Extent of Revision
Approval
Consolidation of existing records series common to all local government agencies (from all local government general schedules) into a single records
December . N - . . . o . . . .
1.0 16. 2008 retention schedule. No changes to records series titles, descriptions, retention periods, disposition authority numbers (DANs), or archival designations.
! EXCEPTION: All duplicate DANs have been assigned new DANs. New series relating to Electronic Imaging Systems (EIS) source documents (DAN GS50-09-14).
Complete revision of Information Management function. New Records Conversion activity created. Library records series transferred from Local
Government General Records Retention Schedule (LGGRRS) Version 5.0 and updated. Electronic Information Systems activity completely revised and
20 January 28, | placed in Asset Management function. New archival designations introduced in all new and revised records series. (Definitions can be found in the
' 2010 Glossary.) Revision numbers have been added to all Disposition Authority Numbers (DANs). A new section, Records with Minimal Retention Value, covers
recordsypreviously covered by-GS50-02 (which-has been-discontinued)=Remaved.“Secondary-Copy” and-“Remarks*eelumns in all activities with new and
revised records series. Also removed extraneous notes about revisions and corrections in all records series.
Records series in the Risk Management/Insurance and Legal sections {covering accidents/incidents, guardian permission for minors, and claims for
damages) have heen revised. The Industrial Insurance (workers’ compensation) section has been updated and consolidated, and a new series covering
21 July 29, LEOFF 1 claims has been added. GS50-01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as
’ 2010 liability waivers, hold harmless agreements, insurance waivers, etc. Two new series covering agency strategic plans have been added. A new series
covering Superior Court source records (which have been reproduced) has been added. An obsolete records series relating to public disclosure requests
has been discontinued.
Critical updates based on user feedback/input. 36 pages removed. 77 records series discontinued, 34 revised, and 28 added. 31 existing series relating to
financial transactions have been consolidated into 2 new series: Financial Transactions — General, and Financial Transactions — Bond, Grant and Levy
29 December | Projects. 19 existing series relating to meetings and hearings have been consolidated into 2 existing and 4 new series. Added “Designations” column;
' 15,2011 | removed “Item No.”, “Secondary Record Copy”, and “Remarks" columns. (Some remarks have been added to description as “Notes”.) All records series
relating to purchasing have been moved to Financial Management/ Purchasing. The Contracts and Agreements section has been updated/enhanced, and
a new Training section has been added to cover agency-provided training. (These and many more changes are detailed in the Revision Guide.)
November 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
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.)
December Added new series (GS2014-030) to urgently address the payment card Sensitive Authentication Data issue. Three additional series added (GS2014-029,
31 GS2014-031, and GS2014-032); one discontinued (G52010-085); and 11 revised/updated. Also, corrections made to 11 DAN revision numbers (e.g., “Rev.
18, 2014 " S
0”) (All changes are detailed in the Summary of Changes.)

Page 2 of 196




S n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)

Washington State Archives

Version Date of Extent of Revision
Approval
39 August One records series modified. G52014-030 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.)
October 27, . .. w . s W " . .. . . " .
33 2016 Minor revisions to the “Agency Management — Meetings and Hearings” and “Records with Minimal Retention Value (Transitory Records)” sections.
Complete revision of Human Resource Management, Legal Affairs (Agency Management), and Payroll (Financial Management).
IMPORTANT: Disposition authority for legal advice/opinions provided by the agency attorney (or outside counsel) is granted with the DAN
4.0 May 18, | for the records to which the advice relates, whether specified in each individual records series or not. EMPLOYEE refers to any individual
| 2017 who performs tasks or assumes responsibilities for or on behalf of the agency, whether paid or unpaid (e.g., appointed, volunteer, contract,
temporary, etc.) This definition applies only in relation to legal disposition authority and does not refer to legal employment status. 16
records series/added; 63 revised; and 98 discontinued. (All changes arge listed in the Summary of Changes.)
A t5 . . - .
41 u;{;x;o " | Minor revisions to the “Asset Management — Security®,section.

For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.

http://www.sos.wa.gov/archives/
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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 DI:::)EIIE:::-L)?\INA‘::I}II':LN DESIGNATION
NUMBER (DAN)
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-ESSENTIAL
. q ! OFM
Remarks: Contactyour Regional Archivist before disposing of elected officialpexecutive, or files arespotentially 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 | SUP€ rseded NON-ESSENTIAL
document activities and appointments for a longer period of time. OFM
1. AGENCY
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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.

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 alli€ommunication types, regardless of format:
¢ Correspondence, email;
e Web sites/formis/pages, social networking posts and comments, etc.

Includes, butiismot limitedto:
e Agency-initiated information/advice;
¢ 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:
¢ Non-executive communications covered by DAN G52010-001;
¢ Public records requests covered by DAN G52010-014;
¢ 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

Archivesifomappraisal,and

selective retention.

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

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
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2010-001
Rev. 3

Communications — Non-Executive

Internal and external communications to or from employees (includes contractors and
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:
¢ Corresponderice, émail;
e Web sites/forms/pages, social networking posts and comments, etc.

Includes, but is not limited to:
e Requestsforand provision of information/advice;
e Agency-initiated information/advice.

Excludes:
¢ 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;
¢ Public records requests covered by DAN GS2010-014;
¢ 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.

Retain for 2 years after

communication received or

provided, whichever is later
then

Destroy.

NON-ARCHIVAL
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
AUTHORITY DESCRIPTION OF RECORDS DI:::)EIIE:::-L)?\INA‘::I}II':LN DESIGNATION
NUMBER (DAN)
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
selectivesretentiom:
GS50-01-39 | Project Filesy{Miscellaneous) Retain for 6 years after ARCHIVAL
Rev. 1 Records relating to agency projects where net covered by a‘more. specific records series in completion of project (Appraisal Required)
CORE or sectorschedules: 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. then NON-ESSENTIAL
; OFM
Excludes reports covered by G52012-028 and data extracts/printouts covered by G550-02- | Transfer to Washington State
04. Archives for appraisal and
selective retention.
1. AGENCY
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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 regulated 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.

where not covered by a more specific records series. Includes authorizations required by
and/or receivedifrompregulating autheritiesyflocalpstatepfederal agencies and/omcourts):

Includes applications, confirmations, correspondence, violations/cerrections, reports, etc.

Includes, but is not limited to:
e Airport operating certificates (United StatessFederal AviatiomAdministrationpl4:CER §

139);

¢ Animal control registration (Board of Pharmacy, RCW 69.50.310);

e Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S.
Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife);

e Drug Enforcement Agency (DEA) license to acquire/dispense drugs;

¢ Transportation (trains, light rail, ferries, school buses, etc.) (U.S. Dept. of Transportation,
Title 49 CFR);

¢ Temporary permits and licenses (food and beverage, public gatherings, etc.);

¢ Workers’ Compensation Self-Insurance Certification (WAC 296-15-021).

Excludes records covered by:
e Authorizations/Certifications - Hazardous Materials (DAN GS55-01M-04);
¢ Capital Assets (Real Property) (DAN G555-05A-06) (land division permits, etc.).

IMPORTANT: Excludes authorizations granted by the local government agency such as permits,
certificates, licenses, etc. (which are covered in sector schedules).

and
conditionsiof authorization
satisfied
and
violations (if any) corrécted
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI ::Orgll?r-ll-(ljcl)\lN AACITII':::JN DESIGNATION
NUMBER (DAN)
GS50-01-42 | Authorizations/Certifications — Agency Management Retain for 6 years after NON-ARCHIVAL
Rev. 2 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 "‘“D'sage;:e”"e"'}

1. AGENCY
MANAGEMENT
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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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:;:?;TA%NA?%N DESIGNATION
NUMBER (DAN)
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 E_SSENT'AL
May include, but is not limited to: Transfer to Washington State (hrolsa?;::ecwew}
e Design of symbols, logos, emblems, etc.; Archl\{es for appralsal and
e Determination,of mottos, Blogans;school €6l6rs, " m4seots,; etc.; selegtivemetention:
¢ Establishment of program names, etc.;
¢ Public participationin the decision-making process.
Excludes themnaming of'buildings, roads, bridgespand other assets coveréd by GS2012-032:
Excludes intellectual property ownership records covered by G52012-030.
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 o E_SSENT'AL
bodies (councils, commissions, committees, etc.). Includes Associated Student Bodies (ASB). | Archives for permanent ¢ rD'sageF::ecwew}
retention.

1. AGENCY
MANAGEMENT
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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.

DISPOSITION

Records may include, but are not limited to:
¢ Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
¢ Surveys, land survey field books;
e Geological data/geotechnical reports.

Excludes records that are:
e 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;
¢ Covered in the County Assessor, County Auditor, & Land Use Planning and Permitting
sector schedules.

Archives for permanent
retention.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 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. selectivemetention:
GS50-16-09 | JurisdictionahBeundary — Official Retaimuntihno longer needed ARCHIVAL
Rev. 1 Official doesumentation of the agency’s legal jurisdictional boundary, changes to its boundary | for agency business (Permanent Retention)
(including annéxation oriincorporation), and related records doecumenting locationsand then (hrE:iE:rlIL’:te }
physical features within the agency’s jurisdiction. Transfer to Washington State OPR v

1. AGENCY
MANAGEMENT
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Records may include, but are not limited to:
¢ Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;
¢ Surveys, land survey field books;
e 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;

e Site-specific to real property assets owned by the agency and covered by G555-05A-06;

¢ Held by the county engineer and covered by GS2012-031.

Archives for appraisal and
selective retention.

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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:;:?;TA%NA?%N DESIGNATION
NUMBER (DAN)
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 o E_SSENT'AL
proposals, process documentation, related communications, etc. Transfer to Washington State { rD'sageF::ecwew}
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive. Ar;:hl\{es for appralsal and
Excludes official boundary documentation covered by G550-16-09¢ 3! f—
GS50-18-38 | Jurisdictional' Réference — Maps, Drawings, Photographs Retain forno longer needed for ARCHIVAL
Rev. 1 Maps, drawings, and/or photographs that provide reference information'on land use agency business (Appraisal Required)
conditions and physical features within the agency’s jurisdictional boundary, prepared or then o E_SSENPAL
collected by the agency and used for staff reference and/or public information. Transfer to Washington State (for 'sa:;:rMecwew}
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1.4 COMMUNITY AND EXTERNAL RELATIONS
The activity of the local government agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:;:?;TA%NA?%N DESIGNATION
NUMBER (DAN)
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 Retain until no longerneeded ARCHIVAL
Rev.0 Records documenting international, nationalzandiother significant awards andirecognition | for agency business (Appraisal Required)
. . . . . then NON-ESSENTIAL
received by the agency in relation to its functions and assets. OFM
» . g Transfentor\Washington State
Includes, but'is not limited to: Archives f i<al and
¢ Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, re |\{es or appralsa an
. . . . selective retention.
bridges, dams, and features (archeological, geographical or topological), etc.;
¢ Recognition for web site or electronic information system designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.).
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.
¢ Decision process for selecting charity campaigns to support;
¢ Communication between the agency and charities;
¢ Dissemination of charity information;
¢ Arrangements and promotion of campaign events.
Excludes authorizations of payroll deductions covered by GS50-03E-01.
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1.4 COMMUNITY AND EXTERNAL RELATIONS

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

agency’s activities and accomplishments.

Includes, but is not limited to:
e Audio/visual recordings/transcripts of press conferences, speeches, etc., by the head of
the agency or senior executives;
¢ Copies of guest editorials written by the head of the agency or senior executives;
e Copies of news clippings/media coverage;
e Interactions with the media (press/news releases issued by the agency, etc.).

Excludes information provided on the agency’s own website or social media channels which
is retained according to the information’s function and purpose.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:;:?;TA%NA?%N DESIGNATION
NUMBER (DAN)
GS50-01-09 | Citizen Complaints/Requests Retain for 3 years after matter NON-ARCHIVAL
Rev. 2 Communications from citizens making a complaint or request, as well as the associated closed NON-ESSENTIAL
agency response. Includes community mediation/dispute resolution records relating to then OFM
routine issues where not covered by a more specific records series. Destroy.
Excludes records covered more specifically in CORE or sector schedules such as:
¢ Claims for Damages (DAN GS50-01-10);
¢ Code Enforcement (DAN GS2012-026);
e Contracts.and Agreements (General) (DAN GS50-01-11);
e Public Disclosure/Records Requests (DAN GS2010-014);
e Social servicefiles covered in the Social Services,Records Retention Schedule.
GS50-06F-07 | Media Releases and Coverage Retain for 2 years after end of ARCHIVAL
Rev. 1 Records relating to media coverage (television, radio, newspapers, internet, etc.) of the calendar year (Appraisal Required)

NON-ESSENTIAL
OFM
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1.4 COMMUNITY AND EXTERNAL RELATIONS
The activity of the local government agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:;:?;TA%NA?%N DESIGNATION
NUMBER (DAN)
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 Transfer to Washington State NON-ESSENTIAL
agency’s governing body. Archives for appraisal and OPR
selective retention.
GS2012-016 | Public Notice (Official) Retain for 6 years after notice NON-ARCHIVAL
Rev.0 Records doéumenting public notices published or posted by the loc¢al government agency in  |jpublished NON-ESSENTIAL
order to inform the general public of its‘actions, decisions, or&ervices. 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 recordsSeries. completedpwhicheveris later
Includes, but is not limited to: then
e Affidavit of mailing, posting or publishing; Destroy.
 Notices of agency elections, ordinances, auction, public meetings/hearings, etc.
Excludes notices covered more specifically in CORE or sector schedules, such as public
notices relating to bids and proposals 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.
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asset ownership, but do not establish, alter, or abolish real property ownership. Includes
negotiations, change orders, compliance monitoring, etc.

Includes, batis not limited to:

¢ Purchaseiand sales agreements (non-real property only);

e Bond, grant and lewy project contracts/agreements (hon-real property only);
¢ Building censtructionand improvements;

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

¢ Franchises granted to (received by) the agency.

Excludes contracts/agreements covered more specifically in CORE or sector schedules such
as:
¢ Capital Assets (Real Property) (DAN GS55-05A-06) (for real property agreements, rights-
of-way/easements granted by the agency, etc.);
e Financial Transactions - Bond, Grant and Levy Projects (DAN GS$2011-183);
¢ Franchise Requests — Granted by Agency (DAN 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 disposition of asset
(if asset owned by agency),
whichever is later

then
Destroy.

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 DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS2011-169 | Contracts and Agreements — Capital Assets (Non-Real Property) Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to agreements between the agency and one or more parties that set out completion of transaction E_SSENT'AL
terms and conditions to which the signing parties agree or submit, and that relate to capital or (for D'sas‘;:e“"ew}

1. AGENCY
MANAGEMENT

Page 17 of 196




SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

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 DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS50-01-11 | Contracts and Agreements — General Retain for 6 years after NON-ARCHIVAL
Rev. 4 Records relating to agreements between the agency and one or more parties that set out completion of transaction or 6 ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that do not establish, | years after termination/ (for Disaster Recovery)
alter, or abolish ownership of capital assets. expiration of instrument/ OPR
Includes, but is not limited to: coverage
¢ Memorafida 6f understanding/ (MOU); then
« Negotiatiens, final/initial agreements, change orders, amendments, addenda; Destroy.
¢ Compliance monitoring;
¢ Legal interpretationsymediation, arbitrationgete:
Contracts/agreements include, but are not limited to:
¢ Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, etc.);
e Customer account authorizations (automatic payments, ongoing discounts, etc.);
¢ Employee use of personally-owned items for work-related purposes (weapon, vehicle,
ergonomic equipment, Personal Protective Equipment [PPE], cell phone, laptop, etc.);
¢ Human resources (delegation of authority, employee/employment, etc.). Does not
include retirement verification records covered by G52017-009;
¢ Inter-agency, intra-agency, inter-governmental, inter-local agreements;
e Labor relations (collective bargaining, Public Employer Relations Commission (PERC)
filings, etc.) Does not include employee grievances;
e Lease, escrow, and rental agreements;
¢ Lending agreements (facility, equipment, vehicle, etc.);
o Liability waivers (hold harmless, insurance, etc.);
Continued ¢ Loan agreements (long-term debt, etc.); Continued Next
Next Page o Master depository contract (banking); Continued Next Page Continued Next Page Page
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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 DI::;E?IJL%NA?%N DESIGNATION
NUMBER (DAN)
GS50-01-11 | Contracts/agreements include, but are not limited to: Continued From Previous Page Continued From Previous Page Continued From
Continued ¢ Ongoing exemptions/discounts/rate reductions (utilities, property taxes, etc.); Previous Page
From Previous | e Professional and client services;
Page e Purchase and sales agreements (non-capital asset purchases only);
¢ Retirement investment portfolios (for agencies operating their own pension systems);
e Warranties:
Excludes contracts/agreements covered more specifically in CORE'or sector schedules such
as:
e Employee,Retirement/Pension Verification (DAN.GS2017-008);
e Financial Transactions - Bond, Grant, and Levy Projects (DAN G52011-183).
Note: Pursuant to RCW 4.16.040, the statute of limitations for the commencement of actions
upon a contract “...or liability express or implied arising out of a written agreement...” is 6 years.
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 agency, which are covered by G52011-169.
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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 DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS50-05A-10 | Franchise Requests — Granted by Agency Retain for 6 years after ARCHIVAL
Rev. 1 Records relating to franchise agreements granted by the local government agency allowing | termination or withdrawal of (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or below franchise agreement ffor Ezfsﬂr‘llite ]
the surface of the ground, for the provision of public services (such as utilities [gas, then OPR o
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in Transfer to Washington State
accordanceawithy RCW. 35A.47.040vand/er RCW:80:32.010mincludesFéview, development; Archivesifompermanent
negotiatiohs, final agreement, and related communications. retention.
Excludes franchises granted fo the agency, which are covered by GS2011-169.
1. AGENCY
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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.

Agency copy of election certification documentation issued by a regulatory agency in
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'is net limited ta, certifications of:
¢ Regularand special|elections held in accordance with Title.29 RCW and certified by the
County Auditor: (County Auditor certification records are designated “Archival —
Permanent Retention” in‘the County Auditer.Records Retention Schedule.)
¢ 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.)
¢ 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:
e Election administration records covered by G52012-020;
e Certification of elections certified by the local government agency, which are covered by
GS2012-019;

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

for agency business
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS2012-018 | Certification of Election — By Regulatory Agency Retain until no longer needed NON-ARCHIVAL
Rev. 1

NON-ESSENTIAL
OPR
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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 DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
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)
Records include, but are not limited to: then _ (hrng::rlllitew}
e Sample ballots, voters’ pamphlets; Contact Washington State OPR
o TabulatedVotes; Archivesifomappraisal,and
e Certification of election. selective retention.
Elections include, but are not limited to:
¢ Irrigation'District elections held pursuant tosRCW: 87.03.075;
¢ Associated Student Body (ASB) officer elections held pursuant to RCW 28A.325.020;
¢ School Board President elections held pursuant to RCW 28A.330.010;
¢ Executive Committee elections.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes agency-held elections administration records covered by G52012-020.
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: then OPR
¢ Voter eligibility and challenges to voter eligibility; Destroy.
¢ Voted ballots, tally sheets;
¢ Working files.
Excludes County Auditor records covered in the County Auditor Records Retention Schedule.
Excludes official election results documentation covered by GS2012-0189.
1. AGENCY
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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 DI::;Emg\INAﬁ%N DESIGNATION
NUMBER (DAN)
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: insufficiency
e Petitions/Signed bytitizens; then :
e Planning files, legal opinions; Archlv.es for appralsal and
e Related'communications: selective retention.
Includes, but is not limited to, initiative, referenda, and recall measures:
¢ Passed by voters;
¢ Rejected by voters;
¢ Where requisite number of signatures is not sufficient to place on ballot.
Excludes elections records covered by G52012-018, GS2012-019, and G52012-020.
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. then OPR
Excludes oaths of office covered by GS2012-023. Destroy.
Note: All documents filed and/or recorded with the County Auditor are designated Archival in the
County Auditor Records Retention Schedule.
1. AGENCY
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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 DI::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS2012-023 | Oaths Of Office — Not Filed or Recorded with County Auditor Retain for 6 years after end of ARCHIVAL
Rev. 1 Official oaths of office taken by elected and appointed officials which have not been filed or |term of office or appointment (Permanent Retention)
recorded with the County Auditor. then E_SSENTIAL
Transfer to Washington State (hrolsa?;::ecwew}
Archivesiffompermanent
retention.
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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 DI ::ggmg\x:#%“ DESIGNATION
NUMBER (DAN)
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 (for Disaster Recovery)
Destroy. OFM
GS2012-024 | Emergency/Disaster Preparedness — Contact Information Retain until obsolete or NON-ARCHIVAL
Rev. 1 Personal contact information compiled to facilitate contact in the event of an emergency or | superseded ESSENTIAL
natural disaster. Includes employees, students, volunteers, etc: then (for D'sag‘;’n:e”"e”}
Includes, butlis;not limited to: Destroy.
¢ Medicahinformatiaon (provider hame, blood type, allergies, ADArequirements, etc.);
e Personal contact information (cell/home'phone"email address, etel);
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 | OF superseded ESSENTIAL
. then (for Disaster Recovery)
of the agency’s operations and assets. OPR
Also includes, but is not limited to: Destroy.
¢ 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.
1. AGENCY
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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 o ::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
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, butiisinot limited to:
¢ Emergency operations center activities and communications;
¢ Invocation ofimutual aid or interlocal agreements with adjoining locabjurisdictions;
e State of Emergency/disaster damage declaration;
¢ 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;
¢ 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, then OPR
vandalism, etc.) where the agency manages the recovery with minimal assistance and/or Destroy.
disruption to normal agency operations.
Excludes emergencies/disasters covered by GS50-18-29, GS2011-177 or GS50-19-15.
1. AGENCY
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1.8

LEGAL AFFAIRS

The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.

IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

Records relating to the agency’s efforts to comply with federal, state and local statute
governing employees"and the general public’scivilrights.
Includes, but is not limited to:
o Agreements, surveys, reports;
¢ Meeting and training materials;
¢ Notifications and communications.
Excludes records covered by:

e Civil Rights Compliance (Section 504 Accommodations) (DAN GS50-04C-01);
e Civil Rights Violation Complaints (1985 and Earlier)(DAN GS50-04C-04);

e Civil Rights Violation Complaints (1986 and Later) (DAN G52017-002).

calendar year and no longer

needed.for.agencybusiness
then

Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E:\.'JL?\INA':::%N DESIGNATION
NUMBER (DAN)
GS53-02-01 |Attorney General Opinions Retain until no longer needed NON-ARCHIVAL
Rev. 2 Formal opinions issued by the Washington Attorney General in response to requests by the [for agency business NON-ESSENTIAL
county prosecuting attorney. then OFM
Note: Opinions issued by the Office of the Attorney General are designated Archival in the Office Destroy.
of the AttorneysGeneralRecords Retention Scheduile:
GS2011-171 | Civil Rights — Compliance Retain for 6 years after end of NON-ARCHIVAL
Rev. 1

NON-ESSENTIAL
OPR
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1.8 LEGAL AFFAIRS

The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

1973 which requires that qualified individuals with disabilities have equal opportunity to
benefits and services.

Includes, butiisinot limited to:

e Agreements, surveys, reports;

¢ Meeting andtraining materials;

¢ Notifications and communications.

Excludes records covered by:

e Civil Rights — Violation Complaints (1985 and earlier) (DAN GS50-04C-04).
e Civil Rights — Violation Complaints (1986 and later) (DAN G52017-002).

completion or denial of

accommodation(s)
then

Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E::TL%NAZ:%N DESIGNATION
NUMBER (DAN)
GS50-04C-01 | Civil Rights — Compliance (Section 504 Accommodations) Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to the agency’s compliance with Section 504 of the Rehabilitation Act of NON-ESSENTIAL

OPR
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION

Records relating to civil rights violation complaints within the agency’s jurisdiction, filed by
agency employees or the general public in 1985 or earlier. Includes defending or responding
to complaints filed with the United States Equal Employment Opportunity Commission
(EEOC) and/emthe Washington StatesHumansRightsisCommission.

Includes, but.is not limited to:
¢ Complaints, investigations, withess statements, evidentiary documents;
¢ Findings, settlementagreements, post-finding. materials;
e Litigation case file (if applicable);
¢ Notifications, communications, contact logs, notes.

Violation types include, but are not limited to:
e Civil Rights Act of 1964 (voter registration, facilities, transportation, equal employment
opportunity, education, bussing, race, color & national origin [Title V1], etc.);
¢ Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

or decision not to proceed
then

Transfer to Washington State

Archives for appraisal'and

selectiverretention.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04C-04 | Civil Rights — Violation Complaints (1985 and earlier) Retain for 6 years after ARCHIVAL
Rev. 2 resolution, completion, closure, | (Appraisal Required)

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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n S Local Government Common Records Retention Schedule

Office of the Secretary of State Version 4.1 (August 2020)
Washingfon State Archives

1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

Tﬁ?ﬂﬂ;ﬂ‘ DESCRIPTION OF RECORDS DI?:;E::TL%NAZ:%N DESIGNATION
NUMBER (DAN)
GS2017-002 | Civil Rights — Violation Complaints (1986 and later) Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records relating to civil rights violation complaints within the agency’s jurisdiction, filed by | resolution, completion, closure, | NON-ESSENTIAL
employees or the general public in 1986 or later, and where civil litigation has not or decision not to proceed OPR
commenced. Includes defending or responding to complaints filed with the United States then

Equal Employment Opportunity Commission (EEOC) and/or the Washington State Human Destroy.
Rights Commission.

Includes, butis'net limited to:
¢ Complaints, investigations, withess statements, evidentiary documents;
¢ Findings, settlement agreements, post-finding materials;
¢ Notifications, communications, contact logs, notes.

Violation types include, but are 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 Individuals with Disabilities Education Act (IDEA);
¢ Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

Note: If litigation commences, these records become part of the litigation case file.

1. AGENCY
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1.8

LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.

IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-01-10
Rev. 2

Claims for Damages

Records relating to claims for damages filed either against the agency by other parties, or by

the agency against other parties

Excludes workers’ compensation claims covered in the Human Resource Management -
Employee Benefits section.

Note: If litigation commences, these records become part of the litigation case file.

Retain for 6 years after claim
closed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

GS2012-026
Rev. 1

Code Enforcement
Records relating'to the enforcement of the localigovernment agency’si6fficial code; where
not covered by the Law Enforcement Records Retention Schedule.

Includes, but is not limited to:

e Complaints, mediation/dispute resolution, investigations, warnings, notices;

e Inspections, assessments, citations, statements of required corrective action, resolution;
¢ Related communications.

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

Excludes records covered more specifically in CORE or sector schedules, such as Appeals
Hearings — Local Decision-Making Bodies (General) (DAN G52011-173).

Note: If litigation commences, these records become part of the litigation case file.

Retain for 6 years after matter
resolveder¢losed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAL AFFAIRS

The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.

IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

Records gathered, received; or produced inlrelatiomtoldiscovery requests or icivil

(includingrappeals)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E::TL%NAZ:%N DESIGNATION
NUMBER (DAN)
GS2011-172 | Compulsory Process Served on the Agency (Not Party to Litigation) Retain until no longer needed NON-ARCHIVAL
Rev.1 Records relating to court orders, subpoenas and other compulsory legal process served on | for agency business NON-ESSENTIAL
the agency, where the agency is not a party to the litigation. then OPR
Includes, but is not limited to: Destroy.
e Personnelfstaff summonses ornotice of deposition;
¢ Subpoenas or court orders for agency records.
GS2017-003 | DiscoveryMaterials Not Submitted to the Court Retain until resglution/of case NON-ARCHIVAL
Rev.0 NON-ESSENTIAL

investigative demands which are not submitted to the court. then OPR
Note: Discovery materials submitted to the court become part of the litigation case file. Destroy.
1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.

IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E::TL%NAZ:%N DESIGNATION
NUMBER (DAN)
GS55-05A-09 | Evictions, Liens, Foreclosures, Condemnations Retain for 10 years after matter | NON-ARCHIVAL
Rev. 3 Records relating to disputes and attempts to collect funds where real property ownership is | resolved NON-ESSENTIAL
involved and where litigation has not commenced. then OPR
Includes, but is not limited to: Destroy.

e Correspondence, nesearchyinvoices/statementspnoticespproof ofimailing;
¢ Copies of title reports, certificates of delinquency.

¢ Damage andloss claims (purchasing);

e Lien filings (and releases)/and other actions;

o Settlement documentation;

e Warrants/checks returned due to non-sufficient funds (NSF).

Includes activities and actions relating to real property ownership (where litigation has not
commenced), such as:

¢ Condemnation/eminent domain;

¢ Debt forgiveness;

e Evictions, vacation of premises, etc.

¢ Property liens (and releases), foreclosure of deeds and mortgages, etc.

Excludes records covered by:
¢ Capital Assets (Real Property) (DAN GS55-05A-06) (encroachments);
e Financial Disputes and Collections — General (DAN GS50-03B-14);
e The Prosecuting Attorney Records Retention Schedule.

Note: If litigation commences, these records become part of the litigation case file.

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

1. AGENCY
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1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E::TL%NAZ:%N DESIGNATION
NUMBER (DAN)
GS52-07-03 | Legal Advice, Analysis, and Opinions — Development Retain until issuance of NON-ARCHIVAL
Rev. 1 Records relating to the development of legal advice and analysis of the law. advice/opinion NON-ESSENTIAL
Includes, but is not limited to: then OFM
e Preliminary drafts; Destroy.
¢ Commentsion, preliminary,drafts;
e Related correspondence/¢communications.
GS53-02-03 | Legal Advice, Analysis, and Opinions — Official Retain for 10 years after ARCHIVAL
Rev. 2 Records relatingito theprovision of legal advicegepinions, and interpretations intheprocessy| issuance.of.advice/opinion (Appraisal Required)
of acting as legal counsel for the agency or any of its departments/offices, where the then NON-ESSENTIAL
advice/analysis/opinions are not retained and dispositioned with other agency records to | Transfer to Washington State OPR
which they relate. Archives for appraisal and
Excludes records covered by Legal Advice, Analysis and Opinions — Development (DAN GS52- | selective retention.
07-03).
GS53-02-05 | Legal Advice, Analysis, and Opinions — Secondary Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the provision of legal advice, opinions, and interpretations in the process | for agency business NON-ESSENTIAL
of acting as legal counsel for the agency or any of its departments/offices, where the then OFM
advice/analysis/opinions are retained and dispositioned with the agency records to which | Destroy.
they relate.
Excludes records covered by Legal Advice, Analysis and Opinions — Development (DAN GS552-
07-03).
1. AGENCY



https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx

SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

1.8 LEGAL AFFAIRS
The activity of providing legal counsel and managing litigation for the local government agency. Includes internal and outside counsel.
IMPORTANT: Criminal and civil cases filed on behalf of “the People of” the cities, counties, or the State of Washington, are covered in the Prosecuting
Attorney Records Retention Schedule.
?ﬂ?ﬂﬂ;ﬂ' DESCRIPTION OF RECORDS DI::;E::TL?\INA':::%N DESIGNATION
NUMBER (DAN)
GS53-02-04 | Litigation Case Files Retain for 10 years after ARCHIVAL
Rev. 2 Records relating to cases litigated on behalf of the local government agency (as plaintiff or | resolution of case (including (Appraisal Required)
defendant) before a local, state, or federal court or administrative forum. appeals) ESSENTIAL
(for Disaster Recovery)
Excludes records covered by Litigation Materials — Development (DAN G52017-004). then OPR
. ) .. . Transfer to Washington State
NOTE: Thefprovision of legal representation on behalfiof the Citiescounties, or State of . .
. A - B : . [ i i . | Archives for appraisal'and
Washingtony(relating/to criminal, juvenile offender, or civil matters)in family law, juvenile, selectiverstention.
trial, and appellate courts and/or administrative forums, is covered in the Prasecuting
Attorney Records RetentionSchedule.
GS2017-004 | Litigation Materials — Development Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the development of litigation materials (such as pleadings, memoranda, |for agency business NON-ESSENTIAL
briefs, declarations, discovery materials, reports, etc.) concerning any matter in litigation or then OFM
reasonably anticipated to be in litigation before any judicial or administrative forum. Destroy.
Includes, but is not limited to:
¢ Copies of research materials;
¢ Copies of records that are part of the official court record (pleadings, orders, decrees,
etc.);
¢ Preliminary drafts;
¢ Comments on preliminary drafts;
e Related correspondence (including procedural/scheduling communications, non-
substantive transmittal letters, etc.).
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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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:;E::TL?\INA‘:#%N DESIGNATION
NUMBER (DAN)
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
. (for Disaster Recovery)
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 of the analysis and development of ordinances and/or resolutions intended | or decision not to proceed (Appraisal Required)
for submission to'the'agency’s governing council, commission, or board. then NON-ESSENTIAL
F OFM
Excludes approved ordinances and resolutions covered by GS50-05A-16. Transfer to Washington State
Archives for appraisal and
selective retention.
1. AGENCY
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Office of the Secretary of State
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Local Government Common Records Retention Schedule

Version 4.1 (August 2020)

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
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-173
Rev. 2

Appeals Hearings — Local Decision-Making Bodies (General)

Records documenting the adjudicative proceedings of the local government agency’s decision-
making bodies. 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 a hearing or other contested case proceeding where NO land use

decision is being appealed.

Includes, butisinet limited to:

e Agendds, meeting/agenda packets (briefs, reference materials,etc.);
e Audio/visual'recordings and transcripts of proceedings;

e Case files, decisions/orders/rulings, minutes (if taken);

¢ Oral and written testimony, exhibits, etc.;

¢ Indexes and other finding aids.

Hearings and proceedings include, but are not limited to:

¢ Animal control dispute appeals;

¢ 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.
Excludes records covered by:

e Meetings — Advisory (DAN GS52012-027);

e Meetings — Governing/Executive (DAN GS50-05A-13);

e Appeals Hearings — Local Decision-Making Bodies (Land Use) (DAN G52011-174);

e Meetings/Hearings — Arrangements (DAN GS2011-176).

Retain for 6 years after final
disposition of case

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

ARCHIVAL
(Appraisal Required)
ESSENTIAL

(for Disaster Recovery)
OPR

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.
Tﬁ?ﬂﬂ;ﬂ‘ DESCRIPTION OF RECORDS DI ::;EﬁTL%NA?%N DESIGNATION
NUMBER (DAN)
GS2011-174 | Appeals Hearings — Local Decision-Making Bodies (Land Use) Retain for 6 years after final ARCHIVAL
Rev. 2 Records documenting the adjudicative proceedings of the local government agency’s disposition of case (Permanent Retention)
decision-making bodies. Includes hearings and quasi-judicial actions of the legislative body, then E_SSENT'AL
planning commission, hearing examiner, zoning adjuster, board of adjustment or other Transfer to Washington State {for D'sas‘;:ecwew}
bodies which.determine the legal rights, duties, or privileges of specific parties.in a hearing__| Archives for permanent
or other contested case proceeding where a land use decision is being appealed. Includes [retention.
land use administrative appeals.
Includes, but is not limited to:
e Agendas, meeting/agenda packets (briefs, reference materials, etc.), etc.;
e Audio/visual recordings and transcripts of proceedings;
e Case files, decisions/orders/rulings, minutes (if taken);
¢ Oral and written testimony; exhibits, etc.;
¢ Indexes and other finding aids.
Excludes records covered by:
e Meetings — Advisory (DAN GS52012-027);
e Meetings — Governing/Executive (DAN GS50-05A-13);
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN G52011-173);
e Meetings/Hearings — Arrangements (DAN GS2011-176).
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Includes:
¢ Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular
and special meetings, public hearings, etc.;
e 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.);
¢ Speaker sign-up, written testimony;

e Audio/visual recordings and transcripts of proceedings;

¢ Minutes.

Includes indexes and other finding aids.
Excludes records covered by GS2011-173, GS2011-174, GS2011-175, and GS52011-176.

calendar