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Office of the Secretary of State Version 4.0 (May 2017)
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 resourees:

Public records designated“as,Archival (Permanent Retention) or Non-Archival (with.a retention periad of “Life of the Agency” or “Permanent”) must not be
destroyed. Records designated as Archival (Appraisal Required) must be appraised by thez\Washington State Archives before disposition. Public records must not
be destroyed if they are subject;to ongaingOr reasonably anticipated litigation. Suchipublic recerdssmust besmanagedsinaceordanceswith 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 May 18, 2017.

Signature on File Signature on File Signature on File

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
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
records.previously covered by GS50-02 (which has been discontinued). Remaoved “Secondary Copy” and “Remarks" columns in all activities with new and
revi$ed records [series. Also removed extraneous notes about revisions and corrections in all records series.

Records'séries in the Risk Management/Insurance and'legal sections(€overing accidents/incidents, guardian‘permission for minors, and claims for
darmages) have been reyised. The Industrial Insurance (workers’ Compensation) section has been/updated and consolidated, and a new series covering
51 July 29, LEOFF 1 claims has'been added. GS50-01-11(covering contracts and agreements) has been updated toinclude 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 “Designhations” 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.)
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 | . . . . . . - .
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,
3.1 18 2014 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.)
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Version Date of Extent of Revision
Approval
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.)
October 27,| . . 9 . L, p . - i . ” .
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 are listed in the Summary of Changes.)

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. AGENCY
MANAGEMENT

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::;E:\_II::-:)?\'NAACT_:)ON 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, orfotherareas of interest. executive and department head NON'ES‘FSI’\ENT'AL
Remarks: Contactyour Regional Archivist beforewdisposingsof-elécted official, executivesar 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
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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:::)EII\'II'T(I)?VNAQI'\:':)ON 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)
bodies, elected official(s)/executive management, and advisory bodies, that are made or provided, whichever is later NON'(E)S‘FS';NHAL
received in connection with the transaction of public business, and that are not covered by then
a more specific records series. Transfer to Washington State
Includes all.communication typespregardlessiofiformat: Archives forappraisal and
o Correspondence, email; selective retention.

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;
¢ 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.

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.

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:
e Correspondence, email;
e Web sites/forms/pages, sacial networking posts and comments, etc.

Includes, but is not limited to:
¢ Requestsiforand 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.

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:::)EII\'II'T(I)?VNAQI'\:':)ON 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'(E)S‘FS';NHAL
Transfer to Washington State
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 specificrecords series in completion of project (Appraisal Required)
CORE or sector schedules. then NON'%S‘SENHAL
Transfer to Washington State
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'ESFSI\EINTIAL
Excludes reports covered by GS2012-028 and data extracts/printouts covered by GS50-02- | 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 received.fromregulating authorities,(local,.state, federal agencies and/or.courts).

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

Includes, but is not limited to:
e Airport operating certifieates (United States,Federal Aviation, Administration;14.CER §
139);
e Animal control registration (Board of Pharmacy, RCW 69.50.310);
¢ Animal exhibitor/importer/rehabilitation licenses, registrations and permits (U.S.
Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wildlife);
¢ 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.);
e Workers’ Compensation Self-Insurance Certification (WAC 296-15-021).
Excludes records covered by:
e Authorizations/Certifications - Hazardous Materials (DAN GS55-01M-04);
e Capital Assets (Real Property) (DAN GS55-05A-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
conditions.of authocization
satisfied
and
violations (if any) corrected
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.I)-EII:'T;?\INAACI::::)N 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 OPR
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bodies (councils, commissions, committees, etc.). Includes Associated Student Bodies (ASB).

Archives for permanent
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::;E::T")?\INA’g:)ON 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 ESSENTIAL
May include, but is not limited to: Transfer to Washington State OPR
» Design of symbols, logos, emblems, etc.; Archl\{es for app?ra|sa| and
« Determination, of mottos, sloganspsehooleolorspmascotspetc.; selective retention,
e Establishment'of program names, etc.;
e Public participation in the decisiGhi=making process.
Excludes theynaming ofibuildings, roads, bridges;and other assets covered 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 ESSENTIAL
OPR
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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;

e 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.

1.3 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::;E:\'II::-(I)?\INAI:;:)ON DESIGNATION
NUMBER (DAN)
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 bylawsscoveredibyGS50=05A=01. selective retention.
GS50-16-09 | Jurisdictional.Boundary - Official Retain until no longer needed ARCHIVAL
Rev. 1 Official dogumentation of the agency’s legal jurisdictional bolindagry, changes to its boundary | for agency business (Permanent Retention)
(including annexation omincorporation), and related records documenting locationsrand then ESS(I;I:;IAL
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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;

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

Transfer to Washington State
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::CT)E:\.'rT")?\INA’g:)ON 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 ESSENTIAL
proposals, process documentation, related communications, etc. Transfer to Washington State OPR
Excludes records covered by GS50-05A-13, Meetings — Governing/Executive. AI‘lChIVES for appraisal and
selective retention.
Excludes official'boundary documentation covered by GS50-16-09; & l
GS50-18-38 | Jurisdictional'Reference — Maps, Drawings, Photographs Retainsformo longer needed for ARCHIVAL
Rev. 1 Maps, draWings, and/or photographs that provide reference inforfnation/on land use agency business (Appraisal Required)
conditions and physical features within the agency’s jurisdictional boundary, ‘prepared or then ESS(EIF\II\./IHAL
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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::;Z::T;?\‘NAzﬁ:ZN 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'E)S‘::NHAL
business Transfer to Washington State
Archives for appraisal and
selective retention.
GS2011-166 | Awards and'Recognitions Retain‘until’no/longenneeded ARCHIVAL
Rev. 0 Records documenting international, national, and other significant awards and.recognition | for agency business (Iil\g)lila-g;;l‘\‘ll“ljlr::_)
received by the agency in relation to its functions and assets. then OFM
. . Q Transfer.to Washington State
Includes, butiisthot limitédto: Archives for raisal and
e Awards (design, efficiency, sustainability, etc.) for agency-owned buildings, monuments, ¢ |v.es ° app aisata
. . . . selective retention.
bridges, dams, and features (archeological, geographical or topological), etc.;
e 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;
e Communication between the agency and charities;
e Dissemination of charity information;
e 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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;Z::T;?\‘NAtﬁ:EN 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:
e Claims for Damages (DAN GS50-01-10);
e Code Enforcementy(DAN GS2012=026);
e Contracts and Agreements (General) (DAN GS50-01-11);
e Public Disclostire/Records Requests'(DAN GS2010-014);
e Social service files coveredin 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)
agency’s activities and accomplishments. then NON-ESSENTIAL
. OFM
Includes, but is not limited to: Transfer to Washington State
e Audio/visual recordings/transcripts of press conferences, speeches, etc., by the head of Arch|v.es for appra|sal and
the agency or senior executives; selective retention.
e 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.
1. AGENCY
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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::;Z::T;?\‘NAzﬁ:ZN 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'E)S‘;ENHAL
agency’s governing body. Archives for appraisal and
selective retention.
GS2012-016 | Public Notice (Official) Retain for 6 years after notice NON-ARCHIVAL
Rev. 0 Records doectimientingpubliciotices publishedorposted by the local'gbvernmentagenyinmuppublished NON-ESSENTIAL
order to inferm the general public of its/actions, decisions, or services. Includes all public or OPR
notices, whetherposted 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, 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 FM
Archives for appraisal and
selective retention.
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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?ﬁgE:iTé%NA'AC'::;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 ESSENTIAL
terms and conditions to which the signing parties agree or submit, and that relate to capital or OPR

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

Includes, butfisthot limited to:
e Purchase,and sales agreements (non-real property only);
e Bond, grant and levy project contracts/agreements (non-real propertyonly);
e 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 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 GS2011-183);
e 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.
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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;Z:\;T&NAAC':%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/ OPR
alter, or abolish ownership of capital assets. expiration of instrument/
Includes, but is not limited to: coverage
o Memorandaiof understanding(MOW); then
« Negotiations, final/initial agreements, change orders, amendments, addenda; Destroy.
e Compliance monitoring;
e Legal interpretations, mediation, arbitration, etc.
Contracts/agreements include, but are not limited to:
e Bonds (fidelity/surety coverage, performance/vendor, elected & appointed official, etc.);
e Customer account authorizations (automatic payments, ongoing discounts, etc.);
e Employee use of personally-owned items for work-related purposes (weapon, vehicle,
ergonomic equipment, Personal Protective Equipment [PPE], cell phone, laptop, etc.);
e Human resources (delegation of authority, employee/employment, etc.). Does not
include retirement verification records covered by GS2017-009;
¢ 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;
e Lending agreements (facility, equipment, vehicle, etc.);
e Liability waivers (hold harmless, insurance, etc.);
Continued e Loan agreemgnts (long-term debt', etc.); ' Continued Next
Next Page e 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:\;TQ%NAAC':%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 e 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);
e 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 GS2017-009);
e Financial Transactions - Bond, Grant and Levy Projects (DAN GS2011-183).
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 GS2011-169.

1. AGENCY
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1.5 CONTRACTS/AGREEMENTS

contracts and agreements.

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI;,E;E:\;TA%NAAC':%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 ESSENTIAL
the surface of the ground, for the provision of public services (such as utilities [gas, then OPR
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in Transfer to Washington State
accordance.with, RCW: 35A.47.040.and/or REW-80:32.010:-lncludesreview, development; Archives for.permanent
negotiations, final'agreement and related communications. retention.
Excludes franchises granted to theagency, 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.

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, butrismot limited toy certifications:of:

e Regulariand special elections held in accaordance with Title 29 RCW and certified by the
County Auditen. (County Auditorertification records are designated“Archival—
Permanent Retention” inthe 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:

e 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.

for agency business
then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI?:(T)E::(')%NAAC'_\:_%N DESIGNATION
NUMBER (DAN)
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 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::(T)E:\_‘J(')%NAAC'_\::)ON 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 ‘ ESS(E)I;I;IAL
e Sample ballots, voters’ pampbhlets; Contact Washington State
o Tabulatedwotes; Archives for.appraisal and
e Certification of election. selective retention.
Elections include; but are not limited to:
e IrrigationyRistrict elections held pursuant to,REW.87.03.075;
e 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 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: then OPR
¢ Voter eligibility and challenges to voter eligibility; Destroy.
¢ 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.
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::(T)E::T(')%NAAC';‘_:;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 Petitionsssigned byicitizens; then _
o Outreach, voter pamphletinput; Transfer to Washington State
e Planning files,legal opinions; Archl\{es for app?ralsal and
e Related.communications: Selective retention.
Includes, but is not limited to, initiative, referenda, and recall measures:
e Passed by voters;
¢ Rejected by voters;
e Where requisite number of signatures is not sufficient to place on ballot.
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. 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.
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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::;E:\_‘J(')%NAAC'_\:%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 ESSENTIAL
Transfer to Washington State OPR
Archives.for.permanent
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 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. 1 Personal contact information compiled to facilitate contact in the event of an emergency or | superseded ESSENTIAL
natural disastefiplnclides employees;students; Volunteers; etc. thén OFM
Includes, butsis.not limited to: Destroy.
e Medical.information (providern name, blood type, allergiespADA.requirements, etc.);
e Personalcentact infonmation (cell/home|phonepemail address, etes);
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 | O 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.
1. AGENCY
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Version 4.0 (May 2017)

1.7 EMERGENCY PLANNING, RESPONSE, RECOVERY

The activity of the agency responding to natural, man-made, and technology disasters and emergencies.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-18-29
Rev. 1

Emergency/Disaster Response/Recovery — Uncommon or Major

Records relating to actions taken by the local government agency in response to uncommon
or major natural or manmade disasters/emergencies (storms, floods, fires, earthquakes,
terrorism, etc.), where the agency deploys non-routine procedures, mobilizes special
resources, requires significant outside assistance and/or where normal agency operations
are suspended or significantly disrupted.

Includes, but.is.not limited to:
e Emergehncy operations center activities and communications;
e Invocation'@fimutudal aid or interlecal agreements withradjoining localjurisdictions;
e State of Emergency/disaster damage declaration;
e Federal Emergency Management Agency (FEMA) claims;
¢ 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.

Retain for 6 years after matter

resolved/recovery complete
then

Transfer to Washington State

Archives for appraisal and

selective retention.

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL
OPR

GS2012-025
Rev. 0

Emergency/Disaster Response/Recovery — Routine or Minor

Records relating to actions taken by the local government agency in response to routine or
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 or GS50-19-15.

Retain for 6 years after matter

resolved/recovery complete
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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Washington 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.
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. 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 Attorney.General Records Retention Schedule.
GS2011-171 | Civil Rights — Compliance Retain for 6 years after end of NON-ARCHIVAL
Rev. 1

Records relatingte the agency’s efférts to comply with federal, state andilocal statute
governing'employees’ and the general public’s civil rights.

Includes, but is not limited to:

e Agreements, surveys, reports;

e 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 GS2017-012).

calendaryear and no longer
needed for agency business
then

Destroy.

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.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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 completion or denial of NON-ESSENTIAL
1973 which requires that qualified individuals with disabilities have equal opportunity to accommodation(s) OPR
benefits and services. then
Includes, but.is.not limited to: Destroy.
e Agreements, surveys, reports;
e Meeting anditraining materials;
¢ Notifications and commupnications.
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 GS2017-002).
1. AGENCY



https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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Version 4.0 (May 2017)

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/or.the Washington State Human Rights Commission.

Includes, but is not limited to:
e Complaints, investigations, witness'statements, evidentiary documents;
e Findings,settlement agreements, post-finding materials;
e Litigation case file (if applicable);
e 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 V], etc.);
e Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

or decision not to proceed
then

Transfer to Washington State

Archives for appraisaland

selectivegretention.

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

Page 29 of 196



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

ISNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

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

GS2017-002
Rev. 0

Civil Rights — Violation Complaints (1986 and later)

Records relating to civil rights violation complaints within the agency’s jurisdiction, filed by
employees or the general public in 1986 or later, and where civil litigation has not
commenced. Includes defending or responding to complaints filed with the United States
Equal Employment Opportunity Commission (EEOC) and/or the Washington State Human
Rights Commission.

Includes, but'isinet limited to:
e Complaints, inyestigations, withess statements, evidentiaryh\do€uments;
e 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.);
e Federal Fair Housing Amendments Act of 1988;
e Health Insurance Portability and Accountability Act (HIPAA);
e Individuals with Disabilities Education Act (IDEA);
e Rehabilitation Act of 1973 (Section 504 accommodations, etc.).

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

Retain for 6 years after
resolution, completion, closure,
or decision not to proceed

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.

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 relatingto the enforcement of the locakgovernment agency’syofficial codewhere
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;
e 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.);
¢ Parking;
e 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 GS2011-173).

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

Retain for 6 years after matter
resolvediomnclosed

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT

Page 31 of 196



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

ISNS

Office of the Secretary of State
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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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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 Personnel/staff summonses or.notice of deposition;
e Subpoenas or court orders forlagency records.
GS2017-003 | Discovery Materials Not Submitted to the Court Retain until resolution of case NON-ARCHIVAL
Rev. 0 Records gathered, receivedsor produced inrelation,to discovery requests or civil (including.appeals) 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



https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Prosecuting-Attorneys.aspx
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S n S Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington 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.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS55-05A-09 | Evictions, Liens, Foreclosures, Condemnations Retain for 10 years after matter NON-ARCHIVAL
Rev. 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, research,.invoices/statements, notices, proof of mailing;
e Copies of title reparts, certificates of delinquency.

e Damage andiless claims (purchasing);

e Lien filings (and releases) and other actions;

¢ 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:

e Condemnation/eminent domain;

e Debt forgiveness;

e Evictions, vacation of premises, etc.

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

Excludes records covered by:
e 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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Version 4.0 (May 2017)

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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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.
e Comments.on preliminary.drafts;
e Related correspondence/communications.
GS53-02-03 | Legal Advice, Analysis, and Opinions — Official Retain for 10 years after ARCHIVAL
Rev. 2 Records relating to theyprovision of legal advice, opinions and interpretations in the process_-{fissuance 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 GS52-
07-03).
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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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
OPR
Excludes records covered by Litigation Materials — Development (DAN GS2017-004). thenf A
. . . , Transfer to Washington State
NOTE: Thegprovisionjof legabrepresentationmombehalfofithegities,.counties, jorState of ) ‘g
. \ o . . " . . . . Archives for appraisaland
Washington (relating to criminal, juvenile offender, orcivil matters).in family{law, juvenile, ) TN PN
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.);
e Preliminary drafts;
e Comments on preliminary drafts;
e Related correspondence (including procedural/scheduling communications, non-
substantive transmittal letters, etc.).
1. AGENCY
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Washington State Archives

Local Government Common Records Retention Schedule (CORE)
Version 4.0 (May 2017)

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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
1.9 LOCAL GOVERNMENT LEGISLATION
The activity of the local government agency’s governing bodies establishing law, statutes & requlations for themselves and for the people they
represent.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITIONVACTION
GS50-05A-16 | Ordinances dand.Resolutions — Approved Retainmuntilino longer needed ARCHIVAL
Rev. 1 Laws, statutes and/or regulations approved and enacted by the loeal government agency’s for agency business (Permanent Retention)
governing body: then ESSENTIAL
. OPR
Note: Official and municipal codes are covered by Publications — Master Set, GS50-06F-04. Transfer to Washington State
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

B 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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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, butiis;not limited to:

e Agendas, meeting/agenda packets (briefs, reference materialssetc.);
¢ Audio/vistalfecordingsiand transcripts of proceedings;

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

e Oral and written testimony, exhibits, etc.;

e Indexes and other finding aids.

Hearings and proceedings include, but are 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.
Excludes records covered by:

e Meetings — Advisory (DAN GS2012-027);

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

e Appeals Hearings — Local Decision-Making Bodies (Land Use) (DAN GS2011-174);

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
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.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2011-174
Rev. 2

Appeals Hearings — Local Decision-Making Bodies (Land Use)

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, zoning adjuster, board of adjustment or other
bodies which determine the legal rights, duties, or privileges of specific parties in a hearing
or other contested case proceeding where a land use decision is being appealed. Includes

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.;

e Indexes and other finding aids.

Excludes records covered by:

e Meetings — Advisory (DAN GS2012-027);
e Meetings — Governing/Executive (DAN GS50-05A-13);

e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Meetings/Hearings — Arrangements (DAN GS2011-176).

Retain for 6 years after final

disposition of case

then

Transfer to Washington State

Archives for permanent
retention.

ARCHIVAL

(Permanent Retention)

ESSENTIAL
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.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-007 | Meeting Materials — Members’ Copies/Notes Retain until no longer needed NON-ARCHIVAL
Rev. 0 Individual members’ meeting materials from participating in advisory, governing/executive, |for agency business NON-ESSENTIAL
internal/external committees (including national/external bodies), and staff meetings, then OFM
provided the Committee’s records are retained by the secretary/responsible Destroy.
agency/member.
Includes, but is not limited to:
e Copies of agendas, meeting packetsy'minutes;etc.;
e Working notes/drafts, etc.;
¢ Related correspondence/communications.
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. calendar year (Appraisal Required)

NON-ESSENTIAL

Includes: then _ OPR

 Meetings regulated by the Open Public Meetings Act (chapter 42.30 RCW), such as regular Tran.sfer to Wash|r.1gton State
and special meetings, public hearings, etc.; Archl\{es for appralsal and

o All other meetings (including executive sessions regulated by RCW 42.30.110(2)). selective retention.

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.

1. AGENCY
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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
. C“L:Egr(zg:m DESCRIPTION OF RECORDS AT e Tl 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 speial meetings, public hearings, etc¢.; retention.
o All other meéetings (including executive sessionsiregulated’by RCW42:30.110(2))r
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.
1. AGENCY



http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30
http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30.110
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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 RETE'\:&NAAC'::;N DESIGNATION
NUMBER (DAN) DISPOSI
GS2011-175 | Meetings — Inter-Agency Retain for 6 years after end of ARCHIVAL
Rev. 2 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.is.not limited to: project, whichever is later

¢ Agendas, meeting packets, sign-in lists, etc.; then _

 Minutes, atidie/visual recordingsytranscriptsyete.; Tran:sfer to Washntlgton State

e Indexe§and other finding/aids. Archl\{es for appralsal and
Excludes meetings covered more specifically in CORE or sector schedules such as: selectiverretention:

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

e Meetings — Advisory (DAN GS2012-027);

e Occupational Health and Safety Program — Administration (DAN GS2017-016) (safety

committee minutes).
1. AGENCY
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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
GS50-01-43 | Meetings - Staff and Internal Committees Retain for 2 years after end of NON-ARCHIVAL
Rev. 2 Records documenting meetings of agency staff and those of internal committees, councils, | calendar year and no longer NON-ESSENTIAL
commissions, boards, task forces, etc. needed for agency business OFM
Includes, but is not limited to: then
¢ Agendas, meeting/agenda packets (briefs, reference materials, etc.); Destroy.
e Speaker sign-up, written testimony, etc.;
¢ Audio/visualrecordings and transenipts of proceedingsyetc.;
e Minutes.
Excludes meetings covered more specifically in CORE or sector schedules such as:
e Meetings — Governing Bodies (DAN GS50-05A-13);
e Meetings — Advisory (DAN GS2012-027);
e Occupational Health and Safety Program — Administration (DAN GS2017-016) (safety
committee minutes).
1. AGENCY




SNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

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

local government agency.
Includes, but is not limited to:
e Agenda reguests;
e Arrangement of catering, facilities and equipment.
Excludes:
e Records covered by Scheduling — Appointments/Meetings (PAN.GS2016-011);
e Financial records (facilities, catering, travel expense, etc.) covered by Financial
Transactions — General (DAN GS2011-184);
e Open Public Meeting Act notices covered by Public Notice (Official) (DAN GS2012-016).

for agency business
then
Destroy.

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2011-176 | Meetings/Hearings — Arrangements Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to the administrative arrangements of meetings held by or on behalf of the NON-ESSENTIAL

OFM

1. AGENCY
MANAGEMENT
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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.
AUTHORITY DESCRIPTION OF RECORDS  JETENTIONAND DESIGNATION
NUMBER (DAN)
GS50-06F-02 | Establishment/Development History of Agency/Programs Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting the planning, establishment and significant changes/developments of | calendar year (Appraisal Required)
the agency and its programs, including agency mergers/splits, creation/combination of then NON-ESSENTIAL
divisions, major changes of agency functions, etc. Transfer to Washington State OPR
Includes, but is not limited to: Archives for appraisal and
e Biographical files (notable staff and other individuals related to the agency); selective retention.
¢ Organizational charts and other records documenting significant changes/restructures
(such as agency mergers/splits, creation/combinations of divisions, major changes ofi
agency functions/roles, etc.);
e Scrapb@bks, news clippings, web pages/screen grabs, photographs, audio/visual
recordings, etc., documenting'the history of the agency/programs;
e Summaries/histories;
e Transitional documentation prepared for incoming officials/agency heads;
e Year-end/annual listing of all agency officials/staff (employee directory, roster, etc.).
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)
organizational and budget structure with its priorities, missions, and objectives. then NON-ESSENTIAL
Transfer to Washington State OFM
Archives for permanent
retention.




Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 201 7)
Washington State Archives
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
GS50-01-38 | Work Plans Retain until no longer needed NON-ARCHIVAL
Rev. 2 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 records covered by:
e Strategic Plans — Final Version (DAN GS2010-080);
e Workforce.Planning (DAN,GS2014-032).
1. AGENCY
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Office of the Secretary of State Version 4.0 (May 201 7)
Washington State Archives
1.12 POLICIES AND PROCEDURES
The activity of creating systematic approaches to operations and processes.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-01-01 | ADMINISTRATIVE PROCEDURES AND INSTRUCTIONS Destroy when obsolete or NON-ARCHIVAL
Rev. 0 Internal procedures and instructions - Guidance on any routine internal procedure or superseded NON-ESSENTIAL
protocol required for day to day operations. Includes work assignments to staff. OFM
GS50-01-24 | Official Agency Policy And Procedure Directives, Regulations and Rules 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
Transferto,\Washington State OPR
Archives for permanent
netention.
1. AGENCY
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submitted to, an outside agency (including the legislative autherity) by federal, state or local

then

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 afterreport ARCHIVAL
Rev. 1 Records relatingito general functionsiof the/agency that'aré requiredto'be filed with, or or document submitted (Appraisal Required)

NON-ESSENTIAL

law, or by court order/rule, where not covered by a more specific records series. Contact Washington State OPR
Includes, but is not limited to: Archives for appraisal and
e Reports/forms/certificates/lists; selective retention.
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.



http://apps.leg.wa.gov/rcw/default.aspx?cite=42.17
http://apps.leg.wa.gov/rcw/default.aspx?cite=42.17A
http://apps.leg.wa.gov/rcw/default.aspx?cite=36.96.090
http://www.phada.org/hr41945.html
http://www.phada.org/hr41945.html
http://www.phada.org/hr41945.html
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.27.020
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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

GS2011-177
Rev. 0

Accidents/Incidents (Hazardous Materials) — Human Exposure
Records documenting accidents, incidents, and any other occurrences within the agency’s
jurisdiction that are known to have involved human exposure to potentially hazardous
materials. Includes employees (including contractors and volunteers) and the public.
Includes, but is not limited to:

e Description of accident/incident, response, and investigation;

¢ Personal exposure information, physical examination reports, etc.;

¢ Analyse$ of medical or exposure records (WAC 296-802-20015);

e Toxic andthazardous substances records (29-CER-$ 1926.1101(n));

e Personal exposure records as defined by American NucleanInsurers (ANI);

e Employmeéntirecordsfor’persons entering radiologically-controlledrareas asdefined by

American Nuclear Insurers (ANI);
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.

Retain for 100 years after
individual’s date of birth
or
30 years after individual’s date
of death, whichever is sooner
then
Destroy.

NON-ARCHIVAL
ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20015
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=677c329655545265e34e48caacb1aa48&rgn=div8&view=text&node=29:8.1.1.1.1.26.25.2&idno=29
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=10bb7ebd886ee53f10e3432b36d8a858&rgn=div8&view=text&node=29:6.1.1.1.1.1.1.20&idno=29
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
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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

NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-19-03 | Accidents/Incidents (Hazardous Materials) — No Human Exposure

Rev. 2

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:
¢ Description of accident/incident, response, and investigation;
e Toxic and hazardous substances records (29 CFR § 1926.1101(n)).

Hazardous materials include sbutraresnet 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;

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.

e Dangerous waste, extremely dangerous waste, hazardous substances.or hazardous waste

Retain for 50 years after date of
accident/incident

then
Destroy.

NON-ARCHIVAL
ESSENTIAL
OPR

GS50-06C-03 | Accidents/Incidents — No Claim Filed (Under Age 18)

Retain for 3 years after

NON-ARCHIVAL

Rev. 4 Records relating to accidents/incidents involving individual(s) younger than age 18, and individual reaches age 18 NON-ESSENTIAL
where claims for damages are not filed. Includes, but is not limited to, reports and then OFM
investigations. Destroy.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve
officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered by GS2011-177 and GS50-19-
03.

1. AGENCY



http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=677c329655545265e34e48caacb1aa48&rgn=div8&view=text&node=29:8.1.1.1.1.26.25.2&idno=29
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=10bb7ebd886ee53f10e3432b36d8a858&rgn=div8&view=text&node=29:6.1.1.1.1.1.1.20&idno=29
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
http://apps.leg.wa.gov/rcw/default.aspx?cite=41.24.210
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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 | INSURANCEXAUDITS, SURVEYS, REPORTS 4 years NON-ARCHIVAL
Rev.0 To document and analyze thecoverage, premium costs, andself-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
1. AGENCY
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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 : EgENT(I)ON ACN% 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:
e Notices and announcements;
e Sign-up sheets, rosters, registration forms;
e Parent/legal guardian permissions (approval for use of private vehicles, waiver of liability,
emergencylinformation, 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
1. AGENCY



https://www.sos.wa.gov/archives/RecordsManagement/Managing-Park-and-Recreation-District-and-Service-Area-Records.aspx
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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 :EQENT:)ON ACN:LN DESIGNATION
NUMBER (DAN) DISPOSITION ACT!
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 G52011-180. 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 t6 the administrative arrangements of ageney-provided training courses, for agency business NON-ESSENTIAL
seminars andpworkshops: then OFM
Includes, but is not limited to: Destroy.
e Training date and place scheduling records;
e Training availability announcements and notices;
¢ 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.
1. AGENCY



https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
https://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
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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 :E‘IENT(')ON ‘ZN% 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.

Includes, but is not limited to:
e Curricula, materials presented, teststadministered, etes
e Attendeée lists and sign-in/sheets, test results, evaluations, etc.;
e 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:
¢ 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;
e Employee training certificates/history retained in work history files.

1. AGENCY
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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

RETENTION AND
. S;Lrégr(zg:m DESCRIPTION OF RECORDS i DESIGNATION
GS2012-029 | Agency-Provided Training — Hazardous Materials Handling Retain for 50 years after NON-ARCHIVAL
Rev. 0 Records documenting training courses, seminars and workshops provided by the local training 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,

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

e Training'ismequired by federal, stateor localstatute, and/or by employer.
Includes, but is not limited to:

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

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

e 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) and covered in the Utility Services Records Retention Schedule.

e Employee training certificates/history retained in the employee’s work history file.
Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.



http://apps.leg.wa.gov/WAC/default.aspx?cite=246-222-030
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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.

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
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
e Certificates/credentials/licenses are NOT awarded; and, Destroy.

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

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

e Curricula, materials presented, teststadministered, etes

e Attendeée lists and sign-in/sheets, test results, evaluations, éetc.
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 work history file.

1. AGENCY
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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.

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 docimenting acquisition/ownership ofthe'agency’sicapitalizedpnon-real'property |)disposition‘of asset ESSENTIAL
assets and'non-capital assets that are tagged or tracked (small and attractive assets, etc.). or OPR
Non-real property capital assets may include, but are not limited to: until disposition of asset.and
« Vehicles, machinery,'eomputers, equipmentyfurniture; completion,of StateAuditor’s
o Intellectual property (copyrights, patent rights, trademarks, etc.); examination report, whichever
e Works of art and historical treasures; Is sooner
e Easements, rights-of-way received by the agency; then
e Water and timber rights received by the agency. Destroy.
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.
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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.
Ii\lfj';?if)l;?y 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 division (plat,short plat, binding site plans,.etc.); expiration of instrument
o Buildings, leasehold improvements. then _
Includes, butis'not limited to: Tran:sfer to Washntlgton ptate
e Appraisals (statement of land/facility values); Archl\{es for appralsal P
e Contracts and agreements (including bond/grant/levy-funded real property); includes selectiverretention:
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
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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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

continued from
previous page

Capital Assets (Real Property)

continued from previous page

continued from previous page

continued from
previous page

GS55-05A-06 | Excludes records covered more specifically in CORE or sector schedules such as:
Rev. 1 e Records recorded/filed with the county engineer and covered by G52012-031;
¢ 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-specific geological data/geotechnical reports.
Note: Bond transactions are completed'when the final bond payment is made.
Note: Per REW 4.46.020, thesstatute 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 then NON-ESSENTIAL
agency. Includes appraisals completed by independent appraisers under contract to the Transfer to Washington State OFM
agency as well as agency-generated appraisals. Archives for appraisal and
selective retention.
e —



http://apps.leg.wa.gov/rcw/default.aspx?cite=4.16.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=36.80.040
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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.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-005 | Lost and Found Property Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to personal property left behind in/at agency facilities/properties, vehicles | return/disposal of item NON-ESSENTIAL

and/or events, and the return or disposal of the item. then OFM

Includes, but is not limited to: Destroy.
e Records documenting discovery of item(s), attempts to locate the owner;
e Return, retention, donation or.disposal of item(s);
¢ Related correspondence/communications.

Excludes recordsicovered by:
e Unclaimed Praperty.— Funds Remitted to|Department of Revenue.(DAN GS55-05B-31);
e Unclaimed Property — Funds Held by Agency (DAN GS55-05B-32).

Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for

injury to personal property is 3 years.

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
naming process is not included in the development application.

Includes research, community polls, proposals, approvals, correspondence, contracts and
agreements, sale of naming rights, etc.

Excludes records covered by GS50-05A-13, Meetings — Governing/Executive.

then
Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR
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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.

DISPOSITION

) S;Eg?g:m DESCRIPTION OF RECORDS DI::;E:\_'rT:)?\INAAg%N DESIGNATION
GS51-07-21 | Property Purchase Proposals Made by Agency — Unsuccessful Retain for 3 years after offer NON-ARCHIVAL
Rev. 1 Records relating to proposals made by the local government agency for the purchase of real | declined or withdrawn 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 partiessforthe agency’syrealpproperty pwhichsarejcovered by GS55-05A+06x

Excludes environmental site assessments caovered by GS50-06B-24.
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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 :E‘IENT(')ON ‘ZN% 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 (mastér use, mechanical,
electrical; plumbing, statements of altérnatesconstructionpcertificatesiof, occupaneystenant
improvement, Federal Emergency Management Agency [FEMA] fleod, etc.);

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

¢ 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/
nesolved

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 - ::;E:\'Ir-:-(l)cl)\lNAAc:l':z)N DESIGNATION
NUMBER (DAN)
GS2012-034 | Designations (Assets) Retain until no longer needed ARCHIVAL
Rev. 0 for agency business (Permanent Retention)

Records relating to designations bestowed on assets owned or maintained by the local
government agency. Includes applications, correspondence, notifications, etc.

Includes, but is not limited to:
e Heritage or landmark designation, placement on the National Historic Register, etc.;
e Critical (Sensitive) Area designation.

Excludes electricutility desighations'made by feéderal reégulators including NERC"CIP"and TSA:
Excludes theygranting of designations, which is.covered in sector schedules.

then
Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM
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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.
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
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, @and renovations; architecturahand engineering drawings and specifications. Destroy.
Note: If a final'set.of as-built drawingssisinot produced, thensthe as-desighed, drawingsi(with
notations)serve 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 ESS(E)';';'AL

appraised and selected the records for preservation. Documents the approved design (as-
designed drawings) and changes made during construction. Includes redesigns, remodels,
and renovations; architectural and engineering drawings and specifications.

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.

Transfer original to Washington
State Archives for permanent
retention.
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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
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-18-10
Rev. 1

continued
next page

Construction Project Files

Records documenting the planning, design, and construction phases of the local government

agency’s structures and infrastructure. Includes redesigns, remodels, renovations,
improvements, betterments, and increases in efficiency.

Structures and.infrastructure (above or below ground).include, but are not limited to:
e Buildings (offices, schools, plants, warehouses, etc.);
e Roads, bridges, tunnels, dams, drainage systems, waterand sewersystems;
e Ferry téfminals/docks, helipads, runways; transit stops/pads/shelters; park|facilities;
e Curbs, gutters, sidewalks, parking lots; park'benches; fire hydrants;
e Street lighting systems, traffic lights, signs and signals; parking meters; art installations.

Includes, but is 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;
e Schedules, calendars, construction logs, quality control reports;
¢ Related communications (with contractors, consultants, attorneys, regulatory agencies,
municipalities, etc.).
Excludes records covered more specifically in CORE or sector schedules such as:

Retain for 6 years after
completion of project or terms
of grant agreement, whichever
is later

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

continued next page

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL
OPR

continued next page

continued next page
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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
Conti’_’”e‘jf rom | Construction Project Files continued from previous page continued from previous page contir.medf rom
previous page " . previous page
GS50-18-10 | Excludes records covered more specifically in CORE or sector schedules such as:
Rev. 1 e 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;
Construction.permits and inspections covered by GS2012-033;

Contracts and agreements covered by GS2011-183, GS55-05A-06,(etc.;

Real propertygownership recordsy(SEPA, contracts) etc.)icovered by GS55-05A-06¢

Note: Per REW 4.16.310, the statute of limitations for the commencement of actions or claims arising
from construction, alteration, repair, design, planning, survey, engineering, etc., of improvements
upon real property is 6 years after substantial completion of construction or termination of services.

2. ASSET MANAGEMENT
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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
GS50-06B-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'life safety (alarms, sprinklers,etc.);
e Heating, Ventilating and air conditioning (HVAC);
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;
¢ 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 RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06A-03 | IT Applications — Technical Design and Implementation Retain until application or NON-ARCHIVAL
Rev. 3 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
« Design documentation/detail; all records within the
e Database schema and dictionaries; application have beenimigrated
e Source code: or dispesitiened in accardance
e Systemfand program change descriptions/authorizations; witha current approved records
e Development plans (fortesting, training, ‘conversion, and acceptance); retention'schedule
e Release notes; then
e Operational and user instructions; Destroy.
e Acceptance testing.
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.
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 control list of Internet Protocol (IP) address assignments;
¢ Uniform Resource Locator (URL) addresses and passwords.
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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.

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
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
within the agency’s jurisdiction. Transfer to Washington State OFM

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.
DISPOSITION
AUTHORITY 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:
¢ Ordinances and resolutions (and'@ssociated documents)authorizingthe auction of surplus
property,covered by, GS50-05A-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 :E‘IENT(')ON 'LEN% 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

authorization superseded or

authorizations acquired by the local government agency in relation to hazardous materials terminated OPR
created, maintained, disposed of, or in any way used by the local government agency, where | and
not covered by a more specific records series. Includes authorizations required by and/or conditions of authorization
received from regulating authorities (local, state, federal agencies and/or courts). satisfied
Includes, but is not limited to: and
¢ Radioactiveimaterials licenses and-inspectionsspursuantsto’chapteri246-220 through 254 violations,(if any) corrected

WAC. then
Hazardous materials include, but are not limited to: Destm
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.

e e



http://apps.leg.wa.gov/WAC/default.aspx?cite=246-220
http://apps.leg.wa.gov/WAC/default.aspx?cite=246-220
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10027
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.136.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=15.58.030
http://www.osha.gov/dsg/hazcom/standards.html
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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 RETENTION AND 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 the Department of Ecology’s(Hazardous Sites List (WAC
173-340-330);

e Abatement, remediation, removal of potentially hazardousimaterials such/as asbestos,
lead paint,ilead in drinking water, contaminated soil, storage‘tanksi{inder‘orabove
ground), etc.;

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

Includes, but is 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;

¢ (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 for, appraisal 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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http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://www.ecy.wa.gov/epcra/section304.html
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=39989b736a93f77f27008ac3881d9c1d&rgn=div6&view=text&node=40:8.0.1.1.1.13&idno=40
http://uscode.house.gov/download/pls/42C103.txt
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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

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

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS 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
WAC 173-303-220;

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

Version 4.0 (May 2017)

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.

AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS50-19-08 | Hazardous Materials/Dangerous Waste — Plans Retain for 6 years after obsolete ARCHIVAL
Rev. 1 Plans and procedures relating to the proper management of hazardous materials/waste or superseded (Appraisal Required)
used, owned, stored, or created by the local government agency. May include information then ESSENTIAL
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazardous | Transfer to Washington State OPR
waste/materials in an effort to prevent contamination of humans, the environment, etc. Archives for appraisal and
Includes, but is not limited to: selective retention.
e Hazardous materials emergency response plans and procedures;
e Employee'Right to/Know implementation plam;
e Hazardous waste plans prepared and submitted to the Department 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.
GS50-18-43 | Pesticide Application Retain for 7 years after date of NON-ARCHIVAL
Rev. 1 Records documenting the local government agency’s application of pesticides to agricultural | pesticide application NON-ESSENTIAL

land, roadsides, and/or landscapes as regulated by RCW 17.21.100 and WAC 16-228-1320.

then
Destroy.

OPR
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http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/asbestos/pubs/2003pt763.pdf
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://apps.leg.wa.gov/rcw/default.aspx?cite=17.21.100
http://apps.leg.wa.gov/wac/default.aspx?cite=16-228-1320

@SNS

Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives
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 and covered in Authorizations/Certifications.
*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
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 récords'held by the county engineer and covered by GS2012-031.
Excludes reportsicovered by GS2012=044.
GS2012-037 | Inspections/Monitoring,—Non-Regulated Retain.until.nollonger'needed 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/ | then OPR
monitoring completed by agency staff and/or contractors. Includes structures and Destroy.
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.



http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=79e2e26a6c788886850f5c8d79a040a3;rgn=div5;view=text;node=23%3A1.0.1.7.28;idno=23;cc=ecfr#23:1.0.1.7.28.3
http://us-code.vlex.com/vid/national-bridge-inspection-program-19205074
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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 and covered in Authorizations/Certifications.
*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
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS51-07-10 | Inspections/Monitoring — Regulated (Environmental) Retain for 30 years after end of ARCHIVAL
Rev. 2 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 not limited to:
e Atmospherigmonitoring of confineddspaces:(WAC 296-809-50006):

Excludes records covered more specifically in CORE or sector'schedules such as:
e Hazardous materials abatement/remediation (DAN GS50-19-15);
e Authorizations/Certifications — Agency Management (DAN GS50-01-42);
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 appraisaland
selective retention.

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 and covered in Authorizations/Certifications.
*Excludes inspections/monitoring completed by the local government agency in its capacity as a requlatory agency, which is covered in sector schedules.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012-038
Rev. 0

Inspections/Monitoring — Regulated (Non-Environmental)
Records relating to non-environmental monitoring of assets owned by the agency where
required by regulatory agencies and where not covered by a more specific records series.

Includes, but is not limited to:
e Airport self-inspections (14 CFR § 139.327);
e Underground,storage tank (UST),inspections:(40:CFR §280.45);

Excludes records covered more specifically in CORE or sectorischedules such as:

e Bridge inspections covered by G52012-031, 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.

Retain for 6 years after end of
calendar year
and
violations (if any) corrected
then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=fa51a05c4ea32d3bb2f79675b963aae3&rgn=div8&view=text&node=14:3.0.1.1.14.4.3.14&idno=14
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=8aee63c92b90608cb13294b42cfc90b4&rgn=div8&view=text&node=40:28.0.1.1.10.4.47.6&idno=40
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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 and covered in Authorizations/Certifications.
*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
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-18-34 | Monitoring (Traffic) — Analysis Retain for 6 years after analysis ARCHIVAL
Rev. 2 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:

o Data analysis; summary reports,anddprintouts;mmaps,ete:
Excludes records_ covered by/Records Documented as Part of More Formalized \Records (DAN

GS2016-009) (raw data).

then

Transfer to Washington State
Archives for appraisaland

selective.retention.

NON-ESSENTIAL
OPR
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2.7

INVENTORY

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-03A-18
Rev. 1

Inventory — Capital, Expendable and Consumable Assets

Records relating to the inventorying of the agency’s capital assets (as defined by agency
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, improvements, infrastructure, easements, rights-of-way;
e Buildings, leasehold impraovements;
¢ Vehicles, machinery, computerspequipmentyfurniture;
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.

Retain for 4 fiscal years after
date of inventory

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

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
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,yearsafter ARCHIVAL
Rev. 1 Records relating to the inventorying of trees on agency-owned property completed in inventory record obsolete or (Appraisal Required)

accordance with an agency-adopted policy regarding historical or ornamental trees. May
include number, type, age, and estimated height.

superseded

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

NON-ESSENTIAL
OPR
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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.

AUTHORITY DESCRIPTION OF RECORDS  ETENTION AND | DESIGNATION
NUMBER (DAN)
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
regulatory agencies and/or local, state or federal statute and/or court order/rule) which is then OPR
performed on assets owned, used, or maintained by the agency in order to ensure the full Destroy.
useful life of the agency’s structures and infrastructure (buildings, roads, bridges, vehicles/
vessels/ainéraft, egquipment, [IT hardware, etc.). Includes workiperformed by contractors.
Includes, butlisinot limited to:
e Instructions, maintenance manuals, vendor statements;
e Maintenancé/repair history (logs, summaries, reports, etc., which'may alsoinclude non-
regulated minor maintenance);
e Original defect and inspection reports;
e Service, repair and maintenance records (regulated and/or major);
e Work orders;
e Related correspondence/communications.
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.




SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

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.

AUTHORITY DESCRIPTION OF RECORDS  ETENTION AND | DESIGNATION
NUMBER (DAN)
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 mayiinclude, but is/not limited to:
¢ Custodial,floer and window cleaning, lawn/gardeningzindoor planticare, etes;
e Painting) furniture\upholstery/refinishing, etc.;
¢ Vehicle and'equipmentoil changes, tune-ups, filters, tires, ete.
Includes, but is not limited to:
e Service, repair and maintenance records (minor non-regulated);
e Related correspondence/communications, 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.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E(;ENT(I)ON ‘ZN% 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 projectiplans covered by records series inthe Acquisition or Construction sections.
GS50-06A-01 | IT Applications= Planning.dnd Review Retain for 6 years after NON-ARCHIVAL
Rev. 3 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).

Includes, but is not limited to:

e Requirements and objectives documents/statements;
Feasibility studies;

Charter, cost/benefit analyses, investment plans;

e Post-implementation reviews/evaluations/recommendations.

Excludes records covered by IT Applications — Technical Design and Implementation (DAN
GS50-06A-03).

then
Destroy.

OPR
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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.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT:)ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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
management of its physical and intangible assets.

Includes, but is not limited to:
e Forecasting, needs assessment, feasibility studies, surveys and reports;
e Goals and.objectives, 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 G52012-041 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).

version completed
then
Destroy.

NON-ESSENTIAL
OPR
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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.).
DISPOSITION
AUTHORITY 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'ZS‘::NT'AL
Includes, but is not limited to: Archi\{es for appraisal and
e Capital facilities/improvement plans; selective retention.
e Comprehensive solid waste plans prepared.in accordance with RCW.70.95.080;
e Environmental'and conservation plans;
e Transportation, plans (such as compréhensivertransportation plans@approvedibyithe
legislative body in accordance with RCW 35.77.010, Transpertation 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;
e 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 for agency business NON-ESSENTIAL
physical and intangible assets, where not covered by a more specific records series. then OFM
Excludes project plans covered by records series in the Acquisition or Construction section. Destroy.



http://198.239.85.136/ReportServer/Pages/ReportViewer.aspx?%2fLRSReport%2fSchedule&rs%3aCommand=Render
http://apps.leg.wa.gov/RCW/default.aspx?cite=35.77.010
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.81.121
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.81.130
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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.

DISPOSITION
AUTHORITY 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
related to the agency’s assets, and which are not covered by a more specific records series.

Includes, but is not limited to:
e Reports/forms/certificates/lists; submission confirmation, correspondence,.inquiries, etc.;
¢ Relocation assistance/real property acquisition and displacement activities reports
submitted teifederal agencies|injaccordancenwith 49 EER1§24.9 andiWAC 468=100-009;
e 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.

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

NON-ESSENTIAL
OPR
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http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=22f238a8c2f3cd43b764dc0f51f6f6a3&rgn=div8&view=text&node=49:1.0.1.1.18.1.16.9&idno=49
http://apps.leg.wa.gov/wac/default.aspx?cite=468-100-009
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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
GS2010-002 | 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 is not limited to: longer in use, whichever is
e Requests andapprovals for access and permissions; sooner
o Assignmentyof security identification/badges;building/card keys, access codes;ete. then
Excludes “@day only” authorizations (security tag clipped to jacket, @tc.) issued to contract and | Pestroy
temporary employees, which are covered by GS50-06B-20.
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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 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, matter resolved, whichever is OPR
electronic and physical records/data. later
Incident documentation may.include, but is not limited. to: then
e Intrusioh and event logs; surveillance recordings; photographiclevidence; Destroy.

e Weapons confiscation logs; vandalism reports;Woicemailimessages;
e Staff/c@htractor/velunteer/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 Employee Benefits sections.
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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-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 access to | 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.is.not limited to:
o Staff and visitor access/entry logs, swipe card data, etc.;
e Informationisystem login records;(audit logs)yetc.
Excludes surveillance ‘recordings covered by GS50-06B-18 and 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). then OFM
Includes, but is not limited to: Destroy.
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.
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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:
¢ Audio/visual recordings (digital.or.analog);
e Data generated by navigational and/or tracking devices used to'track and/or verify vehicle
routes, locations, or actions, suehyas/GlobalPasitioningiSystem (GPS)itrackingdata,
automatic vehicle locator/(AVL) data, etc.

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.

until determined that no
security incident has occurred,
whichever is sooner

then
Destroy.
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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 EE(;ENT(I)ON ‘ZN% 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 relatingito employee (includes'contractors'and Vollinteers) requests/foradvice and | finalization'of request NON-ESSENTIAL
assistance in usinginformation 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.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ‘ZN% 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
to Title 24 CFR.

Residential housing may include, but is not limited to:

e Unsubsidized housing;

e HCFP Rural Rental Housing, Farm Labor Housing, Rural Rental Assistance, or other hausing
programsrégulated by the United,States DepartmentiofiAgriculturen(SDA)purstant to
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 the litigation case file.

or
6 years after conditions of grant
satisfied (if applicable),
whichever is later

then
Destroy.

OPR
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http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title24/24tab_02.tpl
http://www.rurdev.usda.gov/Rental_Assistance_Program.html
http://www.ecfr.gov/cgi-bin/text-idx?SID=6decfe179ef956e50c69af173369aa29&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv15_02.tpl#3500
http://portal.hud.gov/hudportal/HUD?src=/hudprograms/rural-housing
http://uscode.house.gov/view.xhtml?path=/prelim@title42/chapter119/subchapter4/partD&edition=prelim
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title24/24tab_02.tpl
http://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-Housing-Authorities.aspx
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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 :E‘IENT(')ON ‘ZN% 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:
e Energy usage measurements;
e Facility, equipment.and vehicle use requests, checkout logs, rental/use schedules,
statistical reports;
e Fuel/oil usageyand dispersal datajpump/tankaudit reports; mileagewdata, etes;
e Materials disbursement, supplies drawn from central stores, stores reports, etc.;
¢ Pit and quarry material'controlfiles.

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.

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

then
Destroy.
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3. FINANCIAL MANAGEMENT

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

payment stubs, etc.).

Note: Billing stubs bundled or filed with records requiring longer minimum retention periods
(such as GS2011-184 or GS2011-183) must be retained for the longer retention period(s).

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

then
Destroy.

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, ANDBOND 6 years NON-ARCHIVAL
Rev. 0 Authority tosissue 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

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
GS2011-182 | 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
¢ Deprediation; is sooner
e Deductions: then
« Disposal (when & how disposed of, expenses related to the salg, 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 DESCRIPTION OF RECORDS :E‘;ENT:)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-03B-14 | Financial Disputes and Collections — General Retain for 6 years after matter NON-ARCHIVAL
Rev. 3 Records relating to financial disputes and attempts to collect funds, where not related to real | resolved NON-ESSENTIAL
property ownership, and where litigation has not commenced. then OPR
Includes, but is not limited to: Destroy.

e Accounts receivable and payable;

e Correspondence, research, invoices/statements, notices, proof of.mailing,.account
closurej

e Damage andiloss claims (purchasing);

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

¢ Settlement documentation;

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

Excludes records covered by:
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Evictions, Liens, Foreclosures, Condemnations (DAN GS55-05A-09).

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

3. FINANCIAL




S n S Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives

3.1 ACCOUNTING

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

DISPOSITION

RETENTION AND
) S;;l;gl(tg:m DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
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. or OPR
Includes, but is not limited to: 6 years after completion of
e Cancelled (and voided) checks, credit card slips, project cost record, etc., for capital levy/grant project
assets constructed.by the local government.agency; or
o Contrats and agreements (for non-capital assets only); includés negatiations, compliance [{ierms of grant agreement,
monitoring’ etc'; whicheveris later
e Docume@nts supporting purchase/acquisition/construction andidisposition/sales prices; then

e Financial statements and reports (cash receipts transmittals, daily'cash report/summary, Destroy.
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.);

¢ Revenue bonds and coupons, registers, etc.;

e Trust indenture, loan agreement, etc.

Excludes:
¢ 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;
¢ Unsuccessful grant/scholarship applications covered by GS50-03C-07.

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

GS2011-184
Rev. 3

Financial Transactions — General
Records documenting all resources received and expended by the agency provided that
receipts and expenditures are not for bond, grant or levy projects.

Includes, but is not limited to:
e Purchase and sales (purchase/field orders, bills of sale, receipts, cash books, remittance
advices, vouchers, fiscal purchasing/receiving documents, etc.); donations;
¢ Billing statements; billinglsummaries (registers/ledgers); adjustmentsito accounts (error
correctionsjoverpayment refunds;conservation rebatesyetc.); delinguent accounts 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 Documentation of non-monetary gifts/donations (other than capital or tracked assets);
e Petty cash.

Excludes records covered by:
e Annual Financial Reports (DAN GS50-03D-02);
e Capital Assets (Other) and Non-Capital Tracked Assets (DAN GS2012-030);
e Contracts and Agreements — Capital Assets (Non-Real Property) (DAN GS2011-169);
e Contracts and Agreements — General (DAN GS50-01-11);
e Financial Transactions - Bond, Grant and Levy Projects (DAN GS2011-183);
e Financial Transactions - Sensitive Cardholder Data (DAN GS2014-030);
e General and Subsidiary Ledgers (DAN GS50-03A-15);
o Utility meter readings covered in the Utility Services Records Retention Schedule.

Retain for 6 years after end of
fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
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
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2014-030
Rev. 1

Financial Transactions — Sensitive Cardholder Data

Specific Sensitive Cardholder Data elements obtained during electronic financial transactions
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|(PCI DSS). Includes full trackidata), PIN/PIN blockspand 3- ord=digit
customer identification (CID) number printed on the front ar back of payment card such
as Card Identification'Number(CIN), Card Verification Value (CVV), or Card Validation
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 G52011-183,
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.

Retain until completion of
transaction

then
Destroy.

NON-ARCHIVAL
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.
‘AUTHORITY DESCRIPTION OF RECORDS  RETENTIONAND | DESIGNATION
NUMBER (DAN)
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
before destroying. payment
or
6 years after completion of
levy/grantsproject
or
termsiofigrant agreement,
whichever is later
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.

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.

AuTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS50-03A-33 | Investment Monitoring (Mandatory) Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the monitoring of funds held and/or invested by the agency where fiscal year and no longer NON-ESSENTIAL
required by regulatory agencies. needed for agency business OPR
Includes, but is not limited to: then
e Reports reflecting the monitoring and review of fund(s); Destroy.
¢ Performance and reports, asset review, etc.;
¢ Related correspondence/communications.
Funds include, but are not limitedito:
e Self-insured retirement system investment portfolios (domestic.and international
equities, domestic fixed income, real estate, venture and cash equivalents, etc.);
e Health care, industrial insurance, unemployment, group term life, etc.
Excludes records covered by:
e Banking — Accounts and Transactions (GS2011-185).
e Contracts and Agreements — General (GS50-01-11) (broker and banking contracts, etc.).
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

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
GS55-05B-32 | Unclaimed Property — Funds Held by Agency Retain for 6 years after property | NON-ARCHIVAL
Rev. 1 Records relating to the return of unclaimed property to its legal owner in accordance with claimed NON-ESSENTIAL
the Uniform Unclaimed Property Act, chapter 63.29 RCW, where the funds are not submitted | then OPR
to the Department of Revenue (DOR) in accordance with RCW 63.29.190. Destroy.
Includes, but is not limited to:
e Research.and investigative records;
e Correspondence, registered mail receipts, last known addness,etc.;
e Transmittaliof abandoned intangiblé propértyito theragency’s genéral fundipurstant to
RCW 63.29.135.
Excludes records covered by Unclaimed Property — Funds Remitted to Department of
Revenue (DAN GS55-05B-31).
Note: Retention based on the requirement that “... the local government shall remain liable to
pay the intangible property to a person or entity subsequently establishing its ownership of this
intangible property" (RCW 63.29.135).
GS55-05B-31 | Unclaimed Property — Funds Remitted to Department of Revenue Retain for 6 years after report NON-ARCHIVAL
Rev. 1 Records relating to unclaimed property where the funds are submitted to the Department of | filed and funds remitted to DOR | NON-ESSENTIAL

Revenue (DOR) in accordance with the Uniform Unclaimed Property Act, chapter 63.29 RCW.
Includes, but is not limited to:

e Research and investigative records;

e Correspondence, registered mail receipts, last known address, etc.;

e Remittance of funds to Department of Revenue (RCW 63.29.190).

Excludes records covered by Unclaimed Property — Funds Held by Agency (DAN GS55-05B-

then
Destroy.

OPR
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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"S\EEXAMINATION REPORT Retain until no/longerheeded NON-ARCHIVAL
Rev.1 Note: This recera.is retained permanently by thexOffice of theiState Auditonin accordance with its for agencysbusiness NON-ESSENTIAL
records retention 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 BANKING
The activity of transacting monetary exchanges with a financial institution.
AUTHORITY DESCRIPTION OF RECORDS  JETENTIONAND DESIGNATION
NUMBER (DAN)
GS2011-185 | Banking — Accounts and Transactions Retain for 6 years after end of NON-ARCHIVAL
Rev. 0 Records relating to the agency’s banking activities and documenting its banking transactions. | fiscal year NON-ESSENTIAL
Includes, but is not limited to: then OPR
e Checks and warrants issued by the agency (if returned by bank); Destroy.
e Deposits and withdrawals (including Electronic Funds Transfers (EFT), International
Money Transfers (IMT), Automated Clearing House (ACH), etc.);
e Records documenting the status of and adjustments.to accounts;
e Statemeénts (bank,/dividend, investment, etc.) and reconciliations;
e Stop paymentyreports/requestssfand’'supporting’documentation).
Excludes records covered by:
e Banking — Deposited Items (G52011-186);
e Contracts and Agreements — General (GS50-01-11) (master depository contract, etc.).
e Financial Transactions — Bond, Grant and Levy Projects (DAN GS2011-183) (cancelled and
voided checks for capital assets constructed by the agency, etc.).
GS2011-186 | Banking — Deposited Items Retain until deposit verified by NON-ARCHIVAL
Rev.0 Negotiable instruments received by the agency and deposited to the bank in a different bank NON-ESSENTIAL

format.

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

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

then
Destroy.

OPR
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34 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 QFFICER!S MONTHLY REPORT TO GOVERNING COUNEIL, 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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3.5 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-01 | Employee Pay — Authorizations and Deductions Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to authorizations for and reductions to individual employee salary/wages completion of transaction, NON-ESSENTIAL
where authorized by the employee or required by court order. termination of authorization, or OPR
Includes, but is not limited to: satisfaction of order
e Court orders (for garnishment or other liens/attachments, child support, etc.); and
¢ Direct deposit (authorization, removal, change of banks, etc.); no Ipnger needed for agency
¢ Voluntary.deductions (charitable donations, parking, etc.); business
¢ Related correspondence/communications. then
Excludes recordsicovered by: RS
o Employee Retirement/Pension Verification (DAN GS2017-009);
e Internal Revenue Service (IRS) — Employee Forms (DAN GS2017-006);
e Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).
GS50-03E-15 | Employee Pay — History Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the pay history of individual employees. fiscal year ESSENTIAL
and OPR

IMPORTANT: Some of these records may be needed for retirement verification purposes.
Do not destroy before consulting with your agency’s retirement benefits manager.

Includes, but is not limited to:

e Documentation of employee pay status;

e Payroll deductions (taxes, insurance, retirement, miscellaneous);
e Time cards and time sheets.

Excludes records covered by:
e Employee Pay — Authorizations and Deductions (DAN GS50-03E-01);
o Employee Retirement/Pension Verification (DAN GS2017-009);
e Employee Pay — Internal Revenue Service (IRS) Forms (DAN GS2017-006);
e Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).

no longer needed for agency
business (including retirement
benefit verification)

then
Destroy.
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3.5 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
GS2017-006 | Employee Pay — Internal Revenue Service (IRS) Forms Retain for 4 years after obsolete | NON-ARCHIVAL
Rev. 0 Records relating to the Internal Revenue Service forms that are held by the agency and used | or superseded NON-ESSENTIAL
to request/authorize employee tax withholding/exemptions. then OFM
Includes, but is not limited to: Destroy.
o W-4 (W-4P, W-4S, W-4V) — Employee/recipient income tax Withholding Allowance
Certificates;
e W-9 — Request fogTaxpayer |IDsNumber ands€ertification:
Excludes records covered by Reporting/Filing (Mandatory) — Internal Revenue Service (IRS)
(DAN GS50-03A-17).
GS50-03E-02 | Payroll Processing, Distribution and Reporting Retain‘for3'yearsiafter end of NON-ARCHIVAL
Rev. 1 Records relating to the processing of payroll. Includes verification of actions, detailing of fiscal year NON-ESSENTIAL
payroll cost distributions, and ensuring accuracy and accountability. and OFM

Includes, but is not limited to:
e Detail reports, year-to-date costs and cumulative summary expense reports;
Listings of payroll deductions;
Status of and adjustments to accounts;
Payroll distribution, warrant distribution log/sheet, etc.
Reports and transmittal of funds to state agencies (such as Departments of Retirement
Systems (DRS), Labor & Industries (L&I), Employment Security (ESD), etc.).

Excludes records covered:

Employee Pay — Authorizations and Deductions (DAN GS50-03E-01);

Employee Pay — History (DAN GS50-03E-15);

Employee Retirement/Pension Verification (DAN GS2017-009);

Reporting/Filing (Mandatory) — Internal Revenue Service (IRS) (DAN GS50-03A-17).

completion of State Auditor’s
examination report, whichever
is later

then
Destroy.
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3.5 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-22 | Payroll Register Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Official record of the agency’s payroll. fiscal year ESSENTIAL
IMPORTANT: This record may be needed for retirement verification purposes. Do not and OPR

destroy before consulting with your agency’s retirement benefits manager.

Excludes records covered by Employee Retirement/Pension Verification (DAN GS52017-009).

no longer needed for agency
business (including retirement
benefit verification)

then
Destroy.
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3.6 PLANNING
The activity relating to planning financial strategies and processes in regard to revenues and expenditures. Includes 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;
o 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 include | then OPR
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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3.6 PLANNING

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

AUTHORITY DESCRIPTION OF RECORDS  JETENTIONAND DESIGNATION
NUMBER (DAN)
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 for issuance; cancellation and.exchange selective retention.
records; bond counsel opinions; other legal documents;
e Communications and documentation relatédtorthe issuance of bonds,to financerany
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.).
e 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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3.7 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-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.);
¢ Bid proposalspevaluation documents, statements of qualification, applicationsyetc.
Excludes contracts and.agreements covered in the Contracts/Agreements section.
Excludes unsuccessful bid proposals covered by GS50-08A-11.
GS50-08A-11 | Bids and Proposals — Unsuccessful Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting bids and proposals to provide the agency with goods, services, fiscal year NON-ESSENTIAL
revenue, or other benefits, which are not accepted by the agency. Includes bid proposals, then OPR
evaluation documents, statements of qualification, applications (rental/lease), etc. Destroy.
If agency decides not to proceed with purchase or agreement, records also include:
¢ 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 NON-ESSENTIAL

years

OFM
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3.7 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/underian amount set by the agency. Includes correspondence,icopy of invoice,
log of requestspetc.
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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3.7 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-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-aetually delivered tompurchaser used to make sure thatthe shipment'is NON-ESSENTIAL
correct andicomplete. OPR
GS50-08A-10 | REQUISITIONS 6 years NON-ARCHIVAL
Rev.0 Official statement documenting the purchase of commodities, goods, or services subject to NON-ESSENTIAL
bid. OPR
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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3.8 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 superseded (Appraisal Required)
governing body in accordance with statute, charter, and/or agency policy. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for appraisal and
selective retention.
GS50-03C-01 | Continuing Grants — Annual Financial-Status.Reports Retainfor.4.years.after NON-ARCHIVAL
Rev. 1 Annual report submitted for continuing grants containing summaries and breakdowns of submission of report NON-ESSENTIAL
expenditures féthe past year. or OPR
Excludes nan-continuing grant reports covered by GS50-03C-02. for period required by/grant/
program, whichever is later
then
Destroy.
GS50-03C-02 | Bond, Grant and Levy Project Reports Retain for 4 years after ARCHIVAL
Rev. 1 Reports relating to bond, grant (non-continuing) and levy projects. submission of final report (Appraisal Required)

Includes, but is not limited to:

e Progress statements;

e Expenditure of funds;

¢ Periodic, annual, special, and final reports.

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

or

for period required by grant/

program, whichever is later
then

Transfer to Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OPR
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3.8 REPORTING
The activity of providing financial information as required by regulating authorities.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
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. then NON—%S::NTIAL
Includes, but is not limited to: Transfer to Washington State
e Reports/forms/certificates/lists; Archl\{es for app')ralsal and
¢ Submission confirmation, correspondence, inquiries, etc. selective retention.
Examples include, butsare notylimitedito:
e Report of known or suspected loss ofipublic funds or assets or ather illegal activity filed
with the Officeof the State Auditerin accordance with RCW 43.09.185.
GS50-03A-17 | Reporting/Filing (Mandatory) — Internal Revenue:Service (IRS) Retain:fon5wyearsaftéer date NON-ARCHIVAL
Rev. 1 Records relating to Internal Revenue Service forms and reports that are submitted to the form/report submitted NON-ESSENTIAL

Internal Revenue Service (IRS) as required by law. Includes records documenting the
transmittal of funds.

Includes, but is not limited to:
e W-2 —Wage and Tax Statement;
o W-3 —Transmittal of Wage and Tax Statements;
940 — Employer’s Annual Federal Unemployment Tax Return (FUTA);
941 — Employer’s Quarterly Federal Tax Return (social security, Medicare, etc.);
1099 — Payments made to non-employees or unincorporated businesses, etc.

Note: The Department of Revenue requires 5 years of tax records pursuant to RCW 82.32.070.
The Internal Revenue Service requires all records of employment taxes for at least four years after
filing the 4t quarter for the year.

then
Destroy.

OPR
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3.9 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 | BUSINESSTAND 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 Retain for 5 years after date of NON-ARCHIVAL
Rev.0 Returns and reports submitted for taxes paid to state and/or local government agencies. filing NON-ESSENTIAL
Includes but is not limited to: Sales Tax, Use Tax, Regional Transit Authority Tax, Food and then OPR
Beverage Tax, Litter Tax, Lodging Tax, State Public Utility Tax, Tobacco Products Tax, Destroy.

Petroleum and Hazardous Substances Tax, Solid Fuel Burning Device Tax, Syrup Tax, and
Enhanced 911 Tax.

Note: Reference RCW 82.32.070.
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4. HUMAN RESOURCE MANAGEMENT

The function of managing the local government agency’s workforce. Throughout this section, “employee” refers to any individual who performs tasks or
assumes responsibilities for or on behalf of the agency regardless of pay status, and includes paid staff (permanent full- or part-time, short-term/term-limited,
contract, temporary, hourly, etc.), volunteers, interns, work-study students, etc.

4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees receiving authorization/approval, or fulfilling certification requirements, as required by the agency or regulating
authorities for purposes relating to job activities. (Excludes the granting of approval by agencies acting in a regulatory capacity, which is covered in
sector schedules.)

Iﬂz‘;?iﬂ;?y DESCRIPTION OF RECORDS DIE:;E:\_'J(')%NA‘::'::)ON DESIGNATION
NUMBER (DAN)
GS2011-190 | Authorizations/Certifications;— Employees (General) Retainiforbryearsmafter NON-ARCHIVAL
Rev. 2 Records relating to licenses, permits, accreditations, certifications'and other authorizations | autherization/certification NON-ESSENTIAL
acquired by ageney employees that'are either required by regulating authorities (such as superseded or terminated OPR
local, state or federal'agencies and/or court order/rule) or required by the agency as a or
condition of employment where not covered by a more specific records series. 6 years after separation from
agency, whichever is sooner

Includes, but is not limited to:

e Application/confirmation, recertification;

e Violations/corrections;

e Related correspondence/communications, reports, etc.

then
Destroy.

Examples include, but are not limited to:
¢ Conflict of interest, outside employment, etc.;
e Continuing professional education credits/hours;
e Drivers’ licenses (individual or commercial);
e Required professional certification (flagger, language interpreter, pesticide applicator,
notary, etc.).

Excludes records covered by:
e Authorizations/Certifications — Agency Management (DAN GS50-01-42);
e Authorizations/Certifications — Employees (Hazardous Materials) (DAN GS50-19-09);
e Authorizations/Certifications — Employees (Health Care/Services) (DAN GS2011-191).

4. HUMAN RESOURCE
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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.1 AUTHORIZATION/CERTIFICATION
The activity of agency employees receiving authorization/approval, or fulfilling certification requirements, as required by the agency or requlating
authorities for purposes relating to job activities. (Excludes the granting of approval by agencies acting in a requlatory capacity, which is covered in
sector schedules.)
AUTHORITY DESCRIPTION OF RECORDS  ETENTION AND | DESIGNATION
NUMBER (DAN)
GS50-19-09 | Authorizations/Certifications — Employees (Hazardous Materials Handling) Retain for 50 years after NON-ARCHIVAL
Rev. 2 Records relating to licenses, permits, accreditations, certifications and other authorizations | authorization/certification ESSENTIAL
acquired by employees that relate to the handling of hazardous materials and that are superseded or terminated OPR
either required by or received from regulating authorities (local, state or federal agencies then
and/or courts). Includes trained personnel lists. Destroy.
Note: There is no'limitation of action on the agency’s liability forthe exposure ofiindividuals to
hazardous materials.
GS2011-191 | Authorizations/Certifications — Employees (Health Care/Services) Retain for 8 years after NON-ARCHIVAL
Rev. 2 Records relating to mandatory licenses, certifications, and authorizations received from authorization superseded or NON-ESSENTIAL

Washington State Departments of Health or Licensing by employees for the provision of
health care or related services.

As specified in RCW 4.16.350, providers include (but are not limited to) physicians, nurses,
psychologists, physical therapists, physician’s assistants, pharmacists, etc. and employees or
agents of licensed individuals (paramedics, EMTs, etc.).

terminated
then
Destroy.

OPR
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4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-007 | Benefit Programs — Administration Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Records relating to the general administration of benefit programs, plans and opportunities | calendar year and no longer NON-ESSENTIAL

made available to employees by the agency. Does not include individual employee needed for agency business OPR
participant files and claims. then
Includes, butsdissnot limited to: Destroy.

e Benefitistudies, surveys and questionnaires (planning, selection, use, improvement, etc.);

e Reports, statéments, lists and logsiused for internal pUrposes (such asyparticipant, claims
costs/lags, quarterly/annual summaries, calculations/to determine benefit rates,
cumulative leave record, etc.);

e Related correspondence/communications.

Programs include, but are not limited to:
e Insurance (medical, dental, vision, industrial/worker’s compensation, unemployment, life,
long-term care, disability, Consolidated Omnibus Budget Reconciliation Act (COBRA), etc.);
e Retirement (pension, deferred compensation, 401K, etc.);
e Educational (tuition reimbursement, etc.);
e Transportation (commute trip reduction, car pool, bus pass, etc.);
e Wellness (employee assistance program [EAP]; health and fitness rewards or
memberships, smoking cessation, weight loss; event discounts, etc.).
Excludes records covered by:
e Employee Benefits — Enrollment and Participation (DAN GS50-04D-03);
e Contracts and Agreements — General (DAN GS50-01-11);
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Reporting/Filing (Mandatory) — Human Resources (DAN GS50-04C-05).

4. HUMAN RESOURCE
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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04D-03 | Employee Benefits — Enrollment and Participation Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to individual employee enrollment and participation in benefit programs termination of contract/lapse of ESSENTIAL
and plans made available by the agency. Does not include retirement/pension verification coverage or withdrawal from OPR
records. participation or separation from
Includes, butsissnot limited tos agency, whichever is sooner
e Notification/determination of eligibility; and o
e Applicationsifor enrollment/participation/elections/extensions; 6 years aft?r expiration of _
e Contraéts and agreements; appeal period for any/all claims
e Name, address, status and dependent modifications/changes; filed
e Related correspondence/communications. then
Excludes records covered by: Destroy.
e Contracts and Agreements (General) (DAN GS50-01-11);
e Employee Benefits — Claims and Appeals (DAN GS2017-008);
e Employee Retirement/Pension Verification (DAN GS2017-009).
GS2017-008 | Employee Benefits — Claims and Appeals Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to individual employee benefit program claims and appeals. Does not benefit/beneficiary payment NON-ESSENTIAL

include retirement/pension plans.

Includes, but is not limited to:
e Claims (approved and denied);
e Appeals;
e Related correspondence/communications.

Excludes records covered more specifically in CORE or sector schedules.

completed or denied
and
6 years after expiration of
appeal period
then
Destroy.

OPR
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Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-009 | Employee Retirement/Pension Verification Retain for 60 years after NON-ARCHIVAL
Rev. 0 Records relating to individual employee enrollment and participation in retirement/pension | separation from agency ESSENTIAL
plans made available by the agency (including agencies operating their own pension or OPR
systems). Includes eligibility and entitlement verification documentation. 100 years after employee’s date
IMPORTANT:=Because of thewariety:of uniquerecords.generated byseach ageney.(and each of birth
agency’s filing/electronic information systems), this records series cannot'provide definitive or
descriptions of Which records at anysparticularagencywillprovide the'iecessary details. 6 yearsafter benefit/beneficiary
Please contact your agency’s retirement benefits manager to confirm which specific records paymin: compgted, yghichever
your agency must retain for verification purposes. ’S:::n ©
Washington State Department of Retirement Systems (DRS) requires documentation of all Destroy
of the following elements as retirement benefit eligibility and entitlement verification:
e Employee name (first, middle, last), date of birth, and Social Security number;
e Service and break in service dates (hire, termination, leave, etc.). Includes type of leave
taken (and) whether compensated or not;
e Hours worked per month;
e Compensation earned per month. Also includes lump-sum payments such as retroactive
cost-of-living adjustment (COLA), contract settlement, missed earnings, etc. (including
begin & end dates and type of payment);
e Rate of pay specific to employee (salary, hourly, etc.).
Includes, but is not limited to:
e Application for enrollment/participation/elections/extensions;
continued e Determination and notification of eligibility/entitlement or ineligibility; continued
next page continued next page continued next page next page
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Washington State Archives

4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-009 | Employee Retirement/Pension Verification continued from previous page continued from previous page continued from
Rev. 0 Includes, but is not limited to (continued): previous page
_ e Contract/agreement, policy/plan between employee and benefit provider;
cont'nu?d e Name, address, status and dependent modifications/changes;
from previous .
oage o Withdrawalfrom plan/system;

Types of documentation that commonly verify some of the required elements include:

e Appointmentiletters; salary and employment dates;

¢ Applicatien forms, ‘enrollment records, authorizations, position‘eligibility worksheets,
retirement status forms/reviews, beneficiary information, qualified domestic relations
orders (QDRO), etc;

e Calendars/work schedules;

e Individual payroll registers/summaries/databases;

e Time cards/time sheets.

Each agency should develop policies that define which specific records it needs to retain in
order to provide all elements necessary to validate or refute retirement benefit eligibility.

4. HUMAN RESOURCE
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Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.2 EMPLOYEE BENEFITS

The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).

See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS ol R: TE::‘J'?\‘NAA'::) N DESIGNATION
NUMBER (DAN) SPOSITION ACTIO
GS2017-010 | Leave/Overtime — Non-Routine Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to the authorization of leave or overtime and the management of individual | expiration of leave period or NON-ESSENTIAL

employee status where leave is mandated by federal, state or local statute or where agency

policy/procedure requires more than direct supervisory approval.

Includes, butsissnot limited tos:
e Requests, eligibility determination, approvals;
e Returned/untised leave, etc.

Types of leave include, but are not limited to:
e Leave regulated by The Family Medical Leave Act of 1993 (FMLA) (29 CFR § 825)
and/or the Washington State Family Leave Act of 2006 (chapter 49.78 RCW);
¢ Shared/donated leave requests and donations;
e Military leave;
e Extended leave without pay/leave of absence.

Excludes records covered by:
e Employee Health Records (Routine) (DAN GS2017-015) (FMLA medical records, etc.);
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Employee Retirement/Pension Verification (DAN GS2017-009).

denial of request
and
no longer needed for agency
business
then
Destroy.

OPR
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Office of the Secretary of State
Washington State Archives
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4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-09 | Leave/Overtime — Routine Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records relating to employee requests for and approval or denial of routine leave or fiscal year NON-ESSENTIAL
overtime. or OPR
Excludes records covered by: until completion of State
o EmployeesHealth Records (Routine)y(DAN.GS2017-015; Auditgrs examination report,
o Employee Retirement/Pension Verification (DAN GS2017-009); Whichever is soener
» Leave/Overtime — Non-Routine (DAN GS2017-010). then
Destroy.
GS2010-082 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims Retain for 6 years after death of | NON-ARCHIVAL
Rev.0 Records relating to injury and disability claims filed by law enforcement officers and fire individual NON-ESSENTIAL

fighters who are members of the Washington State Law Enforcement Officers’ and Fire
Fighters’ Retirement System (LEOFF) Plan 1, in accordance with chapter 41.26 RCW.
Includes, but is not limited to:

e Medical, dental, vision, long-term care records;

e Claim and insurance payment information.

Excludes records covered by Meetings — Governing/Executive (DAN GS50-05A-13) (Local
Disability Board).

Note: LEOFF Plan 2 injury/disability claims are covered by other records series in this section.

then
Destroy.

OPR
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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-083 | Volunteer Fire Fighters’ and Reserve Officers’ Relief Claims Retain for 6 years after claim NON-ARCHIVAL
Rev.0 Records relating to injury and disability relief claims filed by volunteer fire fighters and 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 Reserve Officers (SBVFRO) | Destroy.
are retained for:50 years in accordance.with the SBVERO’s.records retention schedule.
GS2010-084 | Workers’ Compensation Claims (Department of Labor and Industries) — Eye Injuries Retain for 10 years after claim NON-ARCHIVAL
Rev. 0 Records relating te workers’ compensation claims for injuries.to eyes filed\by employees of | closed NON-ESSENTIAL
agencies insureddy the,Department of Labor.& Industries (L&I).in‘aecordance with Title 51 then OPR
RCW and Title 296 WAC. Destroy.
Includes, but is not limited to, report of occupational injury.
Note: L&I retains compensable claims for 75 years and non-compensable claims for 40 years in
accordance with its records retention schedule.
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 of agencies insured by | closed NON-ESSENTIAL

the Department of Labor & Industries (L&I) in accordance with Title 51 RCW and Title 296
WAC.

Includes, but is not limited to, report of occupational injury or disease.

Excludes claims for eye injuries covered by GS2010-084.

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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Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.2 EMPLOYEE BENEFITS
The activity of compensating employees by means other than direct financial compensation. Benefits include vacation & leave, insurance (medical, life,
disability, unemployment, etc.), industrial/workers’ compensation, retirement/pension, non-financial incentives, wellness programs, etc.).
See Financial Management - Payroll for records relating to direct financial compensation (wages, salaries, bonuses, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-06C-27 | Workers’ Compensation Claims (Self-Insured) — Compensable. Retain for 75 years after claim NON-ARCHIVAL
Rev. 1 Records relating to compensable workers’ compensation claims filed by employees of self- | closed NON-ESSENTIAL
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'ofidefadlting self-insurediemployersishall bertransferreddo and willlberretained 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,Cldims (Self-Insured)—=INon-Compensable Retain:for40 yearsafter claim NON-ARCHIVAL
Rev. 1 Records relating to non-compensable workers’ compensation claims filed by employees of | closed NON-ESSENTIAL

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

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

then
Destroy.

OPR
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-34 | Apprenticeship — Program Administration Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Records relating to the administration of apprentice training programs implemented by the | calendar year and no longer NON-ESSENTIAL
agency in accordance with the Washington State Apprenticeship and Training Act pursuant needed for agency business OPR
to chapter 49.04 RCW, chapter 296-05 WAC, and Title 29 CFR Part 30. then
Includes, but.is.not limited to: Destroy.
e Program operations documentation (29 CFR § 30.8);
o Affirmativetaction plans (29 CFR:8:30.4);
¢ Evidenée of qualification standards validation (29 CFR § 30.5);
e Related correspondence/communications.
Excludes records covered by Employee Work History (DAN GS50-04B-06).
GS50-04B-44 | Award/Recognition Programs Retain for 3 years after date of NON-ARCHIVAL
Rev. 1 Records relating to employee award programs such as recognition of outstanding NON-ESSENTIAL

performance, length of service, incentive plans, etc. Includes recommendations,
nominations, and additional related information.

Excludes records covered by Employee Work History (DAN GS50-04B-06).

award/recognition
then
Destroy.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)
Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY

The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2014-031 | Disclosure of Former Employee Information to Prospective Employers Retain for 3 years after NON-ARCHIVAL
Rev. 1 Records relating to the disclosure of information about former employees to prospective NON-ESSENTIAL

employers or employment agencies pursuant to RCW 4.24.730. Includes hiring
recommendations, employment/income verifications, etc.
Includes, but.is.not limited to:

o Written'logs, disclosure releases/statements, etc.;

e Copies of'infarmation providedete:

Excludes records.covered by:

e Employee Work History (DAN GS50-04B-06) (disclosure of current employee information);
e Public Disclosure/Records Requests (DAN GS2010-014).

Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for
personal injury is 3 years.

disclosure of information
then
Destroy.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04E-03 | Employee Complaints and Grievances Retain for 6 years after matter NON-ARCHIVAL
Rev. 2 Records relating to complaints and grievances about workplace issues filed with the local resolved/final determination of | NON-ESSENTIAL

government agency by or on behalf of its employee(s). Complaints include health and safety,
whistleblower, retaliation, etc.

Includes, but.is.not limited to:
e Filed complaints and grievances;
e Supporting'decumentation;
e Agencyitesponse and decisions;
e Legal actions, arbitration or mediation efforts;
e Determinations and appeals.

Excludes records covered by:
e Civil Rights Violation Complaints (DAN GS50-04C-04);
e Contracts and Agreements — General (DAN GS50-01-11) (grievances filed by a union on its
own behalf, etc.);
e Misconduct investigations — Founded (DAN GS50-04B-46);
e Misconduct Investigations — Unfounded (DAN GS50-04B-47).

case and no longer needed for
agency business

then
Destroy.

OPR
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-06 | Employee Work History Retain for 6 years after NON-ARCHIVAL
Rev. 4 Records relating to an individual’s employment history with the agency. separation from agency and no ESSENTIAL
longer needed for agency OFM

IMPORTANT: Some of these records may be needed for retirement verification purposes.
Do not destroy before consulting with your agency’s retirement benefits manager.

Includes, butrisinot limited to:
e Recruitment records for each position held by employee (position description, application,
resume, eligibility certifications,transcripts, letters of recommendation);
« Final results of background checks/investigations, medical, polygraphtesting, etc. (such as
“No Record Found”, positive/negative, pass/fail, etc.);
e Non-disclosure agreements signed as a condition of employment;
e Copies of oaths of office and/or bonds of officials (elected and appointed);
e Commendations, recommendations, awards;
e Disclosure of information (to prospective employers [RCW 4.24.730(2)], etc.); home
address and telephone disclosures, etc.;
e Employee Assistance Program (EAP) referral and completion documentation;
e Training/staff development history;
e Letters/notices of personnel action or employment status changes (hiring/appointment,
promotion, transfer, salary history [increases, decreases, exceptions], etc.);
e Letters/notices of disciplinary action (demotion, termination, suspension, etc.);
e Departure status and eligibility (disability, retirement, death, etc.), exit interview, etc.

Excludes records covered more specifically in CORE or sector schedules, including:
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Employee Retirement/Pension Verification (DAN GS2017-009).

business (including retirement
benefit verification)

then
Destroy.
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Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-011 | Employees — Routine Administrative Transactions Retain until superseded NON-ARCHIVAL
Rev.0 Records relating to the agency’s human resources that document routine transactions or then NON-ESSENTIAL
tasks but do not affect employment history, payroll, performance or retirement Destroy. OFM
status/eligibility.
Includes, but.is.not limited to:
e Changes to work schedules and assignments;
e Certain employee directories/rosters and organizationalicharts (seetexclusion;below);
e Location.codes;
e Miscellaneous tracking forms;
e Name/address/status/contact change documentation.
Excludes records covered by Establishment/Development History of Agency/Programs (DAN
GS50-06F-02) (annual organizational charts and employee directories/lists).
GS2017-012 | Employment Eligibility Verification — Labor Condition Application (LCA) Public Access File Retain for 1 year after last date NON-ARCHIVAL
Rev.0 Records that relate to Labor Condition Applications filed with the U.S. Department of Labor | any nonimmigrant is employed NON-ESSENTIAL

by the local government agency on behalf of non-immigrant workers in accordance with 20
CFR § 655.760.

Includes, but is not limited to:
e ETA forms and cover pages;
e Wage rate documentation;
e Union/employee notification, etc.

under the LCA
or
1 year after date LCA expires/is
withdrawn, whichever is later
then
Destroy.

OPR

4. HUMAN RESOURCE
MANAGEMENT

Page 130 of 196



http://www.ecfr.gov/cgi-bin/text-idx?SID=7369389e4d64df984ae5f4052767d58e&mc=true&node=se20.3.655_1760&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=7369389e4d64df984ae5f4052767d58e&mc=true&node=se20.3.655_1760&rgn=div8
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Washington State Archives

Local Government Common Records Retention Schedule (CORE)

Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-05A-26 | Employment Eligibility Verification — U.S. Citizenship and Immigration Services (USCIS) Retain for 3 years after date of NON-ARCHIVAL
Rev. 2 Documents used to verify identity and employment authorization of individuals hired for hire NON'E;E:NHAL
employment in the United States in accordance with 8 CFR § 274a.2. or _
Includes, but is not limited to: 1year aftehr's;para‘golntfrom
« USCIS formsl=g; agtincy, whichever is later
e Copies of other'documents (such as passport, permanent resident card, etc.). ¥
Destroy.
GS50-04B-46 | Misconduct Investigation Files — Founded Retain for 6 years after case NON-ARCHIVAL
Rev. 3 Documentation compiled in official investigations of employee misconduct that result in closed/matter resolved and no NON-ESSENTIAL

findings of misconduct by the employee.

Includes, but is not limited to:
e Complaint initiating the investigation;
e Investigative reports, statements, recordings (audio/video);
e Corrective action (oral reprimand, letter of direction), correspondence, notes, and closing
document (summary of findings, after-action report, etc.);
e Legal advice/opinions.
Excludes certain employees covered in the:
e School Districts and Educational Service Districts Records Retention Schedule; and,
e Law Enforcement Records Retention Schedule.

NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in
the Local Records Committee, and not in the parties to a collective bargaining agreement.

longer needed for agency
business

and
6 years after corrective action
completed, if imposed

then
Destroy.

OFM
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http://www.ecfr.gov/cgi-bin/text-idx?SID=1bfadfd3ccf4d0bb1d8730d58de2ecbf&mc=true&tpl=/ecfrbrowse/Title08/8cfr274a_main_02.tpl
file:///C:/Users/julie.blecha/Desktop/CURRENT/CURRENT%20HR%20REV%20CORE%204.0.docx%23employee
http://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforLawEnforcementAgencies.aspx
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://www.sos.wa.gov/archives/LocalRecordsCommittee.aspx

ISNS

Office of the Secretary of State

Washington State Archives

Local Government Common Records Retention Schedule (CORE)
Version 4.0 (May 2017)

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-04B-47
Rev. 3

Misconduct Investigation Files — Unfounded
Documentation compiled in official investigations of employee misconduct that do not result
in findings of misconduct by the employee.

Includes, but is not limited to:
e Complaint.initiating the investigation;
e Investigative reports, statements, recordings (audio/video);
e Corrective‘action (oral reprimand;letter ofidirection)pecorfespondenee, notésyand closing
documeént (summary of findings, after-action report, etc.);
e Legal advice/opinions.
Excludes certain employees covered in the:
e School Districts and Educational Service Districts Records Retention Schedule; and,
e Law Enforcement Records Retention Schedule.
NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in
the Local Records Committee, and not in the parties to a collective bargaining agreement.

Retain for 3 years after case
closed and no longer needed for

agency business

then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

GS50-04A-08
Rev. 2

Performance Evaluation (Employee)
Records relating to regularly scheduled employee performance evaluations.

Records include, but are not limited to, completed/signed evaluations and expectations.

NOTE: RCW 40.14.070 vests the authority to determine the retention period for public records in
the Local Records Committee, and not in the parties to a collective bargaining agreement.

Retain for 3 years after next

evaluation and no longer

needed for agency business

then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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file:///C:/Users/julie.blecha/Desktop/CURRENT/CURRENT%20HR%20REV%20CORE%204.0.docx%23employee
http://www.sos.wa.gov/archives/RecordsManagement/Records-Retention-Schedules-for-School-Districts-and-Educational-Service-Districts.aspx
http://www.sos.wa.gov/archives/RecordsManagement/RecordsRetentionSchedulesforLawEnforcementAgencies.aspx
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://www.sos.wa.gov/archives/LocalRecordsCommittee.aspx
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://www.sos.wa.gov/archives/LocalRecordsCommittee.aspx

: ; n : ; Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 201 7)
Washington State Archives

4.3 EMPLOYEE DEVELOPMENT, PERFORMANCE AND WORK HISTORY
The activity of cultivating employee potential and performance in the work environment. Includes staff development and recognition (work history,
skill/competency enhancement opportunities, achievement programs, etc.); performance management (evaluations, goal-setting, planning, etc.);
conflict resolution (employee relations, complaints, grievances, misconduct, disciplinary matters, etc.).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS LA ULJG DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-31 | Performance Evaluation (Supervisor Preparation) Retain until completion of NON-ARCHIVAL
Rev. 1 Records gathered by an employee’s supervisor in preparation for regularly scheduled evaluation NON-ESSENTIAL
performance evaluations. and OFM
Includes, but is not limited to: resolution of any ongoing
 Notes of performance, training.and development; performance issues
e Job assignments; then
e Other relatedydocumentation. Destroy:

4. HUMAN RESOURCE
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Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives
4.4 EMPLOYEE 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
GS2017-013 | Alcohol Misuse and Controlled Substances Use Prevention Program — Administration Retain for 6 years after end of NON-ARCHIVAL
Rev.0 Records relating to administration of the agency’s Alcohol Misuse and Controlled Substances | calendar year and no I(?nger NON'%SSENHAL
Use Prevention Program for drivers of commercial motor vehicles in accordance with 49 CFR | needed for agency business
§ 382.401. then
Includes, but is not limited to: Destroy.
e Administration of the alcohol and controlled substances testing programs;
e Calibratiomdecumentation;
e Annual calendar year summary required by 49 CFR §382.403;
e Program summary, report.
GS2017-014 | Alcohol Misusesdnd Controlled Substances Use:Prevention Program,—.Collection:Process Retain:for3wyearsaftér end of NON-ARCHIVAL
Rev. 0 Records related to the alcohol and controlled substances collection process pursuant to 49 | calendar year NON-ESSENTIAL
CFR § 382.401(b)(2). then OPR
Excludes records covered by Employee Health Records (Routine) (DAN GS2017-015). Destroy.
GS50-04B-33 | Alcohol Misuse/Controlled Substances Use Prevention Program — Test Results (Negative, Retain for 1 year after negative NON-ARCHIVAL
Rev. 1 Not Positive, Cancelled) results posted or test cancelled | NON-ESSENTIAL

Records relating to drug and alcohol testing where the results are negative, do not meet the
threshold for “positive”, or where test is cancelled, pursuant to 49 CFR § 382.401(b)(3).

Excludes records covered by Employee Health Record (Routine) (DAN GS2017-015) (including
positive results, refusals, treatment, etc.).

then
Destroy.
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http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#se49.5.382_1401
http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#se49.5.382_1401
http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#se49.5.382_1403
http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#sp49.5.382.d
http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#sp49.5.382.d
http://www.ecfr.gov/cgi-bin/text-idx?SID=f959910649a167f0b84f9f7a5482fd92&mc=true&node=pt49.5.382&rgn=div5#sp49.5.382.d
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Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives
4.4 EMPLOYEE HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E(;ENT:)ON ‘LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-015 | Employee Health Records (Routine) Retain for 6 years after created NON-ARCHIVAL
Rev. 0 Records relating to the health status of employees where not related to occupational illness | or received and no longer NON-ESSENTIAL

or injury.
Includes, but is not limited to:

e Documentation relating to off-duty injuries and extended illnesses;

e Drug/alcohol testing (positive results, refusals, corrective action, treatment, compliance,
etc.) and all.other employee-specific recards listed in 49 .CER § 382.401(c)(2).& (4);

e Employgee Assistance Program (EAP) documentation (alcohal, drug abuse, or personal
counselingorograms);

e Employ@e exposure to certainitoxic substances that were used'in same manner and
frequency that a consumer would use them (pursuant to WAC 296-802-20010);

e Family and Medical Leave Act (FMLA) (including medical histories, certifications provided
by health care professionals such as fitness-for-duty, Family Leave certifications issued
pursuant to RCW 49.78.270), etc.);

e First aid treatment made on-site by a non-physician (WAC 296-802-900);

e “Fitness for duty” releases and physical exams, etc., provided by health care professionals
where not related to occupational exposure;

e Information concerning a disabling condition (records relating to medical issues,
reasonable accommodation, adjustments to leave policy, etc.).

Excludes records covered by Employee Medical and Exposure Records (DAN GS50-04B-30).

needed for agency business
then
Destroy.

OPR
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http://www.ecfr.gov/cgi-bin/text-idx?SID=b076dcf2c2f27e7719a3fe60b62c596a&mc=true&node=se49.5.382_1401&rgn=div8
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
http://www.dol.gov/compliance/laws/comp-fmla.htm
file://///archivesstorage/Records%20Management/RM%20Coordination/Disposition%20Authorization/Schedules%20-%20Development/Local/1%23%20CORE/RCW%2049.78.270
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802&full=true
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Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives
4.4 EMPLOYEE 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
GS50-04B-30 | Employee Medical and Exposure Records Retain for 30 years after NON-ARCHIVAL
Rev. 2 Records relating to the health status of employees who in the course of employment are NON-ESSENTIAL

routinely exposed to toxic substances or harmful physical agents as regulated by 29 CFR §
1910.1020 and chapter 296-802 WAC. Includes medical records, exposure records, analyses,
and other records as specified in WAC 296-802-900.

Includes, but is not limited to:
e Medical and.employment questionnaires.or histories (including job.description.and
occupational exposures);
e Medical examinations and diaghestic resultsipre-employment, pré=assignmentyiperiodic,
episodiC, etc.);
e Medical opinions, diagnoses, progress notes and recommendations;
e Medical evaluations (including respirator use [WAC 296-842-14005], audiometric [WAC
296-817-400], etc.);
e Descriptions of treatment and prescriptions;
e Employee medical complaints;
e First aid records;
¢ “Fitness-for-duty” releases provided by health care professionals where related to toxic
substances/harmful physical agents.
e Immunization records where required or recommended for job performance (including
Human Immunodeficiency Virus (HIV), rabies, Hepatitis B Virus [HBV], etc.).
Excludes records covered by:
e Accidents/Incidents (Hazardous Materials) — Human Exposure (DAN GS2011-177);

e Employee Health Records (Routine) (DAN GS2017-015).

separation from agency
then
Destroy.
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http://www.ecfr.gov/cgi-bin/text-idx?SID=d88029243ad5d3f57b7bcb570c2da4b5&mc=true&node=se29.6.1910_11020&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=d88029243ad5d3f57b7bcb570c2da4b5&mc=true&node=se29.6.1910_11020&rgn=div8
http://app.leg.wa.gov/WAC/default.aspx?cite=296-802
http://app.leg.wa.gov/WAC/default.aspx?cite=296-802-900
http://app.leg.wa.gov/WAC/default.aspx?cite=296-842-14005
http://app.leg.wa.gov/wac/default.aspx?dispo=true&cite=296-817&full=true#296-817-400
http://app.leg.wa.gov/wac/default.aspx?dispo=true&cite=296-817&full=true#296-817-400
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Washington State Archives
4.4 EMPLOYEE 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 and Exposure Records — Employed Less Than One Year Retain until separation from NON-ARCHIVAL
Rev. 1 Records documenting the medical condition of employees (includes contractors and agency 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(d)(1)(i)(C) and | Provide to employee upon
WAC 296-802-20005. departure.
Excludes records covered by:
e Accidents/Incidents (Hazardous Materials)— Human Exposure (DAN.GS2011-177).
e Employee Medicalland Exposure Records|(DAN GS50-04B-30).
Note: The Local'Records Committee Feecommends that agencies retain copiesiof any
medical/exposure/records returned to these employees under Employee Medical and Exposure
Records (DAN GS50-04B-30). Please consult your agency’s risk management advisor.
GS50-06C-21 | Occupational Health and Safety — Injuries and Illinesses Retain for 5 years after end of NON-ARCHIVAL
Rev. 1 Records documenting work-related injuries and illnesses as required by the Department of | calendar year NON-ESSENTIAL

Labor and Industries, Division of Occupational Safety and Health (DOSH) pursuant to chapter
296-27 WAC.

Includes, but is not limited to:
e Log of Work-Related Injuries and llinesses (and privacy case list);
e Annual Summary;
e Injury and lliness Incident Report(s);
e Surveys required by regulatory agencies (Occupational Safety Health Administration
[OSHA], Bureau of Labor Statistics [BLS], etc.).

Note: Workers’ compensation claims are covered in the Employee Benefits section.

then
Destroy.
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https://www.ecfr.gov/cgi-bin/text-idx?SID=7602a62e2c13e669b5f1e1aa999265c8&mc=true&node=se29.6.1910_11020&rgn=div8
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20005
http://app.leg.wa.gov/WAC/default.aspx?cite=296-27
http://app.leg.wa.gov/WAC/default.aspx?cite=296-27
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4.4 EMPLOYEE HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(I)ON ‘ZN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2017-016 | Occupational Health and Safety Program — Administration Retain for 3 years after end of NON-ARCHIVAL
Rev. 0 Records relating to the administration of programs implemented by the agency to ensure a | calendar year and no longer NON-ESSENTIAL

safe and healthful workplace for workers. Includes records that document assessments,
inspections (including self-issued permits), training, violation citations, analyses, actions,
steps followed, measures taken, etc.

Programs include, but are not limited to:
e Accident Prevention/Total Safety.and Health Plan (WAC.296-800-140);
e Confined Space Program (WAC 296-809);
e Drug-Free' Workplace;
e Emergéncy drills (fire, earthquake, etc.);
e Ergonomic furniture and equipment (excluding Section 504 accommodations);
e Exposure Control;
e Globally Harmonized System for Hazard Communication (WAC 296-901-14010);
¢ Hearing Loss Prevention;
e Personal Protective Equipment (PPE) (WAC 296-800-160);
e Respiratory Protection (chapter 296-842 WAC);
e Safety Committee (including meeting records);
e Washington Industrial Safety and Health Act of 1973 (WISHA) inspections and citations
issued in accordance with WAC 296-900-13005).

Excludes records covered more specifically elsewhere, such as:
e Alcohol Misuse and Controlled Substances Use Prevention Program (DAN GS2017-013);
e Employee Health Records (Routine) (DAN GS50-04B-30);
e Employee Medical and Exposure Records (DAN GS50-04B-30);
e Occupational Health and Safety (Work-Related Injuries and lliness) (DAN GS50-06C-21);
e Reporting/Filing (Mandatory) — (Human Resources) (DAN GS50-04C-05);
e Workplace Monitoring of Toxic Substances/Harmful Physical Agents (DAN GS50-06C-33).

needed for agency business
then
Destroy.
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-140
http://apps.leg.wa.gov/wac/default.aspx?cite=296-809
http://apps.leg.wa.gov/wac/default.aspx?cite=296-901-14010
http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-160
http://app.leg.wa.gov/WAC/default.aspx?cite=296-842
http://apps.leg.wa.gov/wac/default.aspx?cite=296-900-13005
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4.4 EMPLOYEE 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-07 | Respirator Fit Tests Retain until next fit test NON-ARCHIVAL
Rev. 1 Records relating to employee respirator fit tests conducted pursuant to WAC 296-842- administered NON-ESSENTIAL
12010. then OFM
Excludes respiratory protection program records covered by Occupational Health and Safety | Destroy.
Program — Administration (DAN GS2017-016).
GS50-06C-33 | Workplace Monitoring of Toxic Substances/Harmful Physical Agents Retain for 50 years after date of | NON-ARCHIVAL
Rev. 1 Records relatifgito monitoring ofmeasuringrtheram ount(s)iof,toxicstubstance(s)orharmfulm,monitoring/measuring NON-ESSENTIAL
physical agent(s) to which an employee is or has been exposed in the workplace in then OPR
accordance with'29 CFR § 1910 — Occupational Safety and Health Standakds. Destroy.
Includes thelidentification,of any toxic substaneesused in the warkplacesincludingswhere.and
when the substance was used in accordance with WAC 296-802-20010.
Note: There is no limitation of action on the agency’s liability for the exposure of individuals to
hazardous materials.
GS2017-017 | Workplace Monitoring of Toxic Substances/Harmful Physical Agents (Background Data) Retain for 1 year after date of NON-ARCHIVAL
Rev.0 Background data compiled while monitoring or measuring the amount(s) of toxic monitoring/measuring and NON-ESSENTIAL

substance(s) or harmful physical agent(s) to which an employee is or has been exposed in
the workplace where a summary of the data is prepared and retained pursuant to WAC
296-802-20010.

Excludes Summary of Data and other records covered by Workplace Monitoring of Toxic
Substances/Harmful Physical Agents (DAN GS50-06C-33).

creation of data summary
then
Destroy.

OPR

4. HUMAN RESOURCE
MANAGEMENT

Page 139 of 196



http://app.leg.wa.gov/WAC/default.aspx?cite=296-842&full=true#296-842-12010
http://app.leg.wa.gov/WAC/default.aspx?cite=296-842&full=true#296-842-12010
http://www.ecfr.gov/cgi-bin/text-idx?SID=dff0597656bbbc8596357d293e01c64b&node=pt29.5.1910&rgn=div5
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
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4.5 RECRUITMENT/HIRING
The activity of screening, selecting and employing of individuals. Includes anyone who perform tasks or assume responsibilities for or on behalf of the
agency regardless of pay status, and covers paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.),
volunteers, interns, work-study students, etc.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
RN DISPOSITION ACTION
GS50-04A-05 | Employment Inquiries Retain for 1 year after received NON-ARCHIVAL
Rev. 1 Records relating to persons seeking employment/ job opportunities with the agency where | or responded to NON-ESSENTIAL
not associated with an official agency recruitment. then OFM
Includes, but is not limited to: Destroy.
e Unsolicited.applications, resumes, letters of inquiry;
e Requests for announcement information (position, test, etc.).
Excludes recordsicovered by Recruitment (DAN GS50-04B-22).
GS50-04B-35 | Civil Service:System — Program Administration Retain:for6wyearsaftér end of NON-ARCHIVAL
Rev. 2 Records relating to the administration of the Civil Service System in accordance with calendar year NON-ESSENTIAL

chapters 41.08, 41.12, and 41.14 RCW.

Includes, but is not limited to:
e Civil Service Commission (CSC) administrative support and communications;
e Investigation and other background files;
e Cases that are not heard by the CSC (resolved, referred, ineligible, withdrawn, etc.);
e Appointment of outside attorneys.

Excludes records covered by:
e Appeals Hearings — Local Decision-Making Bodies (General) (DAN GS2011-173);
e Employee Work History (DAN GS50-04B-06);
e Recruitment (DAN GS50-04B-22).

and
6 years after matter
resolved/case closed (if
applicable)

then
Destroy.
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http://app.leg.wa.gov/rcw/default.aspx?cite=41.08
http://app.leg.wa.gov/RCW/default.aspx?cite=41.12
http://app.leg.wa.gov/RCW/default.aspx?cite=41.14
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4.5 RECRUITMENT/HIRING
The activity of screening, selecting and employing of individuals. Includes anyone who perform tasks or assume responsibilities for or on behalf of the
agency regardless of pay status, and covers paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.),
volunteers, interns, work-study students, etc.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-22 | Recruitment Retain for 3 years after position NON-ARCHIVAL
Rev. 1 Records relating to the process of recruiting, interviewing, selecting and hiring of employees. | filled/recruitment effort NON-ESSENTIAL

Includes, but is not limited to:

e Employment requisitions (position specifications, needs analyses and authorizations,

requests tofill, desired qualifications, etc.);

e Personnel Action Request/notice (PAR) development;

¢ Job announéements and postings;

e Applications, resumes, test results and background checks ef unsuccessful \applicants
(including applicants screened but not interviewed),
Applicant lists, eligibility lists, applicant profile data (including Civil Service);
Interview questions and tests;
Screening, scoring, ranking and selection criteria;

Related correspondence/communications.

Excludes records covered by:

e Apprenticeship - Program Administration (DAN GS50-04B-34);

e Employee Work History (DAN GS50-04B-06).
Note: Pursuant to RCW 4.16.080, the statute of limitations for the commencement of actions for
personal injury is 3 years.

terminated
then
Destroy.
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4.6 REPORTING/FILING

The activity of providing information to or about agency employees as required by regulating authorities.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-04C-05
Rev. 3

Reporting/Filing (Mandatory) — Human Resources
Records relating to human resources and submitted to regulatory agencies as required by
federal, state or local law, where not covered by a more specific records series.
Includes, but is not limited to:
e Logs, lists, summaries, surveys, forms, reports, statements;
e Confirmations of submission, inquiries, related correspondence/communications, etc.

Examples ofregulatory reportingsinclude:

e Commute trip reduction plans and annual progress reports (RCW 70.94.527);

e Equal Employment Opportunity®€@mmission (EEOC) reports (such as'EEO-2-5, etc.);

e Federal'Contract Compliance Programs (OFCCP) (EEO-1, VETS-4212, etc.);

e Health coverage programs/enroliment required by the Affordable Care Act (ACA);

e New Hire Reports relating to the child support registry filed with the Department of Social

and Health Services (DSHS) in accordance with RCW 26.23.040.

Retain for 6 years after
prepared/submitted to
regulatory agency

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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4.7 WORKFORCE PLANNING/STAFF STRUCTURE/POSITION DEVELOPMENT
The activity of structuring and organizing human resources to meet the current and future needs of the agency. Includes paid and unpaid staff
(permanent full- or part-time, short-term/term-limited, contract staff, temporary, hourly, volunteers, interns, work-study students, etc.).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-04B-05 | Position Description and Classification Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Records relating to the description and classification of agency jobs and positions. May or superseded and no longer NON-ESSENTIAL
include duties and responsibilities, time percentage breakdowns of tasks, required skills and | needed for agency business OPR
abilities, salary or pay range, and the development, modification or redefinition of each job then
or position. Destroy.
GS50-04B-17 | Staff Planning/Staffing Retainfor3.years.after request NON-ARCHIVAL
Rev. 1 Records relating to requests for workforce changes that require formal approval and that approved or denied NON'ES‘FSI\ENHAL
result in the beginning of recruitment processes or changes to the employment or payroll and _
status of existingiemployees. 3 years after conclusion of any
Excludes records covered by Employee Work History (DAN GS50-04B-06). p(iz:;)ng action {If applicable)
Destroy.
GS2014-032 | Workforce Planning Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Records relating to planning activities to develop the agency’s workforce, such as skills or superseded NON-ESSENTIAL

inventories/assessments, diversity and affirmative action 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 (studies, reports, etc.);
¢ Related correspondence/communications.

Excludes records covered by Establishment/Development History of Agency/Programs (DAN
GS60-06F-02).

then
Destroy.

OPR
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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.

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.

5.1 FORMS AND PUBLICATIONS
The activity of drafting, producing, and managing the local government agency’s forms and publications.
See Financial Management — Accounting for financial records relating to forms and publications.
See Asset Management — Inventory for forms and publications inventories.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-011 | Forms — Accountable Retain for 3 fiscal years NON-ARCHIVAL
Rev.0 Unused, pre-numbered forms such as checks, receipts, invoices, méeal tickets and licenses. or NON-ESSENTIAL
until completion of State OFM
Auditor’s examination report,
whicheversisisooner
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

OFM

5. INFORMATION
MANAGEMENT

Page 144 of 196




ISNS

Local Government Common Records Retention Schedule (CORE)

O%ﬂce of the Secretary of State Version 4.0 (May 201 7)
Washington State Archives
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.).

Publicationssimelude, but aremot limited,to:

e Reports, manuals, 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 Retainmuntilnojlonger,needed 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: then OFM
e Item circulation history; Destroy.
e User/patron records (applications for membership, borrower registration,
parent/guardian permissions).
Excludes interlibrary loans covered by DAN GS50-12A-08.

5. INFORMATION
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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; AUQ'tor s examination report,
o Interlibrary loans; whichever is sooner
« Shelf list/inventory.of holdings. then
. . Destroy.
Excludes special collections covered by GS2010-023.
Note: Agreementsirelating to bequests are covered by GS50-01-11.
GS2010-023 | Collection Control — Special Collections Retainwuntil'specialcollection 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
o Interlibrary loans; Archives for appraisal 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

) S;Lrégr(zglm DESCRIPTION OF RECORDS DI::QE:\'II'T(I)CI)\INAACT':LN DESIGNATION
GS50-06D-02 | Mail Delivery and Receipt Retain for 3 fiscal years NON-ARCHIVAL
Rev. 1 Records documenting the agency’s incoming and outgoing physical mail (letters, packages, or NON-ESSENTIAL
etc.). until completion of State OPR
Includes, but is not limited to: Auditor’s examination report,
e Certified/registered/insured mail logs and return receipts; whichever is sooner
e Postage meter logs/reports; then
e Private ground-delivery registers/receipts (UPS, Federal Express, etc.); Destroy.

e Signed pick=up,and delivery receipts;
e United States Postal Service (USPS) forms (certificate of bulk mailing, etc.).

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

5. INFORMATION
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5.4 PUBLIC DISCLOSURE

The activity of responding to requests for access to the public records of the local government agency in accordance with chapter 42.56 RCW.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2010-014 | Public Disclosure/Records Requests Retain for 2 years after public NON-ARCHIVAL
Rev. 3 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 42.56 RCW. then OPR
Includes, but is not limited to: Destroy.

e Internal and external correspondence relating to the request;

e Legal advice/opinions;

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

e Records decumenting the publiesrecords (orportions)withheld (exémption logsycopies of
portionsiredacted, etc.);

e Records documenting administrative reviews relating to the request;

e Tracking logs.

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

5. INFORMATION
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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).
Pursuant to 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: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/
Tﬁiﬂgggy DESCRIPTION OF RECORDS DI::CT)E:\_'J&NAﬁ%N DESIGNATION
NUMBER (DAN)
GS2010-015 | Conversion Process — Archival Records Retain until the converted ARCHIVAL
Rev.0 Records documenting the process of converting the agency’s Archival public records from Archival records are transferred | (Appraisal Required)
one form to another where not captured in the metadata of the converted records. to Washington State Archives NON-ESSENTIAL
Includes, but.is.not limited to: then OFM
e Migration of digital records (mapping schemas, testing reports, etc.); Transfer to Washington State
o Digitizationtofypaper-based recordss(tests, inspectionresults, etc.); Archives,fer appraisal and
o Microfilining 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.);
e Microfilming of digital and/or paper-based records (arrangement of originals, guide
sheets, etc.);
e Transfer of magnetic recordings.

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

destroyed in accordance with a
current approved records
retention schedule

then
Destroy.

OFM
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5.5 RECORDS CONVERSION

The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging

(digitization or microfilm preservation) or data migration (digital or magnetic).
Pursuant to 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: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/

provided that the converted records are retained in accordance with a current approved
records retention schedule:
e Scanned/digitized in accordance with Washington State Requikemeénts fonthe Destruction of
Non-Archival.Paper Records After Imaging, following all. recommendations specific.to.“long-

term records”;
e Scanned/digitized in‘aceerdance with a validrapproval by WashingtomsState Archiveslegacy
processes (Electronic Imaging System (EIS) or Early Destruction After Digitization (DAD) ; or,
¢ 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.

then
Contact Washington State
Archives for appraisaland
selectivegretention.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EﬁT;?“NA/Z':%N DESIGNATION
NUMBER (DAN)
GS2010-017 | Source Records — Imaged (Archival) Retain until verification of ARCHIVAL
Rev. 2 Archival source records which have been imaged using one of the following processes, and | successful conversion (Appraisal Required)

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).
Pursuant to 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: https://www.sos.wa.gov/archives/RecordsManagement/How-to-Destroy-Non-Archival-Records.aspx/

DISPOSITION

RETENTION AND
. C;E'Zg'?g:m DESCRIPTION OF RECORDS RGNS Tl DESIGNATION
GS50-09-14 | Source Records — Imaged (Non-Archival) Retain until verification of NON-ARCHIVAL
Rev. 3 Non-Archival source records which have been imaged using one of the following processes | successful conversion NON-ESSENTIAL
and provided that the converted records are retained in accordance with a current approved | then OFM
records retention schedule: Scanned/digitized in accordance with Washington State Destroy.
Requirements forthe Destruction of Non-Archival Paper Records After Imaging
e Scanned/digitized in accordance with a valid.approval by.WashingtemsState Archives’legacy
processes (Electronic Imaging System (EIS) jor Early Destruction After Digitization (DAD); or,
¢ Microfilmedsin‘accordance with Washington:StatesStandards for the'Preductionrandildse of
Microfilm.
Excludes records covered in the County Clerks and Superior Court Records Retention
Schedule.
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:
e Digital records which are migrated to another digital format;
e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes, etc.) which are migrated
to another magnetic or a digital format.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

Excludes paper- and film-based source records covered by DANs GS2010-017 and GS50-09-
14,

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).
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
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
OFM
then
Transfer to Washington State
Archives for appraisal and
selective retention.
GS2010-020 | Conservation (Non-Archival) Retain until'the Non-Archival NON-ARCHIVAL
Rev. 0 Conservation treatment records documenting repair to public recards 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
Includes, but is not limited to: OPR
e Destruction logs;
o Affidavits;
e Agency authorizations;
e 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 DI::;E:\'II::-(I)CI)\INAAC:I':;N DESIGNATION
NUMBER (DAN)

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

Includes, but is not limited to: then OFM
e Requests/approvals to upload/update/remove content; Destroy.
¢ Confirmation of content upload/update/removal;

e Point-in-time record of webpage/site (screenshot, snapshot, site_ map).
Note: All published content consists of individual recordsiwhich have their own separate

retention requirements. Each of thesewrecords 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: then OFM
e Files classification schemes/guidelines; Destroy.
e Inventories;
e Records center transmittals/retrievals;
e 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.

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).
AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND | DESIGNATION
NUMBER (DAN)
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 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’scopies ofirecords retentionischedulesrapprovedsby the Loeal Recordss€ommittee
in accordance with RCW 40.14.070.
Note: Records Retention Schedules approved by the Local Records Committee are designated
Archival — Permanent in the Secretary of State’s Records Retention Schedule.
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;

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

e 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 (TRANSITORY RECORDS)
This section covers records created or received by the agency which are typically of short-term, temporary informational use.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-02 | Agency-Generated Forms and Publications — Copies Retain until no longer needed NON-ARCHIVAL
Rev. 1 Blank forms and duplicate copies of publications, provided the agency retains the primary for agency business NON-ESSENTIAL
record in accordance with the current approved minimum retention period and that the then OFM
forms are not required for audit or accountability purposes. Destroy.
Includes, but is not limited to:
e Reports, catalogs, brochures, calendars, posters;
e Multi-media,presentations.(videos,.CDs, etc.).
Excludes records‘covered by:
e Forms — Accountable (DAN GS2070-011);
e Forms ~Master Set (DAN/GS2010-012);
e Publications — Master Set (DAN GS50-06F-04).
GS2016-002 | Brainstorming and Collaborating Retain until no longer needed NON-ARCHIVAL
Rev.0 Records generated as part of informal exchanges of ideas/brainstorming/collaboration for agency business NON-ESSENTIAL

processes, where not covered by a more specific records series.

Includes, but is not limited to, notes, mind maps, etc., developed as part of
brainstorming/collaboration sessions using electronic/virtual collaboration tools (such as
OneNote, Popplet, Lync, etc.), as well as those written on whiteboards, flipcharts,
large/oversize paper sheets, Post-it/sticky notes, etc.

Excludes records generated during open public meeting brainstorming sessions covered by:

e Meetings — Advisory (DAN GS2012-027);
e Meetings — Governing/Executive (DAN GS50-05A-13);
Excludes records covered by:
e Drafting and Editing (DAN GS2016-004);
e Records Documented as Part of More Formalized Records (DAN GS52016-009).

then
Destroy.

OFM
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AUTHORITY DESCRIPTION OF RECORDS  JETENTION AND DESIGNATION
NUMBER (DAN)
GS2016-003 | Contact Information Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to the contact details of external clients/stakeholders the agency has for agency business NON-ESSENTIAL
gathered/received and the maintenance of such lists/collections. then OFM
Includes, but is not limited to: Destroy.
® Business cards;
e Contact details stored in Microsoft Outlook and other contact databases;
o Mailing lists, email distribution lists, listserv/RSS subscriber details, etc.;
e Requests to be added/removed from the agency’s contact lists (includes
mail/communications returned as undeliverable);
¢ Validation/verification/quality assurance checks of contactilists/collections;
o Related'correspondence/communications.
Excludes:
¢ Records covered by Emergency/Disaster Preparédness — Contact Information (DAN
GS2012-024);
¢ Contact information gathered for other, more specific purposes, such as attendee/sign-in
lists for meetings and trainings, visitor books/logs, etc.
GS2016-004 | Drafting and Editing Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the drafting/editing of correspondence, documents and publications. for agency business NON-ESSENTIAL

Includes, but is not limited to:

e Preliminary drafts not covered by a more specific records series, not needed as evidence
of external consultation or as evidence that the agency practiced due diligence in the
drafting process;

e Edits/suggestions/directions (such as handwritten annotations/notes, track changes
information/comments in Microsoft Word, etc.);

e Electronic documents created solely for printing (such as signs, mailing labels, etc.);

e Related correspondence/communications.

then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E;ENT(')ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-005 | Electronic Documents Used to Create Signed Paper Records Retain until no longer needed NON-ARCHIVAL
Rev. 0 Electronic documents created in order to print paper records that get signed, provided the | for agency business NON-ESSENTIAL
signed paper records (or agency copy of same, if signed original is sent) are retained in then OFM
accordance with the current approved minimum retention period. Destroy.
Includes, but is not limited to:
e Microsoft Word versions of minutes/letters/correspondence/etc., used to print the hard
copy that gets signed.
Note: Agencies should still create and retain copies of signed letters as evidence of the business
transaction.
GS50-02-03 | General Information — External Retain until no longerneeded NON-ARCHIVAL
Rev. 0 Information feeeived from other agencies, commercial firms©r privatesinstitutionspwhich for ageneysbusiness NON-ESSENTIAL

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

Includes, butis 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.
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DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS50-02-05
Rev. 2

Informational Notifications/Communications
Records communicating basic/routine short-term information (regardless of format or media
used) that:

¢ Do not document agency decisions/actions;

e Are not used as the basis of agency decisions/actions; and

e Are not covered by a more specific records series.

Includes, but is not limited to:

e Basic messages such as “Come and see me when you’re free,” “Call me back at 555-5555,”
etc.;

e Internald€ommunications notifying ofistaff absences or lateness(suchias “Bobis out
today,” “Mary is running late,” etc.), provided the appropriate attendance and leave
records.are retained in accordance with Leave/Overtime =Routine (DAN GS50-04B-09);

e Internal’cemmunicatiens'notifying of staffisocialevents/gatheringsy(stich asspotiucks,
birthdays, fun runs, cookies in the break room, etc.) or of weather/traffic conditions (such
as “Avoid I-5, it’s a parking lot,” “Take care — it has started snowing,” etc.);

e Email delivery/read receipts, out-of-office notices, etc.

Excludes records covered by:
e [eave/Overtime — Routine (DAN GS50-04B-09).

Retain until no longer needed
for agency business

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

GS2016-006
Rev. 0

Internet Browsing
Records routinely generated as part of internet browsing.
Includes, but is not limited to:
e Browsing history/saved passwords/web form information, etc.;
e Cache/temporary files;
e Cookies.

Excludes internet activity log records covered by IT Systems Usage (DAN GS50-06A-05).

Retain until no longer needed
for agency business

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT:)ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-008 | Organizing/Monitoring Work in Progress Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the assigning, prioritizing, tracking/monitoring and status of for agency business NON-ESSENTIAL

work/tasks/projects in progress, where not covered by a more specific records series.
Includes, but is not limited to:

e Status logs;

e To-do lists;

e Tasks within Microsoft Outlook, etc.;

e Routing slips;

e Working/rough notes;

o WorkfloW notifications/escalations.

then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS :E‘IENT(')ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-009 | Records Documented as Part of More Formalized Records Retain until verification of NON-ARCHIVAL
Rev. 0 Records where the evidence of the business transaction has been documented as part of successful conversion/keying/ NON-ESSENTIAL

another more formalized record of the agency which is retained in accordance with the
current approved minimum retention period.

Includes, but is not limited to:

e Data entry input records (such as paper forms, handwritten notes, etc.) that have been
documented as records within agency information systems (such as databases) provided
the original record/form (including any signatures) is not required as evidence or
authorization of the transaction;

e Working/fough notes, voicemail'messagés, text'messages;isocialimedia pasts; ete., that
have been.memorialized/captured in'anather format such as a nete-to-file, email
confirming the conversation, speech-to-text translations, etc.;

o Automatically‘generatediemail notifications.sent;out by agency information.systems,
provided the transaction is captured as part of an audit trail;

e Raw data/statistics/survey responses that have been consolidated/aggregated into
another record.

Excludes:

e Audio/visual recordings of meetings covered by Meetings — Advisory (DAN GS2012-027),
Meetings — Governing/Executive (DAN GS50-05A-13), Meetings — Inter-Agency (DAN
GS2011-175) or Meetings — Staff (DAN GS50-01-43);

e Electronic records (such as emails) that have been printed to paper.

Note: Electronic records need to be retained in electronic format in accordance with WAC 434-
662-040.

transcription
then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS : E;ENT:)ON ACN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016-010 | Reference Materials Retain until no longer needed NON-ARCHIVAL
Rev. 0 Materials gathered from outside sources for reference/reading use which are not evidence | for agency business NON-ESSENTIAL
of the agency’s business transactions. then OFM
Includes, but is not limited to: Destroy.
e Individual participants’ copies of internal and external training materials (such as
proceedings, handouts, notes taken, etc.) from conferences/seminars/trainings;
e Copies of published articles, reports, etc.;
e Internet browser favorites/bookmarks;
o Listserv/RSS feeds.
Excludes récords covered by Secondary (Puplicate) Copies (DAN GS50-02-04).
GS50-02-01 | Requests for Basic/Routine Agencyiinformation Retain"until no/longer needed NON-ARCHIVAL
Rev. 1 Internal and external requests for, and provision of, routine inforfmation about the for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM
e Business hours, locations/directions, web/email addresses; Destroy.
¢ Meeting dates/times.
Excludes records covered by Public Disclosure/Records Requests (DAN GS2010-014).
GS2016-011 | Scheduling — Appointments/Meetings Retain until no longer needed NON-ARCHIVAL
Rev.0 Records relating to the scheduling of appointments/meetings (such as checking participant | for agency business NON-ESSENTIAL

and room availability, rescheduling, accepting/declining meeting invitations, etc.), provided
the calendar record of the appointment/meeting is retained in accordance with Appointment
Calendars (DAN GS50-01-36).

Includes, but is not limited to:

e Meeting invitations and accepted/declined notifications in Microsoft Outlook and other
calendaring/scheduling software/apps;

e Related correspondence/communications.

then
Destroy.
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AUTHORITY DESCRIPTION OF RECORDS : E;ENT:)ON 'LEN% DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS50-02-04 | Secondary (Duplicate) Copies Retain until no longer needed NON-ARCHIVAL
Rev. 2 Copies of records (created or received), provided the agency retains its primary copy of the | for agency business NON-ESSENTIAL
record in accordance with the current approved minimum retention period. then OFM
Includes, but is not limited to: Destroy.
¢ Data extracts and printouts from agency information systems;
e Cc’s of emails, provided the agency is retaining its primary copy of the email;
e Convenience/reference copies of records;
¢ Duplicate and near-duplicate images/photographs, provided the selected “best” image(s)
documenting the occasion/object is retained.
Excludes retordsiwhich are the agency’sionly copy of the record, even ifit is held by another
agency.
GS2016-012 | Unsolicited Additional Materials Upon receipt, NON-ARCHIVAL
Rev.0 Additional materials received by the agency that are: Returnto sender NON-ESSENTIAL

e Not requested; and

o Not used by the agency in the course of government business.

Includes, but is not limited to:

e Superfluous extra materials provided with applications (including health/medical records);

e Information entered through online applications, e-forms, etc., but not completed and
not submitted to the agency.

or
Destroy.
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GLOSSARY

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

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

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.
Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected
for retention by WSA may he 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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Employee
Any individual who performs tasks or assumes responsibilities for or on behalf of the agency regardless of pay status.
Includes the agency’s paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.), volunteers, interns, work-study
students, etc. This definition applies only in relation to legal disposition authority and does not refer to legal employment status.

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 StatesArchivist.and one representative each from the:Offices of the’Attorney'Generalandithe StaterAuditor.

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 storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”’. Agencies must retain these records for the minimum

retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records

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



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
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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.

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 theffice'to which they pertain butinot required by law to be filéd orkept with such agency; and other documents orirecords 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 of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or any
agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or documents
required by law to be filed with or kept by any agency of the state of Washington; ... 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.



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010

S n S Local Government Common Records Retention Schedule (CORE)

Office of the Secretary of State Version 4.0 (May 2017)
Washington State Archives

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...”

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 GS50202=04.

Security Microfilm

Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up, in accordance with chapter 40.10 RCW.

Washington State Archives provides security microfilm storage and inspection services to local government agencies.



http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=40.10
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INDEX: ARCHIVAL and PERMANENT RECORDS
AGENCY MANAGEMENT Legal Affairs
Administration (General) Civil Rights — Violation Complaints (1985 and earlier) .......ccccceecvvveevciveeeccnveenne 29
Administrative Working Files .........coouiiiiiiniiiiieneeeeeec e 6 Legal Advice, Analysis, and Opinions - Official .........ccccceeviiiiieiiiiinenieeeee 34
Communications — Governing/EXecutive/AdViSOry .........ccccecerererereseseeieeneas 7 Litigation Case FileS .....coouiiiiiiiiieieeet ettt 35
Informational Reports Compiled for Agency USe........cceveerviieeieiineenneeenienen. 9 Local Government Agency Legislation
Project Files (MisCeIlan@OouUS)........cccecuviieeiciiii ettt ettt 9 Ordinances and Resolutions — APProved ........cccceeeeeveeeeciieeeeciieeeciiee e siveee s 36
Research/Program Reports, Studies, Surveys, Models, and Analyses ............... 9 Ordinances and Resolutions — Development .........cccccvveeeeciiieeecciiee e, 36
Charter, Jurisdiction and Mission Meetings and Hearings
Agency 1dentity/Brand .......cccccveeeiieiiieeeieee ettt ere e e eae e e re e e re e 11 Appeals Hearings — Local Decision-Making Bodies (General) ..........ccceeeeunnenn. 37
Census Records from the State Office of Financial Management.................... 11 Appeals Hearings — Local Decision-Making Bodies (Land US€) .......ccccecverveenne. 38
Charter and Bylaws — Adepteds.......H . ......... 5. ... SO, . ... SO . .. o Megtings=AdViSorymms.. ... . .. I veeeeeeenreeenneennneeeseessbeeesseennne
Charter and Bylaws — Development................. Meetings — Governing/Executive ...
Jurisdictional Boundary — Devielopment MeBtINES = INtEI-AZENCY ...t ittt ettt et s
Jurisdictional Boundaryi= Official....5oe..ccc e ik, Planning
Jurisdictional Reference —Maps, Drawings, Photographs ..... .0 . 13 Establishment/Development History of Agency/Programs .......c.ccceeeeevveeeneeens 44
Community and External Relations Strategic Plans — FiNal VErsion .......cccoeeicciiiiieii et 44
Advertising and Promotion .........cceiiieeeeiiireciies e eeee e e s 14 Policies and Procedures
Awards and RECOGNITION .....ciiecvieiiiiiieeeiee et eaee e e e et e e e aaeeas 14 Official Agency Policy and Procedure Directives, Regulations, and Rules........ 46
Media Releases and COVEIAZE .....cuueeueirriieriieeiiienieeeriteeteeeiee st esseeesbeesnee e 15 Reporting
ProClamations ..oouueee et e e et e e ennnee 16 Annual Reports — AdOPLed .......coeeiiiieieiiiee et 47
PUblic Opinion PollS......ccccuiiiiiieee e e e e 16 Reporting/Filing (Mandatory) — Agency Management .......cccceeveeeveenvveenneeenns 47
Contracts/Agreements Risk Management/Insurance
Franchise Requests — Granted by AENCY ........uvveeeiiieiiiiiiieee e e 20 Insurance Policy CertifiCates ......c.cceiiiieeeiiiie et 50
Elections (Elected Officials, Initiatives and Referenda) ASSET MANAGEMENT
Elections — Held and Certified by Local Government Agency (Official Results) 22 Acquisition/Ownership
Initiative, Referenda and Recall MEasUres.......ccccevvvveeeeciieeeccieee e eeee s 23 Capital Assets (Ral PrOPEertY) ....cccceeeicieeeeiiiieeeiee e ceeee e sree e e e e snvee e 57
Oaths of Office — Not Filed or Recorded with County Auditor.........cccccceuveeene. 24 County ENGINEEr RECOIUS ..cccuvviieiiiieectee ettt e e e e e e e snreeeens 58
Emergency Planning, Response, Recovery Environmental Site Assessments — Asset Not Acquired..........coccevvveeeeeeeeccnnnns 58
Emergency/Disaster Response/Recovery — Uncommon or Major................... 26 NAMING (ASSEES) .euriieiiiiieeeee ettt et e e et e e e tee e e e eare e e e s beeeeebbeseennns 59
Authorization/Certification
DESIZNALIONS (ASSELS) .uviiiieiiiieieiieeecitee e et e e eette e e et e e e eetee e eeareeeesareeeeetbeaeannes 62
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Construction Budget
As-Built Drawings — Appraised and Selected for Archival Preservation........... 63 FINAl BUBET .ttt s 104
Construction Project Files .......coooiiiiiiiiiniiiiecec e 64 Planning
Standards and Specifications Manuals........cc.cceeceiriiiniiiniinieee, 68 Levy and Bond Planning — Successful ........cccceviiiiiiiiiiiinienniieeeeeeeeee, 109

Hazardous Materials Management Reporting
Hazardous Materials/Dangerous Waste — Abatement and Remediation........ 71 Annual Financial Report of Chief Fiscal Officer to Commissioners/Council ... 113
Hazardous Materials/Dangerous Waste — Plans........ccccoccveeveercieeeieescieeeeneennns 73 Bond, Grant and Levy Project REPOItS .......uveeeecveeeiiieee e 113

Inspection/Monitoring Reporting/Filing (Mandatory) — Financial Management........c..ccccoeevveeuveennee. 114
Inspections/Monitoring — Regulated (Environmental) ......c.cccccevvrererereennnne. 75 INFORMATION MANAGEMENT
Monitoring (Traffic) — ANAIYSIS ....c.eecvirieiieiieeeee e 77 Forms and Publications

Inventory Publications — Master Set.......cooeiiiiiieiiiieeee e 145
INVENTONY — TIEES ..eviiiiiiiietieeee ettt sreneee 79 Library Services

Planning Collection Control — Special Collections
Capital Construction Projects=,Preliminary Plansi(Project NotiCompleted)mn82 SpecialCollectionsmmm... ...... R I . oot e
Long-Range Asset Plans|(Final VErsion)........occccciotevieeeci i ih e e 84 Records Conversion

Reporting Conversion Process — Archival Records. ... .......cccieeiei e 150
Reporting/Filing (Mand@tory) —/ASSEES .......eiueectthreeeeeeeeree o daene 85 Source Records — Imaged (ArChival).......icleveeeccodirieceecie e 151

FINANCIAL MANAGEMENT Records Management

Auditing Conservation (Archival) ... 153

Fiscal and Performance Audit REPOItS.......eeeeeuieeieiiieeecieee et 102 Destruction of PUBIIC RECOIAS ........coouiieeeiiiieeeiee e et 153
Transfer of Legal CUStOdY .......cccuviiiiiiieeciiee ettt 155
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INDEX: ESSENTIAL RECORDS
AGENCY MANAGEMENT Risk Management/Insurance

Authorization/Certification Accidents/Incidents (Hazardous Materials) — Human Exposure..........c........... 49
Authorizations/Certifications — Agency Management ..........cccccevevereneeeennn. 10 Accidents/Incidents (Hazardous Materials) — No Human Exposure ................ 50

Charter, Jurisdiction and Mission INsurance Policies PUrCh@SEd .......ccooeeeeeeeeieieeeeeceeeeeee e 51
Agency 1dentity/Brand .......ccccccveeeiieeiieeeiee ettt e ere e e eae e e be e eree s 11 Insurance Policy CertifiCates ......ccccviiiieeeiiiiie e e 51
Charter and Bylaws — AdOPLEU........ccceeuiiiiiiiiieeecieee et 11 Training
Jurisdictional Boundary — Development ..........cccocvveeeeiieeecciiee e 13 Agency-Provided Training — Hazardous Materials Handling ...........cc.c.ccuv.... 55
Jurisdictional Boundary — Official........cooveeiiiiiiiiniieiieeeeeeeee e 12 ASSET MANAGEMENT
Jurisdictional Reference — Maps, Drawings, Photographs ..........cceccevceeeneenane 13 Acquisition/Ownership

Contracts/Agreements CapitalAssets (Other),and Nen-Capital Tracked, Assets.........ccccecvervreerireennnnn. 57
Contracts and Agreements — Capital Assets (Non-Real Property) .............e.... 17 Capital Assets (REal ProPEItY) .....cccccueeechiederreerieeaioheseeesereesreesereesveessreesseesnnas 58
Contracts and Agreements=iGeneral ................. ..ot ... 0 CountyERgineer Records ... il it rrer e e e 59
Franchise Requests — Granted by Agency Construction

Elections (Elected Officials, Initiatives and'Réferenda) As-Built'Drawings™="Appraised”@nd’Not Selected for Archival Preservation.... 64
Elections — Held and Certified by Local Government Agency (Official Results) 22 As-Built Drawings — Appraised and Selected for Archival Preservation........... 64
Oaths of Office — Not Filed or Recorded with County Auditor.........ccccceeuveeennn. 24 IT Applications — Technical Design and Implementation .........cccccccceveeciveeennnns 68

Emergency Planning, Response, Recovery IT Network — Design and BUild .......c.cccoeveeiiiiinieniiienieeieeee e 68
Backups for Disaster Preparedness/RECOVENY .......cc.ccveveeereecreecreeireeireeeesseenes 25 Standards and Specifications Manuals.........cccceevcieeieiier v 69
Emergency/Disaster Preparedness and Recovery Plans...........ccceeeveeeveeecneenns 25 Hazardous Materials Management

Legal Affairs Hazardous Matls/Dangerous Waste — Abatement and Remediation .............. 72
Litigation Case FIlES .....eccueieiieieirieeieeeetee ettt ettt e et e b e eeteeebeeeereeebeeereeenns 35 Hazardous Matls/Dangerous Waste — Control/Inventory/Tracking/Disposal . 73

Local Government Legislation Hazardous Matls/Dangerous Waste — Plans ........ccccvevvueeerveeeeeeniveeseeesive e 74
Ordinances and Resolutions — ApProved ..........cccueeeeecieeerieeeeesieeeeeieee e seveeens 37 Inspection/Monitoring

Meetings and Hearings INSPECLIONS = BIiOZES..cccuiieiiiiiiiieiiteesitt ettt ettt s e e 75
Appeals Hearings — Local Decision-Making Bodies (General) ........cccccvvvennneeen. 38 Inventory
Appeals Hearings — Local Decision-Making Bodies (Land Use) .........cccveveueeen. 39 Inventory — Keys/Key Cards/Badges ......ccceevveerveeiueieneeeiireeseeesiveesneenineensneenns 80
Meetings — GOVErniNG/EXECULIVE .....ccueieeveeeireieeteeeiee e eetee et e eereeeteeeeveeeans 41 Maintenance

Policies and Procedures Maintenance — Major and/or Regulated.........ccceeeveeeeeecriicceeecieeecee et 81
Official Agency Policy and Procedure Directives, Regulations, and Rules........ 47 Security

Authorization — EMPIOYEE ACCESS ....eeeecuririiciieeesiieeeetee e ecee e sae e eeee e snreee e 87
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Usage and Operations

Operating ManUAIS........cooiiiiiir e 91
FINANCIAL MANAGEMENT
Accounting
General and Subsidiary LEAGErS ........couvieriiiiiieiiee ettt 100
Payroll
EMPIOYEE Pay - HISTOIY ..cceeiiiiiciiie ettt ettt e e 106
PaYrOll REZISTEN ....vveieiiiiie ettt ettt e et e e et e e e e tre e e e aba e e e sabaaeens 108

HUMAN RESOURCE MANAGEMENT
Authorization/Certification
Authorizations/Certifications — Employees (Hazardous Materials Handling) 118

Employee Benefits
Employee Benefits — Enrollment and Participation
Employee Retirement/Pension Verification..........ccoceveeeenienenenesenceieeenen
Employee Development, Performance, and Work History
EmMPployee WOrk HiStOTY ...cccviiiieiiii ittt 130
INFORMATION MANAGEMENT
Library Services

(071 =1 1o -SSR 147

Collection Control — GENEral.........ccooeeciiieiee e 148

Collection Control — Special ColleCtions..........coecveerieerieenieeniee e 148
Records Management

Destruction of PUbIIC RECOIAS .......ciiiiiiiiiiiiie e 154
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INDEX TO:
ESSENTIAL RECORDS

Page 171 of 196



SNS

Office of the Secretary of State
Washington State Archives

Local Government Common Records Retention Schedule (CORE)

GS2010-001.....ccciiiiiiiiiiiiiciiiee 8
GS2010-002......cceivviiiiiiiicicee, 86
GS2010-003.....ccceiiiiiiiiiiiieeee 67
GS2010-004........cooveviiriiiiicieeee, 90
GS2010-005......ccciiviriiiiniieiieenee, 90
GS2010-006.......ceevviriiiiiiieinieenee, 67
GS2010-007.....ccvvviiiiiiiiiiiiinnnennn 154
GS2010-008........ccevcviirriiiiierieenne, 87
GS2010-009.......ccviviiriiiiiicrieee, 88
GS2010-011...ceeiiiiiiiinreee o 144
GS2010-012.....coviiviiien e 144
GS2010-013.....coiiiiiiiiiieeiin 144
GS2010-014......cvvvre W 149
GS2010-015.....coviiiiiiniiriiee 150
GS2010-016.....covuviiiiiiiiiieeniee 150
GS2010-017..ccovvviiiiiiiiiiiicinnen, 151
GS2010-018......ccvvvviiiiieiiiiiicinnen, 152
GS2010-019.....ccoviiiiiieiieenee 153
GS2010-020......cccvivviieiiiiiiieniene 153
GS2010-021....ccovvviiiiiiiiiiieeien 155
GS2010-023.....covviiiiiiiiiieeiee 147
GS2010-024........oovviiiiiiiieiee 147
GS2010-079....coovveeieieieeeieeeeee 44
GS2010-080......cceveveeenreecnreeenreennne 44
GS2010-081......cvveenreiiieeieeceee 50
GS2010-082......uvvvvvrrieiiiniieinen, 123
GS2010-083......ccviiviiiiiiiiieaee 124
GS2010-084.........coooviiiiiiiiennee 124
GS2011-165....ciiiiiiiiiiiiiiicie, 14
GS2011-166....ccvviviriiiiiiiieiiieene 14
GS2011-167..ccovviiiiiiiiiiiniiciieeee 14

GS2011-168
GS2011-169
GS2011-171
GS2011-172
GS2011-173
GS2011-174
GS2011-175
GS2011-176
GS2011-177
GS2011-178
GS2011-179
GS2011-180
GS2011-181
GS2011-182
GS2011-183
GS2011-184
GS2011-185
GS2011-186
GS2011-187
GS2011-188
GS2011-189
GS2011-190
GS2011-191
GS2011-192
GS2012-015
GS2012-016
GS2012-017
GS2012-018
GS2012-019
GS2012-020
GS2012-021
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.................................... 16 GS2012-023
.................................... 17 GS2012-024
.................................... 27 GS2012-025
.................................... 32 GS2012-026
.................................... 37 GS2012-027
.................................... 38 GS2012-028
.................................... 41 GS2012-029
.................................... 43 GS2012-030
.................................... 48 GS2012-031
.................................... 52 GS2012-032
.................................... 52 GS2012-033
.................................... 53 GS2012-034
.................................... 55 GS2012-035
.................................... 94 GS2012-037
.................................... 96 GS2012-038
.................................... 97 GS2012-039
.................................. 103 GS2012-040
.................................. 103 GS2012-041
.................................. 108 GS2012-042
.................................. 109 GS2012-043
.................................. 114 GS2012-044
.................................. 116 GS2012-045
.................................. 117 GS2012-046
.................................. 137 GS2012-047
.................................... 11 GS2012-048
.................................... 16 GS2014-029
.................................... 19 GS2014-030
.................................... 21 GS2014-031
.................................... 22 GS2014-032
.................................... 22 GS2016-002
.................................... 23 GS2016-003
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GS2016-004......oeeeeeeiiiieeeeee e 157
GS2016-005......ceeeeeeiiiiiieeeeeeenne 158
GS2016-006......cceeveeiieiiiieeeeeeenee 159
GS2016-007....cceevieeicieeeeeeeeeiiceeeens 39
GS2016-008.......cccvvvvreieieiiieneeenennns 160
GS2016-009.....cccevvviiiiiiiiiiiereienennns 161
GS2016-010...ccciiiiiiiiieiiieieiereienenns 162
GS2016-011....ceeeeiiiceeeeeeeeiiceees 162
GS2016-012....ceeeiiieeeeeeeeeiieeeens 163
GS2017-002.....coeeeieieiiiiiiiiie 30
GS2017-003....covveeeeeeeeeerecceee e, 32
GS2017-004.......covvvvvvvrerninrnrniaininnnns 35
GS2017-005......cuuvvvreiernrnrerernrarnnnnnns 59
GS2017-006.......cuuvvverererrrernrnrnnnnnns 106
GS2017-007..ccoeviiiiiiiiiieiiieieiiienenans 118
GS2017-008......ccovvererererererererenenens 119
GS2017-009.....ccctvverirerirererererenenens 120
GS2017-010...ccciiiiiereieierereiererenenes 122
GS2017-012...cccviveiiiiiiiiieiiieeeeeeenes 130
GS2017-013...cciiiiiiiiiiieieieeeeeeeeeees 134
GS2017-014....covveveieiiiiiiiiieieienenes 134
GS2017-015...ccciiiiiiiiiiiiiiiiieieieeeees 135
GS2017-016....cccevieiereieierererererenenes 138
GS2017-017.cocviiiieieieieieieieiererenenes 139
GS50-01-01 ..oevvveveieieiereeeeerererereeeees 46
GS50-01-02 ..coeveveverereiererererererererenes 6
GS50-01-09 ...covvvieiiiiieieieieeeeeieeeeeees 15
GS50-01-10 ccoviiiiiiiiiiieieieeeeeeeeeeeeeees 31
GS50-01-11 v 18
GS50-01-12 oorereviieieeeieeeeeeeeeeeeeeeeeees 7
GS50-01-24 ....coeveveveieeeieeeeeeeeeeeeeees 46
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GS50-01-25 ...ooiiiiiiiiii 36
GS50-01-30 ...ooviiiiiiiiiiiiiccee, 16
GS50-01-32 ...ooiiiiiiiiiiiei 9
GS50-01-36 ...oooiiiiiiiiiiicciee, 6
GS50-01-37 viiiiiiiiiiiiicicce, 11
GS50-01-38 ...ooviiiiiiiieeice, 45
GS50-01-39 ..oiiiiiii 9
GS50-01-42 ..., 10
GS50-01-43 ..o, 42
GS50-02-01 ....oooiiiiiiiiiciieeee 162
GS50-02-02 ....ooovviiiiiiiiiiiecee 156
GS50-02-03 ....oooviiiiiiiiiciece 158
GS50-02-04 .....coovviiiiiiiiiiieeiee 163
GS50-02-05 ....ooovvviiiiinieene 159
GS50-03A-10..cciiiiiiiiiicii i 94
GS50-03A-15...iiiiiiiiiicieis 99
GS50-03A-17 ...covvivenn i 114
GS50-03A-18 ... 78
GS50-03A-26 ...ccouvvveieeieicieeen 102
GS50-03A-28 ....coviiiiiiiiiiiein 100
GS50-03A-33 ..o 100
GS50-03B-06 .....ceeevviriiiiiiicinieene, 94
GS50-03B-09 ....ccvvviiieiiiiiicien 100
GS50-03B-10 ....covviereieieecieecreee, 93
GS50-03B-14 .....ovvereieieicieeei 95
GS50-03C-01 ..o 113
GS50-03C-02 ....cvviviiiiiiiieeiee 113
GS50-03C-07 ..oooviiiviiiiiiiiiciieee, 99
GS50-03D-01......cvvviiiiiiiiieiee 104
GS50-03D-02........oovvvieiiiiiiieiee 113
GS50-03D-03....ccvvvieeieieienne 104
GS50-03D-04 .......ooveieeieieieenne 104
GS50-03D-05....ccviviiieieicieecnnee 104
GS50-03D-06.......cveveveerircieennne 104
GS50-03D-07 ...covvviiviiiiiiiiiciine 104

GS50-03D-08
GS50-03D-10
GS50-03E-01
GS50-03E-02
GS50-03E-15
GS50-03E-22
GS50-03F-01
GS50-03F-02
GS50-03F-03
GS50-04A-05
GS50-04A-08
GS50-04B-05
GS50-04B-06
GS50-04B=09
GS50-04B-17
GS50-04B=22
GS50-04B-30
GS50-04B-31
GS50-04B-33
GS50-04B-34
GS50-04B-35
GS50-04B-44
GS50-04B-46
GS50-04B-47
GS50-04C-01
GS50-04C-04
GS50-04C-05
GS50-04D-03
GS50-04E-03
GS50-05A-01
GS50-05A-04
GS50-05A-07
GS50-05A-10
GS50-05A-13
GS50-05A-15

................................ 128 GS50-06F-02.......coovviiiiiiiiiiiiiien
.................................. 11 GS50-06F-03......eeiiiiiiiiiice,
.................................. 47 GS50-06F-04.........ooovveieiiiienn
.................................. 12 GS50-06F-07....ccovvivriiiieiciiicreenee,

................................ 104 GS50-05A-16
................................ 104 GS50-05A-26
................................ 105 GS50-06A-01
................................ 106 GS50-06A-02
................................ 105 GS50-06A-03
................................ 107 GS50-06A-05
................................. 102 GS50-06B-05
................................. 102 GS50-06B-09
................................. 102 GS50-06B-18
................................ 140 GS50-06B-20
................................ 132 GS50-06B-22
................................ 143 GS50-06B-23
................................ 129 GS50-06B-24
................................ 123 GS50-06B=25
................................ 143 GS50-06C-02
................................ 141 GS50-06C-03
................................ 136 GS50-06C-04
................................ 133 GS50-06C-15
................................ 134 GS50-06C-16
................................ 126 GS50-06C-21
................................ 140 GS50-06C-25
................................ 126 GS50-06C-27
................................ 131 GS50-06C-31
................................ 132 GS50-06C-33
.................................. 28 GS50-06C-35
.................................. 29 GS50-06D-02
................................ 142 GS50-06E-08
................................ 119 GS50-06E-21
.................................. 20 GS50-08A-01
.................................. 40 GS50-08A-02
.................................. 23 GS50-08A-05
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GS50-08A-06 ....ccovvvrereierererererenenans 112
GS50-08A-07 ..oevveeeeeiiiiieeeeee e 112
GS50-08A-09 ....ceeeveeiiiiieeeeee e, 112
GS50-08A-10....cceeeeeiiiiiieeeeeeenee 112
GS50-08A-11 ...ooeeeveeiiiieeeeee e, 110
GS50-08A-12 ...coevvvvveiiieieieienenenenens 112
GS50-08A-13 ...coiiiiiieieieeeeerereienenens 112
GS50-08A-14 .....ccocvvvvveeeieiiieieienenns 111
GS50-08B-05 .....coevvveveierereieierenenes 111
GS50-08B-06 .....cccevvvrererererererenenas 111
GS50-08B-07 ...ccoeveverererereiirererenenas 111
GS50-08B-08 .....cccevverererererererenenes 111
GS50-08C-06 ....ccovvvvereieierereieieeenenns 79
GS50=09-01 ......ovvvrvvvrvrrrnrrrnrnrernnnns 155
GS50-09:02 ....ovvvvvvvvvrniiiiriiiiiieiannns 154
GS50-09-06 .....ovvvvvvvvvvrnrrrninnnrnnnnnns 153
GS50-09-14 ....oovvveeererninnneeenenieeeenne 152
GS50-12A-01 ..., 146
GS50-12A-02 ...coeveveveveiereieiererenenes 146
GS50-12A-03 ...coiiiiiieieieeeeeeeeeeeeeees 146
GS50-12A-08......ccovvvvvieieieierereienenes 147
GS50-12D-01..ceiviiiiiieieiiieieeeieeenes 115
GS50-12D-02....ccovvvvviieiiieiiieeeienenes 115
GS50-12D-03...coeiiieieieieiererereeerenes 115
GS50-12D-04 .....covvvveveieieierererenenes 115
GS50-12D-05...cceviiiiiieieiiieieiererenes 115
GS50-12D-07 ccovvvveviiiiiieieieieieienenes 115
GS50-12D-08....ccovvvveiviiiiieieieienenns 115
GS50-14-03 ..o 25
GS50-16-09 ...coovvivriiiiiiiieeeeeeeeeeeeeees 12
GS50-18-06 ...coevvvererererererererererenenes 63
GS50-18-08 .....coevvvererereierererererenenes 74
GS50-18-10 .coevvrerereiereierererererereeenes 64
GS50-18-29 ..ccovvviereveieeeierereeeeeeeeeees 26
GS50-18-34 ..o 77
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GS50-18-38 ...ooriiiiiiieiiri e 13 GS51-02-01 ...ceevvviviiiniiieiiiriicins 93 GS53-02-01 ..ooovvviviiriiiiineeiiieee, GS55-05A-09 ....coevviviiiiiiiiiiiiieee 33
GS50-18-43 .. 73 GS51-05D-07 .coovvvveiirieeieiieeene 139 GS53-02-03 ..o, GS55-05B-31 ...eeveeeiiiieieieee e, 101
GS50-19-02 ....eviieiiieiieee e 72 GS51-07-10 .ccoiiiiiiiiieieeceeeee 75 GS53-02-04 ....vvieieriieiieeeeeen, GS55-05B-32 ...eevieiiiiieieieeeee, 101
GS50-19-03 ..o, 49  GS51-07-15 .ceiiiiiiieee e, 84 GS53-02-05 ..ooiiviieieriieieee e, GS55-05G-04......covviviiiirieereeene 68
GS50-19-08 .....evieeiiiieireee e 73 GS51-07-21 .o, 60 GS53-02-06 ..cooovveeeerireiiieeenee

GS50-19-09 ...covvvvviiiriiiiiiicinee, 117 GS52-03A-05....ccvvvviiiiiiiniciinen, 13 GS55-01M-04 ......ooovviriviiniiiinnienn,

GS50-19-15 ..o, 71 GS52-07-03 ....ccoeiiiiiiiiiiiineeee 34 GS55-05A-06 .....ceevvviviiiiniiiiinieenn,
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INDEX: SUBJECTS
1aNd/PropPerty ...ceeceeeceeecee e 58 agency
ADA (Americans with Disabilities Act)..................... 30 charter/bylaws........ccveeceeevieeecee e 11
5 addresses/passwords (URL) .......cccceeveevieenneecieennenns 67 g0als/0bjectives......cceceeieeceiee e, 44, 45
adjudicative proceedings ........ccccceeeveerieieneenane 37,38 historical files.......covvierieiiiiiiiiee, 44
504 accommodations..........cooeerniiieininnnn 28, 29,30 adjustments identity/brand .........cccocoeverierrieieieieee e 11
INVENTOrY (ASSELS) cocvvvvieeeireeeciree e 78 informational reports ........cccoccvveeeecieiceciee e 9
to banking accounts..........cccceeeeeiiieecciiee e, 103 liability (risk data) .....cccceeeeveeieiiieeeeee e, 51
A 1O CUStOMEr ACCOUNTS ..uveeeiiieeeeiieeecieeeecieee e 97 Photographs ......cceecieeiiieeecee e, 15, 44
administrative policies/procedures........ccvevvurevveerieeenveesveennne. 46
acceptance testing (computer applications)........... 67 appeals Press relEASES ...covevereruerererereieiceiererereneseenenen 15, 44
access 8ENErAl ...iciiiiiiiiiiie it e 37 public opinion Polls...........ccoceveiicicinniecieecens 16
badges/keys (inventory) .. oo bt 79 land use . L. hd b L 38 publications/forms “.......cccceiiiiiiiniiiinas 156
employee (authorization) ... . oot ooeeeeo 86 forum (litigation) ...t 35 SEFAPBOOKS L. bl 44
FACHIEY oo it e 88 procedures. .. ...t M b L 46 SPEEChES ...l 15
accession/discard (libraries) ... Jumit......... St 147 working files............0h... L L 6 agency attorney i e see legal affairs
accident prevention/total safety plan .................. 138 administrator (retirement/pension plan) ............. 120 advice/analysis/OpinioNn.........cccevvrecerecrereerenen. 34
accidents/incidents..see also workers’ compensation advertising/promotion...........ccccovvvviccinnnnne, 14 [ItIgatioN ... 35
claims for damages........cccevevvevveiiineciccieennn 31 advice agency rule/ordinance review (legal affairs) .......... 35
hazardous materials ... 48,49 basic/routine (information) ..........ccccccevnninnns 162 agendas/packets
NO claim filed ...oooooovvvvvvvviiiiii, 49,50 EOVErning/eXeCutive ........ccevvvurunicicinicinisiciiens 7 adjudicative proceedings...........cccoeururinnen. 37,38
traffic COMlISIONS.cocvvvvcervie 49, 50 IT HelPAEsK. ... 90 AdVISOrY MEELINGS.c.cvvvvrireecieverereirrereeericiereeseene 39
traffic monitoring/analysis ... 77 1831 ..ottt see legal affairs AENTA FEQUESES ...ovevverecieierereisreccerieieneeeene 43
accommodations (section 504) NON-EXECULIVE ...eeereirreneiiececerie et seeeeienenens 8 governing/executive meetings ........c.ccevverercenens 40
compliance Program..........oceevveesserveessssssneeennas 28 advices (remittance) ........cccoeveiiiniiicniiinnens 96, 97 individual members’ copies/notes .................... 39
EMPIOYEE oovvvvvreiirrie e 28 advisory bodies inter-agency meetings .........c.cocovvveicicinccnncne, 41
violation complaints (1985 & earlier) ................. 29 communications (internal/external) .................... 7 safety COMMItLEE. ..o, 138
violation complaints (1986 & later) .................... 30 meetings staff meetings .......ccocvvciviviciciccce 42
accountable forms ..., 144 agenda/packet/minutes/recordings .............. 39 agreements.........ovene. see contracts and agreements
accreditation............ see authorizations/certifications members’ Copies/NOLeS .......co.vvurererrrerennees 39 air quality MONItOFING ......cvuvevrerereeeecereieeeeieeeeene. 75
acquisitions aerial photos airborne pathogen (training) .......coeevvvevvveevennennn. 54
bond/levy/grants ..., 96 jurisdictional boundary.......ccccccoevvivveeinenen. 12,13 airport
capital asset record........ooouiuiiiniiiniisniiinnnn, %4 real Property assets .......coeveervereeereneeenienseennes 57 Certification......ccccuceeveeeerieeeeeee e 10
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Self-INSPECLIONS ....eiiceeeeeeiee e,
albums/scrapbooks (agency history)
alcohol/drug program

AdmMIiNiStration .......oecceeviriieeiriiee e 134

collection Process ......cccevvveeeeriieeencieee e 134

test results (not positive)......ccceecveeeeccieeeeiieeeene 134

test results (positive & refusals) and actions.... 135
analyses (research) .......cccceeevieeececiee e, 9
analysis (Iegal) .....ccooeereereeieeieeeercee e 34
animal control

Board of Pharmacy registration.........cccccovueenneee. 10

code VIolatioNS......coccveeeiiiiieciiee e,

animal exhibitor registrations
annexation ........ccceeeeveeenneeeee. .

announcements/postings .....ko.........o.l

Annual Construction Program (ACP)............... 83, 84

annual reportsS......ceeeeveeeee Bt it e 47
chief fiscal officer.......ooue i 113
prosecuting attorney .......ccccevvevvvveeeeerrnnnnns 47,114
special purpose districts .......ccoeevvveveeeeennnnns 47,114
trustees (libraries) ......cocceeeeveeeecieeeeciee e, 146

appeals.....ccccciiveeeeeeeinns see also claims and appeals

hearings (adjudicative proceedings)
litigation...ccceeecier e,
applications
accommodations (Section 504)
authorizations (credentials).........ccoceeeeiveeeenns
bids/Proposals .......ccceeeeeecieeecieeiree e
eMPlOYEE ACCESS....oivreireiieie e
fire alarms.....c.cooeviiiiiiie e
information technology (IT).....c.cccovveervveeenne
records within .....search by function/content of
record
library patron.....cccccceeeecieeeccciee e, 146
Planning/reVieW.........ccveeeveieceeeceecceecee e, 82

L= L= VA =T L= TP 110
appointed officials
DONAS ..eeiiiiieie 129
oaths of office...ccuvivciiiii e, 24
filed/recorded .......cooveeereeeceeeiirieecee e 24
filed/recorded with Co Auditor..........ccceeen... 23
not filed/recorded with Co Auditor................ 24
reference copies (HR).....ccoeeveeeicieeeeciieeenns 129
APPOINTEL ...eecveeciee ettt e see employee
appointment
CaleNdars ...
[EEEEIS wovieeeeeeeee e
appraisal/appraisal required...
appraisalsifassets)mmm........ .«
apprentice certification/..........
APPIOPHATE USE.riiiieieeeeeeeeees et denieaeaeaana s
arbitration
(616 ] 314 - (o1 e e SO e SO oSN e rrrrrrrr e 18
employee complaints/grievances..................... 128
architectural drawings ......cccccoeevecivvieeeeieicciinns 63,64
project not completed......cccoeviiieeeeieiiciineeenn. 82
secondary/reference copies.......ccceevvrerveeennenn. 163
archival......oooooiei e, see Glossary
as-builts/designed drawings.......c..cccoevveeveeeveennen. 63
collections (libraries) .......ccccceeevveeeeeveeeecireeeeennns 147
records (transfer)
arrangements
charity fundraising events ...........cccceeeecvieeennnenn. 14
field trips/transportation (Minors) ..........c..c....... 51
meetings/hearings.......cccoevveveeeeieeceeecee e 43
art
installation/construction ........cceevvvvvevevivccveneeenen. 64
INVENTOTIS ..eeiiiiiieeeiee e 78
owned by agENCY....ccveeeeciiee e 56

as-built/designed construction drawings/plans 63, 64

assessments
asset plans..............
environmental site
hazardous materials incidents........ccccoeevveeennneen. 71
Local Improvement District (LIDS) ........cccveeneee. 115
occupational health & safety programs ........... 138
workforce planning........cccocccveeeeciieeiccceee e, 143
ASSet MANAZEMENT....civiiiiiiiiiiirereeeeeee e 56
assigned counsel certification........cccceveveeeiiiennnn. 116
Associated Student Body (ASB).see Governing Bodies

minutes/meetings ......cccceeveeeueene
atmospheric monitoring ...................
attachments (payroll)
attorney (outside) ........ceccveeeeeiveeennneen.
Attorney General opinions
auctions (authorizations/notifications) .................. 69
audio/visual recordings
agency general (photos, etc.) .....cccccvveeennneen. 15, 44
meetings/hearings.......occocveeevveeceeecreeeeeeens
SOUICE FECOIAS ..uvvrieieeeicciiiieee e e e ceciiree e e e eeenens
SUIVEIllaNCe ...
systems (installed)
audiometric evaluations ...................
AUAILS evveeceiiee e
fiscal and performance
fuel/pump tank.......ccocoeeeiiiiiiecceiceeeee e
INSUFANCE coiiieieiiieieieiececececececececeeeeeeeeeeeee e
internal ..o,
State Auditor examination reports.........c.c....... 102
trails (IT infrastructure).......ccocveeeeeeeeeiivieeeeeeeen, 67
authorizations/certifications
agency assets (general) ....ccccoeeeveeiiieeeecciee e, 61
agency management (general).......cccceeeevveeenneen. 10
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employee LEOFF Luueriiieeee e 123 statement (depository).....ccccceeeveeeeceeeeccieeeenns 100
general (CDL, notary, etC.)..cc.cceeveercveesvunannne 116 volunteer firefighters/reserve officers......... 124 bonds (FeVENUE)......ceeviiecieeiiecieece e 96
hazardous materials handling ...................... 117 enrollment agreements.......ccccevveenieenieenneen. 119 brainstorming (notes/flipcharts/etc.) .......c.c....... 156
health care/service providers .........cccuo...... 117 program administration (general) .......ccccccueene. 118 brand (agENCY) ..vvevveeeiiecieecee e 11
payroll deductions.........cceecuveeiiciieeeniienennnns 105 retirement bridges/roads......... see also County Engineer records
hazardous materials/dangerous waste .............. 70 claims/verification...cc.uveeeeeeeveeceeeeeee s 120 awards/recognition .........ccccceeeeeeeieeeseeenineenneeenns 14
automated clearing house (ACH) .......ccccouvvevveeenne 103 general administration.........cccccceeeecieeennnneen. 118 construction/design/planning .........cccceeveeeuneene 64
automated tasks (electronic info systems).............. 90 bids/Proposals ......cceeevieereeeiiieiieecee e 110 INSPECLIONS ..eeiiiiiieeeciee e e 74
automatic deposit (employee pay)......cccceveeruennee. 105 DIlIING et 97 MAINTENANCE ... e 80, 81
AVL tracking data (security monitoring) ................. 89 AISPULES et 95 traffic Monitoring.......cccovcvveveenieiieeeee 77
awards/recognition/commendations appeals hearings ......ccceecvevveeviee v 37 brochures (agency publications)..........ccceeveeeunennns 156
ABENCY ceeiiiiiiieeeieee et s 14 equipment/vehicle USe.......ccooerevenereneneennne 97 broker agreements (pension investments)............. 18
eMPIOYEE ....uvveieieeeee e 126, 129 statements (disputes/collections) .........cccceeueenne 33 browsing history ........cccoeeeeiiiiecciiie e 159
Stubsmmm... ... S0 . 93 budget
ULIlIties oo b 97 AEENCY .evveesiiteeeeeerresithereeestreeeessreessseeeessseeeennnns 104
B billsofsaler.... Lo e s, 96, 97 |eVIES/BONAS .....coceebedereiiieiiieeeee e 109
blog posts.......... search by function/content of record build guides (N€twork) i ....cccovveveeeiiieeeeceecveeee, 67
B&O (business and occupation)ax.............J 115 bloodborne pathogen (training) ... .. 54 building
background checks Board of BCCESS o.ervverereseeeteseseeeesesae s s sesesaesenassesenenaenas 86
employee (final results) ......c.cococovivrnnninnnnnn, 129 Equalization/Adjustment (appeals) .........ccc....... 38 €OAE VIOIAtioNS.....vveeeeeeeeeeeeeeeeeeee e 31
investigative records.......... see Law Enforcement Pharmacy (registration/animal control) ............. 10 CONSEIUCTION...vivvceiceiiceectcee et 64
Records Retention Schedule boards/councils/committees CONEIACES weveeeeeeeteeeeeeeee e eee e e eeeereseeeeeseeeene 17
recruitment (unsuccessful candidates) ............ 141 certification of election........cooeeeeeverennnee. 21,22 TVENTONY ...ttt eneneees 78
tenant 91 communications (internal/external) ........ccceu..... 7 MAINEENANCE .t 80, 81
backups (public records) ..........covnivnennnninininins 25 meetings PEIMIES oot es s es e eenens 61
badges (employee access) agenda/packet/minutes/recordings ........ 39, 40 SECUTTLY voveeeeerereeeeeeeeee e 88, 89
authorization for.......ccccoeeeiiiciiei e, 86 members’ copies/Notes ........ccveeeveeereeecreeens 39 business
INVENTOTY ..ottt 79 0aths of OffiCe....ccccvviviceccecee e 23,24 CAPAS 1ottt ettt e e e sttt erenees 157
ballots (elections)........cccueeeiinininiiicieieie 22 boilers/hot water tanks (permits/inspections)........ 61 hours/addresses ......ooucueerveceeeeieeseseeneeeensans 162
banking boNd AErEEMENTS.......oveeeeeeeeeeevceeeeteeeeee e 18 JICRNSE ..ttt enen s 10
activities/transactions .........cceceevveerieenieenneens 103 bonds inspections/code violations ..........cccceeeeveennne 31
contracts and agreements.........ocovvveereeinirenenens 18 projects L TR (=110 ) T 115
benchmarks (IT system health) ..o 74 financial documentation .........cccevevevevevennnee. 96 bylaws (agency & decision-making bodies) ............ 11
benefits (employee) BIANMING. e 109
claims and appeals.........ccoonniinniiiinn 119 FEPOIES covvevveeeeeteeeeeeeeeeteeesetete e tereseeseseeessssnanas 113
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C EXLra COPIS .oouvriiiiiriee ettt 156 chemicals (inventory sheet).......cccccoveevcieeencieeeens 72
informational (external) .......cccoeevviveeniiriieens 158 chief fiscal officer (annual report).......c.ccceecveenen. 113
CAChE/teMPOTArY fIlES mmmmmmmmmmrreeeeeeeeeoeoeeeeeeeeeeee 159 library collections ......ccccceevvvieeiniieeinniiee e, 146 child support report (DSHS) .....ccccvevvvreencieeiieeennenn. 142
calendars catering arrangements.......cccoecveeiicieeiniieee e 43,52 chronological reference files.........ccoceeeeeriieennen. 163
2ZENCY PUBIICATIONS vvvvvveeoeeoeeeeeoeoeee 156 CDL (commercial driver’s license) ......ccccceevveeennenn. 116 circulation (libraries) ......cccccvvveerieesiieccee e, 146
T ———— 6 CDS oo, search by function/content of record citizen complaints/requests........ccceeveeveeeniveeneeens 15
work schedules (retirement verification) ......... 120 cell phone (employee-owned).........cccccovveeevvveennns 18 civil asset forfeiture hearings..........cccceeeeveeenns 37,38
camera-ready artwork ........cccceeeeeriiieniiennnns 144, 145 census records (Office of Financial Management) . 11 civil right.s
campaigns (charity FUnAraising) ...........ooooooooverro, 14 central stor.es cgmp!lance .......... s s 27,28
cancelled (and voided) checks rate s.ettlng ....................................................... 108 V|olat|ons/compl.a|nts
for capital assets constructed by the agency ..... 9% stljpplles Arawn.c.eeeceeeeeee e 92 1985 and earlier .....cooceeeveieveeeiiieneeeeeeeeee 29
for general eXpenditures .............ooooooooooe.. 97,103 certlflcat.es ' 1986 and later .....cueeeeevveeerieee e, 30
NSF (NON-SUFFICIENt FUNDS) wovvvveroeooeoeeooen o5 bond |ss'u'ance ................................................... 109 claims and appgals N .
capital assets/projects bulkemailing prm.. ... o0, ... " 148 costsi(benefitsprogram administration)............ 118
contracts/agreements ... e .........] 17 destruction damage and loss (purchasing) ........cccceeeevveeenneen. 95
financial documentation (bond, PRant, vy hazardous materials.............00... L, 72 employee benefits...ci...ccoeeeveeeiiiieeicieen, 119, 124
NS Y - 9% public records....ooh. ... el 153 LEOFF .. it 123
IDIOVEIMENES wovooeveoeeeeooeeooooeeoeeeseseeeeeee oo 64 IASUFANCE ... e et et 50 FEMA (disaster/emergency) .....c.ccoceevvevreecveennenne. 26
iAVENtOries ... 78 title (VENICI®) uveeeeeeeeeeeee e, 56 for damages....cceeeveiieiiee e 31
plans (not completed) oo 82 certification of election........ccccceeuvvvreeiiiiiiinnnnns 21, 22 retirement/pension ........ccceeeeeeeeeeeeeeciveesneenns 120
tracking record (for State AUItor) .o..vvvvoo, 94 certifications ........... see authorizations/certifications volunteer fire fighter/reserve officers.............. 124
T 77 certified mail (logs/return receipts)......ccccccuveeuneen. 148 workers’ compensation ..........cccceeeeeuneenn. 124,125
card keys charity fundraising .........cccceeecieeieiiii e 14 classifications (employee positions) .................... 143
authorization for......cccccveveeiecciee e, 86 charter client service agreements ............cooooocccveeevvveee 17,18
[101Y7= a1 o T VOO 79 agency/council/ComMMIttee. .........ccewscvvvessnn 11 code
cardholder data (SENSItIVE) .o, 98 computer applications.......ccceecvveeevcieeeeiieee e, 82 ACCESS (SECUMTY) cveeirreeieeeireeree e eseeecre e 86
case files checks/warrants enforcement/violation ..........cccecveviveieniennennen, 31
I 37,38 blank/unused........ccceoveeeeiiieieeeieeccee e 144 official/municipal.....c..cccoeeeeieeceiiiiecee e, 145
financial disputes/collections ..................... 33, 95 numerical listing .....ccccooeevieeiiiiieeecee e, 96 source (applications) .......cccceeeevieeeeiiieeecciiee e, 67
litigation original paper/imaged ........ccoeceevvvveeeeeiireeennenn, 103 collaborating (notes/flipcharts/etc.).....c..cccuveunee... 156
materials deVelOPMENt ..., 35 FEEISTEIS ctiieieiiee e e 96, 97 collateral security (bonds) ......c.ccceeevvveevcieeeicieenn. 100
cash (receipts/reports/summaries/petty) ....... 96, 97 returned by bank (issued by agency)................ 103 coIIectﬁon AZENCY rEPONS..eiieeieeeeeieeeeireeeeeireeeeaens 94
catalogs returned by bank (NSF)......ccccccvevecieeeiiieene 33,95 collections
AZENCY PUBIICAtIONS ovvvvvveveeeoeoeoeveoeseoeoeseeesesssnenns 156 STUDS Lot 94 liDraries ..ccuvee e 146, 147
chemical hazard communication plan .................. 138 non-real Property .....ccccveeeeeeeeecciieeeee e 95
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real property-related..........ccccoeeeeviieeeccnee e, conflict of interest (HR)...ccceeovcvveeeeiiiieeiee e, 116 retirement/pension plans........cccceeeveeiiveenneens
combined excise tax conservation controlled substances program
commendations (employee) districts coeeveveeeiiniiieeinns see also Governing Bodies test results (Not Positive).......ccccvvevceeerieesveennne.
comments (preliminary drafts) certification of election ........ccccceveveeeinciieennns 21 test results (POSItiVe) ...cccvveveeecieesieecieeceeeee,
legal advice/analysis/opinions.........ccccceueevueeueene 34 public records ......cocceevvriiieiniiee e, 153 CONVErsion (reCOrdS) ....cueevveeivieerireesireeeieesieesven
litigation materials.......ccocevivcieeeeiieeceee e, 35 FEDALES ... 97 COOKIBS 1vveeiiieeiiree e ettt eree et eae e e are e e
communicable infectious disease (training) ........... 54 construction/modification copies
communications (internal/external) as-built/designed drawings/plans ................ informational .........cccceeeiiiiicii e, 158
governing/executive/advisory .........c.ccocevvreeeenen. 7 CONTIACTS coviveieieiree et secondary/duplicate........cceeevererenenreeienennnn 163
NON-EXECULIVE ...oeviiiiiiiiiiiee et 8 PEIMITS.ceiiieieiiriee e copyrights (owned by agency) .......cccocceveereeneennne 56
commute trip reduction program......c..ccceeeveenuenne 118 PrOJECES coineieeiireee ettt corrective action (employee).......cccccevueeuenee. 131, 132
complaints not completed.......cooeeeveiiniiniiiiieeceeee correspondence search by function/content of record
CITIZEN o consultant/contractor rosters........cccceveeerenne. councils/committees/boards
civil rights violation... consumablerassetsinventoriessiim.. ... communicationsi(internal/external) .................... 7
code violation ........... contact information ...t i, . EleCtIONS ...biliiiic e 21,22
eMPlOYEE .....oveeieiceeee e b employee (emeérgency)............il..... Lo, meetings
medical and exposure .L.......... employee (personal)a.... ...l agenda/packet/minutes/recordings .............. 40
medical/exposure (employee). i ........... external clients/stakeholders . ............ members” packet andcopies/notes................ 39
MISCONAUCT ..coovvieiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeee filed with Public Disclosure Commission Meetings/MINULES .....ceevvveieecieeee et 40
TENANT e contested-case proceeding.........ccccvveeeeivieeeennns oaths of office....ccceeeciieiiieeee e, 23,24
union contests/events (agency-sponsored).........cccceuennn. ordinances/resolutions.........cccceeevveeeeeeeniveennneenns 36
not related to individual employee................ 18 continuing education (oo 10 o =] I see also agency attorney
related to individual employee(s) ................ 128 hours/credits/points.........ccccccvveeeveene 54,116,117 appointed/assigned (certification) ................... 116
compliance (Civil Fights) ....cccccevveeveeiiieeeceeceeeieeae 27 training provided by agency ......ccccceeveeeeiiieeennns 53 counsel (outside)........ see employee, see legal affairs
compulsory process (served on agency).......c.c....... 32 contract counsel see legal affairs County Engineer records........cccceeeveiveeeecveeeesiveeennns
computer software [oleTa Y i - Yot e SR see employee court orders served on the agency ...
design/implementation ........cccceecveeeieeecireeeineennne 67 contracts/agreements credit card holder (sensitive data) ........cccceeeevveeenee
Planning/revieW........cccveeeeeecieecree e, 82 bond/grant/levy projects (non-capital)............... 96 criminal background checks
computer-driven tasks .......cccoeevvveeiieeeeeiiiieeeeee e 90 capital assets employee (final results) ........ccccoeeeeiieeeecieeeenns 129
concession supplies (inventories) .......cccceeeeveeeenns 78 NoNn-real Property....cccccccevecciieeeeeeeeescieeeeenn. 17 investigative records.......... see Law Enforcement
condemnation/eminent domain...........ccceecveeeneennns 33 real Property ...oceeeecceee e 57 Records Retention Schedule
conference materials ......ccceeeeeveeiiveeeiee e, 162 FranChise .uuveeeieeiiecee e 20 recruitment (unsuccessful candidates) ............ 141
confined space Lo =T | USRS 18 TENANT 1 e 91
atmospheric monitoring .......cccccevevcveeeeciee e, 75 hazardous materials (abatement/remediation). 71 critical (sensitive) area designation .........ccc.cceeeneee 62
program administration...........ccccceeeeeeiciiineenen. 138 residential houSING ......cceeveeiieiiiiiieiec e, 91 critical materials list.......ccceeeieiiiiiiiiee e, 72
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cumulative leave (employee).....cccccvvveecvveeecreeenne 163 development (computer applications) ........c......... 67 domestic
curriculum development (training)............. 52,53,54 diagrams (NETWOrK)......ccceeveerieeeiieesiieeeiieeiee e 67 equities MoNitoring .....cccocveeeevceeeirciee e 100
custody (public records)......cccccvercueiiriencieenieennen, 155 digitization of records .......cccoocveveiriieriiiiennnn. 150, 152 fixed income (pension investments) .................. 18
direct deposit (employee pay) ......ccccveeeceeerveennnenne 105 donated [€aVve ......coccveeiieiiiiiiee e 122
directory/list (employee) donation of public records.......ccccccevveeniieiriiennneen. 155
D annual/year-end ......c.ccccceeveveeeieeeciee e 44 DOSH.....ccovveernen. see occupational health and safety
rOUtiNE/INtErIM .ecviiiieeeeeeeeeeeereeee s eereeee e 130 drafts
DAD (Early Destruction of Source Documents after disability/injury claims .... see workers’ compensation legal advice/analysis/opinions............ccccccvevene... 34
Digitization) «..c.oveveieiiiiicin 155 LEOFF 1 ettt 123 litigation materials........c.cooveveveveverererecrereeenee. 35
daily cash report ..o 96, 97 disaster preparedness/recovery ..........ccoevveennnnne. 25 Preliminary ....ooceeeeeveveveeereeeeceeeeee e 157
damages (claims fOf) ............................................... 31 damage declaration statementS....o.cvveeeieveninninns 26 drawings
data entry (input records).........coovveinnicinniinnnen: 161 public records (backups).........cceevevevererererrrnnnnn 25 agency jurisdiction..........ccoceevevevereueeeenennnes 12,13
databases............. search by function/content of data FESPONSE/TECOVENY ...vvvevvieierereerereeeaens 26,48, 71 as-bUilts/desiZNEd ...ovvveeeeeeeeeeeeeeeeeeee e, 63
day files disciplinarysactions(employee)miim...... 129,131,132 secondary/reference copies........cccceevveevrvennnnn. 163
reference materials ................ .0 b disclosure drinking water MonitoriNg ...........ovvvveveveuererereeene. 75
secondary/duplicate copies employee infofMation ..ol .o beeereeen 129 Drug Enforcement Agency (DEA) license. ................ 10
debt forgiveness ......c..c.... oo B R public records ..o ... Bheeeee b 149 drug/alcohol program
decision-making bodies (meetings/hearings)ii37, 38 discovery'materials..........n...... see'litigation case files AdMINISErAtiON «...oveeeeeeeeeeeeeeeeeeeeee e 134
deductions not submitted t0 COUrt ......ovvvvvvererieeeececrciecean, 32 COlIECHION PrOCESS ...t 134
capital asset record..........ovvvnnnininsinsnncene 94 disposal NOE POSITIVE ...eveeeeeteeeeeteee ettt 134
employee (payroll)........cocceeennniinnnnnine, 105 AUCEIONS ettt s 69 test results (positive/refusals) ..........ccccccueunee... 135
PaYroll reGISter.. ..o 107 capital asset record.......cooeveeeveecrieeceeeereeennns 94 drug-free Workplace ......cooeevviveieiieeiceens 138
deeds/titles ... 57 hazardous waste/materials .........c.cocoeueuerrennnne. 72 duplicate (secondary) COPIEs .........ccceerererrvrerennnn. 163
delegation of aUthority ... 18 permits (hazardous Waste) ..........cccoveereeeeeenenne. 70 duplicate affifavit/bond ..........ccoveveeeecvrreereeenennn. 93
delivery (Mail) ..o 148 AISPOSIEION....veeeierieieieeeeeeeeeee e see Glossary duplicating/printing services rate setting.............. 108
dental claims (LEOFF 1).....cccoovriieiiiiiiiiincicinnan 123 Disposition Authority Number (DAN) ..... see Glossary DVDS....covevenrenenn. search by function/content of record
Department of (state agency).. see Washington State dispute resolution ..see mediation/dispute resolution
(agency) disputes/COlIECLIONS .......cvcvevvereiereeeeieieieeee e 95
deposits/withdrawals (banking) ...........ccceuvuenen. 103 general financial .......cceveveveeeeeieeeeeeeee e, 95 E
depreciation (capital asset record) ........c.oocvreennnnn. 94 1Al PrOPEItY ...cevevveeevevereteteeeeee ettt 58
design (agency forms/publications)...........cccccuee.. 144 real property-related............ccocevevveereenereneenns 33 Early Destruction of Source Documents after
designations (ASSEtS)......ccvveeeriieereiiee e e e 62 distribution of expenditures ..........cccocevveveervnennnne. 94 Digitization (DAD) .....cccccvveevevveeennen. 151, 152, 155
destruction ditches/surveys...... see also County Engineer records earthquake drills ........oeeecieeeeiieeece e, 138
hazardous materials ..........coeeeeeiiiiiiiiiiieeeeeeeeeene, 72 NAINEENANCE oo 80, 81 easements
public records ........occevvieeeiiieccciiiieeeee e 153, 155 diversity Planning.......c.ccveeveeeeeeeeeeeee e 143 granted by agency .....cccceeeevciiiiieie e 57
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INVENTOTY...uviiiiiiiee ettt e e e e electronic records ........ search by function/content of eminent domain/debt forgiveness .......cccccovveeueennn. 33
received by agency record eMPIOYEE ..t see Glossary
elected officials CONLIOl ittt 154 access
DONAS ..o 129 CONVEISION .iiiiiiieee e e ettt e e e e et e e e e e e seinees 150 FACHItY ceveeeeieeee 88
certification of election..........cccceecvveeeeennnnnnn. 21, 22 destruction .....ccveeeiiiiic s 153 networks/systems/data .......c.ccceeveveeiennnnne. 86
communications (internal/external) .................... 7 disaster preparedness backups ........cccccevveenneen. 25 accommodations (section 504) .........cccccveeenneen. 28
oaths of office forms/publications ........ccccccvveeeiieiieeecie e, alcohol/drug testing
filed/recorded with County Auditor............... 23 from external SOUrces........cccceeevvveeeeciveeecrieen, NOTL POSILIVE .evvvieiiiieecciiee e 134
not filed/recorded with County Auditor ........ 24 MIGFAatioN ...eeeieiiiiiiiiee e positive, refusals, and corrective actions..... 135
reference copies (HR).....coccevvvevernieneeniennene 129 ONIINE L.t apprentice certification .......ccccccevveerieiiieenneen. 126
personal financial affairs (PDC reporting)........... 47 online content .......ooccveriviiee e assistance program (EAP)
election recall litigation ......ccceevvveeviienieeniienieene 35 retention/dispostion.........ccoceevevverenesesernenns general administration
elections SOUICE records ....ccevveenneen. health records .......cccoecvvevnennen.
certified by a regulatory agencym....... ..........» transferof |egalcustedy medical treatment........ccccooeevieiviiiee e
held and certified by the agency ... elevator permits................. ... referral/completion documentation............ 129
held by the agency.......ccooc i it eligibility list (employment) authorizations/certifications
initiatives/referenda/recalls.......... ... e emalils............. search by fiinction/content of record general .ol cdiri e 116
electronic funds transfers (EFT) e, AAAIESSES ... e s 162 health care/service providers .........ccccueen.... 117
Electronic Imaging System (EIS)............ unsolicited/spam .......cccocveveeveeceecece e 158 awards/recognition/commendations....... 126, 129
electronic information systems emblems (agency identity/brand) .......cccceevveeneenn. 11 benefits
applications emergency claims/appeals ......coceeeveeeeeeeiieecieeciee e, 119
design/implementation.........cccccccveeereeeineennen. contact information LEOFF 1 oottt 123
PIANNING/TEVIEW ... EMPIOYEE. ..ttt 25 volunteer fire fighters/reserve officers........... 124
automated/scheduled tasks PTUIIOT + ettt eee e e e e eeeeeseeeeseeeeeeeaeeeees 51 enrollment/participation ...........c.cccoeeevennnen. 119
backups (disaster preparedness/recovery) ........ 25 medical technician (EMT) certification............. 117 program administration ...........coccvnicnnines 118
employee access/authorization training provided by agency retirement
helpdesk requestS........ccceevvveeevereiece e planning claims/Verification. ... 120
infrastructure (audit trail).........cccccovveeeenieeennnn. contact information .........ccccceeeeiciieeeciiee e 25 ge.neral ac.iministration """"""""""""""""""" 118
IT hardware maintenance............ preparedness/recovery plans ........cccoeeeeveenne 25 complaints/grievances
network design/build ..........cccveeeiiiiieeiieenreeenen. response Plan.......ccoccceeeee e, 73 gengral """""""""""""""""""""""""""""""""""" 128
online content ......coccveeveeevieencieenieeeeeeee purchasing authorization........ccccceeveerieiineenns 111 MEMICEl ovvvscssvrrrrersrsssssrrrresssss s, 136
. contracts (employment) .......ccccceeeeiiiieecciieecnneen. 18
real time performance.......ccccceveevrveenceceneennnen. reSPONSE/IECOVENY ....ccvuveereeereeerreereeeans 26,48,71 ;
records within.......... search by function/content of emergency drills (earthquake, fire, etc.)............... 138 cumuIaFlve leave...... e 163
record Emergency Planning/Community Right-to-Know Act dfelegatlon.of authority...ccocceeeiieeccie s 18
SECUrity MONItOring .........vvvvvvvvvveveveverererenennns 87, 88 e —————————————————————————— 71 AFECLONY/IiSt oo 130
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disciplinary action........ccocceeeeivieeevciee e 129
disclosure of employee information......... 127,129
emergency

contact information ........cccceevvieiiniciininiieeen, 25

drills (fire, earthquake, etc.).......ccceeevveeueenne 138

PIANS oo 25
exposure

coNtrol Program ......cccceeevcveeeeecieeeeccieee e, 138

MONITOTING.cceeeeiiieeeieree e e 139
first aid records.....ccccceeeeeeevciieeeeeeeeeecinnees 135, 136
fitness for duty release .........cceeceeeveeenenne 135, 136
FMLA

[€aVE reCOrdS....ccccuveeeeiiieeeeiiee e

medical records
health record (routine)
health/safety (industrial hygienéimonitoring) .139

hearing tests ......ccevvevvveee Bt i 136
immigrant
labor condition application (LCA)................. 130
USCIS documentation ........ccccceeeeeeecnvvvnnennn. 131
IMMUNIZAtioNs .....cvvveieeiieeeiccee s 135, 136
information disclosure........ccceevvvvvvieeinennn. 127,129
injury
L&I Claims cooeeeeeeeeciieeeeiee e 124
law enforcement/reserve officers (LEOFF) .. 123
self-insured claims.......cccccveeeviiiiececiee e, 125
volunteer fire fighter/reserve officer........... 124
licenses/certifications.........coeuveeevvveeeinnns 116, 117
medical and exposure records..........cccccuvveeenn.. 136
comPlaints...cccvveeeeeeieecee e 136
employed less than 1 year ........cccocvvveennneeen. 137
hazardous materials........ccccceeeviveeeeciee e, 48
(8 01K oo e [ ot AP 131, 132
MONItOring (EXPOSUre) ......ceeeeveeervveeeeireeerneenn. 139
pay

deductions (voluntary) .....ccccceeeeevvcveeercrneene
direct deposit agreements ................... .
RISTOIY o
performance evaluations..........cccoccveeeenns
personal contact information.........cccecveeevnneen.
change documentation ........ccccccceeveeevneeenne
EMEIEENCY ceuveeereerreerieesteesreesbeesseesreesseens
personal equipment (permission to use)
recommendations ......ccccccevevieeeiiieeeenieee e,

rECrUitMENt....coeviieieiiieeeeeeeeeeeeeeeeeeeeeeeeeeees

retirement/pension benefits.........cccccceeeeneenee.

summons or notice of deposition........c.c.cceeueennne

time cards/time sheets

trainingshistorymmm........ .«

WOrk historyi ... bose s .

work'schedules/assignments ..o
Employee Right to Know. Implementation Plan....... 73
employment inquiries

official recruitment..........ccccevevveiiviveeeeriee s 141

UNSOLICItEd .oeviiiiieiieeee e, 140
encroachments (real property disputes) ................ 58
energy

conservation discounts/grants .........ccccocveeeeueene 96

(U T =T P
enforcement (COde) .....covumriiiieieeeiieeceeeee e
engineering specifications
environmental

chemicals list .ooooveiiiiieeeiee e, 72

MONITOMING ceieiiiiiiiiiiiiieee e 75

pesticide spray application documentation ....... 73

SItE @SSESSMENTS ..civviieieiieeeiee e eeenaees 57,58
equal employment opportunity

COMPIAINTS cevvieeeiieeeeee e 29, 30

reporting (EEOQ) ....cccveeeeiiieeeeee e, 142
Equalization, Board of (appeals) ......cccvveeecrveeeennnenn. 38

Version 4.0 (May 2017)

equipment

auctions (disposal)

DIllING et

boilers (inspection reports) ........ccceeeeevveescveennnn. 61

CheckoUt 1085 ...cooveeiiieiieiiicece e 92

disposal (auction/sale/salvage) .......cccceevveeeunene 69

INStAlled ....ooviieie 66

maintenance (history/reports) ........ccccceueeee. 80, 81

safety analysis.......covieeieiniiiiieeeeeee 74

sale/salvage (disposal)......cccocevvrervnereneneeninn, 69

statistical reports.......ccocvevveeeveeniieeseeeeeeeeee 92

surplus/used Property ......cccoeeeveereeeseeeeneeneenns 69
equities

investments (pension) ..................

monitoring (mandatory)
ergonomic

employee-owned equipment (permission) ........ 18

program administration........ccccceeeveeeenceee e, 138

Section 504 accommodations .........ccceevveeeenneen. 28
€SCrOW ABreeMENt c.cvviiiiiiiiiiiiieeieeeeereeeee e eeeeeens 17, 18
essential records........ccocvviveeeiieiiciiineennn. see Glossary

JISES ettt 25
evaluations (employee) .....ccccccevvveieeevinennn. 132,133
event logs (electronic info systems) ..... ... 87,88,90
events/contests (agency-sponsored)..........ccueeunee. 14
EVICTIONS 1ottt 33
EXCISE TAXES .eeeeiieeeee ettt 115
executive.......... see also Governing/Executive Bodies

proclamations........cccccciviiieeiieciciieeee e, 16

SPEECHES ... 15
executive management

communications (internal/external) ................... 7

meetings

agenda/packet/minutes/recordings .............. 40
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members’ copies/Notes ........ccveeveeecreeeireennns 39 (o] =Y 4 1SR 26 checkoUt 1085 ..cccuvviviiieeecee e, 92
expendable assets inventories.......ccccvecveeeeiieeennnnns 78 flood Permits ....occeeeiecieeirieece e 61 disposal (auction/sale/salvage) ........ccceeveeveennen. 69
expenditures ferry authorizations (USDOT).....ccccvevveenveesveennnenne 10 maintenance (reports/history) .........cc........ 80, 81
distribUtion .....cccveviiciieiieece e, 94 field books (land survey)......ccccccevcveeeceeesveennnenn. 12,13 safety analysis......cccovvveeeniieeiniiee e, 74
ESEIMALES oo 104 field Orders.....cccovvveviicieeeeeeee e 96, 97 statistical reports.....cccccveveieeeriiiee e, 92
transactions/reports......ccccoceevveenieeesveennnens 96, 97 files classification .......cccccuvvvvevererereriierireiiereraianenens 154 USE tiieieiiieieieieeeteeeeeeeeeeeeeserererereresereretererererererererens 92
exposure control program (employee)................. 138 final budget.......ccvveeeiiiieeeee e, 104 floppy disks........ search by function/content of record
extended leave (LWOP, etC.).....cccevveeecvveeenrieennns 122 finance officer/treasurer reports......c...ccveuee. 96, 97 food/beverage permits.......cccoeveeecreeeieeeireesireeenennn 10
external boards/committees (meeting materials). 39, financial forecasting
41 AISPULES weveveiieeeiiee e 33,95 ASSELES Luvviuiiiiiuiirrrarerararrrr i —————————————————————— 83, 84
eye injuries (workers’ comp) .....cccocceveierienieneenne. 124 planning (levy and bonds) .......cccceceriereenuenne. 109 DUAZEL ...t 104
FEPOMES 1eiiiiiieieirie et s 113 foreclosure
sensitive cardholder data .........ccccccvveeecieeeennneen. 98 financial dispUtes........ccceevcieeeeiiiee e 33
F tranmsactions/statements/reports....... 96, 97 forestapracticeSIPErmILs ...........ccveeeecveeeecieee e, 61
financial background check (disclosure of employee forfeiture hearings (asSets).......ccoceeeecuveeerirvennnn. 37,38
facilities information ). L. ... 127, 129 formal‘opinions
as-builts (architectural drawings) . ... ... 63, 64 finding aids (public records)ih. .........oulev.beverenene.. 154 AEENCY AttOFNEY ... dereeeeeceeeeeceereeeceeeeeeeeeseneeienans 34
project not completed ... SRR 82 fire'and life safety ATtOrney General .......ooooceeoeeeeeeeeeeeeeeeeeeeeenn 27
boilers (inspection reports) .........ccccoveirniininn. 61 alarms (applications) .........cceeeeeeveeeeeeeeeeeeereen, 61 former employee (information disclosure)........... 127
CONSEIUCTION .c.ciiiiiiei e 64 €ode VIolatioNS......ceeveviieieeeiceiiceci e 31 forms...coevvveennne. search by function/content of record
engineering specifications ........c.cccceeenienn. 63, 64 emergency drills (earthquake, fire, etc.) .......... 138 accoUNtable ....ovciveiieiccce s 144
fire alarms (applications) .........ccoecveenniniininnns 61 equipment (maintenance)..........occeeeveneenen. 80, 81 creation/master set (agency-created).............. 144
installed systems/equipment ...........ccccoovuniinnnn. 66 RYAFANT oo 64 SUPPIES/DIANK e 156
MAINTENANCE ...voviiieiriee s 80, 81 permits/extinguishers/inspections..................... 61 FrANCRISES ..ot 20
plans (long range) ........cccvnvrinninininiininininn 83, 84 Prevention Plans........ccceeeeeeeeeeeeeseseeeeeeenns 25 granted BY agENCY ....veveeeeveeeeeeeeeeeeeeeeeeeeeenenn 20
rental/use ..o 92 FIr FIGNTEIS. coeeeeeeeeeeeee e 124 proposal dechined .........coveeeeeeeeeeerreeeeeenns 19
safety INSPeCtions ......coovvreieinncc, 61 LEOFF 1ottt 123 received by agenCy ......cooevvevvivieiiieiceseseeens 17
Family Medical Leave Act (FMLA) first aid records (employee).......ccccceevrerernee. 135, 136 fuel/oil storage
[eave records ... 122 fit teSts (F@SPIrator) ..oeirieeeeeeeeieeeeeeeeeee s 139 TNVENTOIY . vttt ettt s en s n e 78
medical records ........ovvinniereeniiis 135 fitness for duty release (employee).............. 135, 136 MAINTENANCE ...t ees e 80, 81
feasibility studies (computer applications)............. 82 fixed asset iINVENLOrIEs ......ceveveveveererereerererenanne 78,79 regulatory authorizations ............cceovvveeeeeencnne. 61
federal contract compliance reporting................. 142 flagger certification ........ooeeeeeeeeeeeeeeeeeerreene 116 USAZE/AISPEISAl. ..o 92
Federal Fair Housing ACt ..........ccovvivininieieinninnnnnn, 30 fleet (vehicles) funds (INVESEMENt) ...vovrveeieicicrceeceeeeeee s 100
fees (impact) — rate setting.......ccococevvvvieenininnnnnn. 108 acCidents/iNCIdENTS....oveveeeeveeeeereeeeeeeeeeeerenns 49, 50
FEMA o117 Y= 97
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G received by agency......ccccevceeeevcieeeeciee e, 70 hold harmless agreements...........cccceeeevveeennnenn. 17,18
chemical iNnventory ........cccoceeevieniieniienieeeeee 72 housing (residential) .......ccccoecieienienieneeneeeneee 91
garnishMents (EMPIOYEE) w.evvvvvrreeeeeeeeeeoeeeesseenee 105 destruction/disposal.....c.ccccveeeeeecreeeneeiireeeeneeenne 72 housing authority plans/reports (to HUD)............... 47
general information (external)...........oooovvvvvecerreon. 158 emergency response plan.....ccccccvvceeeennieeeenneen. 73 HV.AC systems
ENETAl IEABETS rrvoooeoeoeeeeeeooe oo 99 'human.exposure ................................................. 48 mstal!ed .............................................................. 66
geological data/geotechnical reports....... 12,13, 57 inspection/test reports........ccceeveeeveeecreeenneeennen. 72 permlts' ................................................................ 61
goals/objectives (Working files) .........ooovvvvvvvo.. 44, 45 JISE ettt 72 hydrant (fir€) ...oceeereeeniiinieie e 64
governing/executive/advisory bodies man.agement PlaN. e 73
communications (internal/external) .................. 7 pestmde SPFAY weeereeeeeeeeeiiierteeeeesssierreeeeseseinaees 73 ]
ElECLIONS vttt 22 FBATLO-KNOW s 73
meetings safety data she(?t (MSDS) ................................... 72
: . workplace monitoring .......ccccceeveeeeeecieeerieeeenn. 139 19 FOrm (USCIS) c..uveeeveeiiieeieesieeniee et sive e 131
oTba CopeS/OtES 39 healthand saety complaits (employee] ....... 128 IDEA Indiduals w/ Disabities Educaton Act) 25,3
GPS tracking data (security m@Pitofing). 1. 29 healthicare/seryicerproviders{employee)mmmmn 117 !maged cash letten(ICL) ............. s 103
grants health record (employee) ... u....cc.civvrecbineenrenene. 135 imgges.......... . search by function/content of record
applications (approved).........cccoeibeesbeniecreenens 96 hearing ] !mmlgr.amt.(employment) """"""""""""""""" 130,131
applications (Not apProvedimd...... S 99 |8ss prevention programWh.........kl. e 138 imgunizations (emplc?yee) --------------------------- 135,136
CONTINUING ..vvvvviiiiiiieieieieieieieierererererererererererea. 113 tests{employee) ...l L S 139 !mpact FEES (rates8tHING) .oooovvs v 108
financial documentation...........ccccceeciieeeiiieeenns 96 hearings (adjudicative proceedings) ............... 37,38 |mproyements
DIOJECE FRDOIS oo 113 ATTANZEMENES .ovveevereeeeeeteee ettt eeesenes 43 capital a'sset L=Tol0 ] PO O 94
grave markers (INVEntories) .o, 78 heritage designations................. e 62 _ I.evy pfOJEC.tS -------------------------------------------------------- 64
e e 128 HIPAA (Health Insurance Portability and madents/acadents: .......................................... 49, 50
groundwater Monitoring ........cccceeeevveeeeeciveeercieeeenne 75 L A B 30 . hazardous.materle.lls """""""""""""""""""""" 48, 49
hiring (EMPIOYEE)....vveeeeereeeeeereeeeeeeeetete e 141 income tax withholding (W-4, etc.) ......ccocovevenee. 106
historic property designations ...........cccceeeveeveeneenne. 62 INCOrPOratioNn .....cooveeiviiiiieei e 12,13
H historical files (AZENCY) w..vuverveveveveeeeeceerereereeeesenens 44 indigent defense certification...........c.ccceoevnniees 116
historical treasures (iNventories) ..........ccecevvvvvvennes 78 industrial insurance......... see workers’ compensation
hardware (information technology) ..........ccccceu..... 67 history !nformal .opini.ons (agency attorney) .......cooooeeeevee 34
harmful physical agents.........see hazardous materials ABENCY/PrOZIaMS. .....cvueneciciieciceseisrssseenenaas 44 information disclosure
hazard assessment (PPE) w..vveveevveeeveeereessreesseen, 138 eMPlOYEE PAY c.vveiveeeeeeece ettt 105 EMPIOYEE ..o 129
hazardous materials/waste employee training.......ccoeeveeeevveeeeeeeeereereneenes 129 former eMPlOYee ... 127
ACCIAENtS/INCIAENES . oovvveeoeeeeeeoeeeoeoeoeeeons 48, 49 eMPlOYEE WOIK ....ucvvveeececeerereeeeeeeeeee e, 129 information tfech nology (IT)
AZENCY-provided training........ooooovvvvovvvvvssosons 54 equipment/maintenance.........c.ocereevrrereenens 80 backups (disaster preparedness/recovery)......... 25
authorizations/certifications public roads (county engineer).........cccceevevevenenee 58 infrastructure (audit trail).........ccccecvvreeeineeennnn. 67
real property (AgENCY) ....ocvvvveveevevevverereeeeenenas 57 network (design and build).........ccocoovninninn. 67
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systems (installed) ......cccoccveeeeeciee v, 66
informational
(o0 o<1 PP PPUPPPRRPOE 158
reference materials.......cccoevveiivcieeennienennnns 162
secondary/duplicate ......c.ccccceverererenennenne. 163
reports (AZENCY USE) wuvvevcuveeeeirreeeeireeeeireeesivneeenns 9
initiatives/referenda/recalls .......cccccvvvevvvveeeeerinennns 23
inquiries (employment)
official recruitment........cccccceeeeeveiiiiieee e,
UNSOLICITEEd .eevveeeeee e
inspections/monitoring..........
bridges/roads.......cccuvveeeienieneneseee e
business licence
documentation
facility safety.....ccovveevci il
fire extinguishers/systems
hazardous materials/waste...........L......e...... 70,72
HVAC ...ttt ettt e st 61
insurance/safety/fire ........ccocevveveeveeneece e 61
NOt FEQUIrEd....veeeeeeeceiiieeeeee e 74
required
environmental.......ccocecviiiieiiiiicceee s
NON-enViroNMENtal ......ccceeveerceriieeniieesieenane
WISHA (including citations)
workplace safety......cccceveevieeennnnn.
insufficient funds collections .........ccccccveeeecierennnenn.
insurance
AUAITS/SUIVEYS eovveeiieeeieecreecre et 50
employee benefits.......ccooveeeiiiiiciiiiieec e, 118
POIICIES .ottt 50
PremMiUum COSES .ovviiiiiiriiiieeeeeerririeeeeeeeessirreneeeeens 50
safety/fire inspections .......c.ccccceevieeeveerieesineennns 61
T V=] N 17, 18
workers’ comp (self-insured certification) ......... 10
intellectual property (owned by agency)................ 56

inter-agency boards/committees
meeting materials

agenda packets (official) ....ccoevereervieerieennenne 41
participant copies/Notes ........ccoceveverereenenne 39
meetings
members’ copies/Notes ........ccveeveeecreeeireenns 39
interlibrary 10ans.......cccccoveeivciie e 147
interlocal agreements.........ccccceeevvieeeeciee e, 17,18
emergency/disaster response/recovery............. 26
10 (=T o o J USRI see employee
internal agency meetings.......ccovveevveieveenieeeneennen. 42
internal agency procedures ........ccocceveveerieeenieennnen. 46
Internal Revenue Service (IRS)
Wage/taX reporting..ccc.cccveiiieciiieeceeeiieeesineennnes 114
withholding and ID# certificates............... ... 106
internal'service fuRdirate setting. ... L. 108
international
equities monitoring ... 100
money transfers (IMT) .....ccccccvevveeeveeeiee e 103
internet/intranet
DrOWSING ..o 159
content MaNAgemMeENt . ........uvvvvvvvvereverererererenanens 154
Internet Protocol (IP) addresses.........cccceeuveeeen. 67
WeEDb addresses .......uvvveeeereiiieeieiieee e 162
web applications.......ccccevevevieriiciieeeee s 67, 82

interpreter certification
interview questions/tests (recruitment)

iNtrusions (SECUrity) ....cccveeeevieeeeiiiee e, 87, 88

inventories
QASSEES -ttt 78
capital asset record......c..ccccveeecierevcieeeeceee e, 94
Keys/DadEes......coeevveieiieerii e 79
materials/equipment........c.cccceeveveiieeneeeseeenen. 78
PANtS e 78
PUbIiC records ......coovciiiiiieeiieciieeee e, 154

year end report
investigations
accidents/inCidents.......cocovveeveeeeeenveeneeens 49, 50
hazardous materials......cccoeeeeeeeeieieieeeennnn. 48,71
background checks
fiNal reSUIS ..ovveeiiiiecie e 129
investigative records ..... see Law Enforcement
Records Retention Schedule
civil rights violation .........ccecceeviiiniiiiiiinenne
CiVil SEIVICE ..ttt
code enforcement
employee misconduct ..................
equipment/vehicle safety.............
security incidents.....deeec e,
investments
banking transactions.........cccccccceeveveeeenciee e, 103
MONITOTING .eeeiiiiieiiiee e 100
retiretirement/pension portfolio contracts........ 19
STALEMENTS .eeiieeciee e
INVOICE tOtalS/taXeS..uiiivveeeieieieieeeeee e
Irrigation Districts .............
certification of election
IT rate Setting..ccccccveeeriieeeeiiee e,

J

job

Lo [t Yol 4T} 4 o) o SR 143
journals

agency publications .........ccceeevvieeirciee s 145

FINANCTIAl e, 96, 97
junior taxing districts (annual statement)....... 47,114
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JUNK Mail/SPam ....ccveeeiieiiecee e 158
jurisdictional boundary
reference maps/drawings/photos

K
keys/card keys
authorization for......ccccevvvveiiieciee e, 86
INVENTOTY . .eeiiiiiiiieeiiiec e 79
L

Labor and Industries (L&)
boiler vessel report.........c... il oo e iateeeeenneens
INJUrY ClaimsS...cooeeeee e B e
injury/illness reporting ........Jmm ...
lItIgatioN . o
PAYIOIl taXeS .uvvveeeieeiiieeeee e

Labor Condition Application (LCA)

land
disputes/condemnation

survey field books........cccccveeveiiiiiieiere,
use
code Violations .......cceeeeriiieiiniiei e, 31
permits (from other agencies) .......ccceeeun.ee.. 61
VAlUBS ettt 57
landmark designations.........ccccovuveeeeeeeiciiiieeeeee e, 62
language interpreter.....ov e eeccee e 116
laptop (employee-owned) .......ccccveeeviveeeecveeeennen. 18
law enforcement officers.......ccocevveinieiniieniennnne 124
LEOFF 1 ..ottt
layoffs (RIF) ....ccceeennneee.
leaking pipes

lease
agreements......cccoeeeeeeeeesneenne.
applications (not accepted)
leave

cumulative record.......ccovcvveeeeiiereviieeeeneee e 163
NON-TOULING....ceiiiiiieiiieee e 122
FOULING (oo 123
ledgers (general and subsidiary)........ccccceeeveeeennenn. 99
legal affairs (agency attorney/legal counsel)
advice/opinions
development ......cooceeeieinieenieenieeee e
SIBNIFICANT .eviieiii e,
Attorney General opinions
claims for damages.................
contracts/agreements......ce.....cco.heeee it
employee complaints/grievancsi......ccoovveenen. 128
initiative, referenda, recall............. 0l 23
levy/bond planning.....%...... L 109
lItIGAtION . c.eeeeie et 35
materials development ........cccccceeeiieiiiinnnnn.n. 35
legal counsel (outside) ........cccvveenneeen. see legal affairs
legal custody (public records) ........cccceevveeeirieeenns 155
legal education training (CLE) ........ccccevveeeecveeeennnenn. 53
legend drugs (animal control registration) ............. 10
LEOFF Plan 1 (medical/disability).......ccccevvevrrennnne 123
levy projects.......ccoveevcieeenneenane
financial documentation
PIANNING oo
FEPOIES coiiiiieiiiiieceeeceeeeeee e 113
liability Waivers .......cccceeeiiiiicciieee s 17, 18,51
libraries
annual report of trustees........ccccvevevvveeeiveeeeennns 146
catalog/circulation........ccccccveeeeeccieeecieenns 146, 147
special collections........ccccvvveeevcerevciee e 147
licenses............. see also authorizations/certifications

AEENCY ASSEES .euierririeeriie et
agency general
agency-provided training

code Violations........cceeeeeiciiiieee s
employee
general (CDL, notary, etc.)..ccccecveeeecieeeenneen. 116
health care/service providers ..................... 117
hazardous materials/dangerous waste .............. 70
pre-numbered (accountable) .........cccceeveenunennns 144
liens/releases

employee pay (garnishments)
financial disputes/collections
personal property.....cccceecveeneennne
real property-related....................
lights (street or traffic)ih.....ccoceeecieee e,
LiqguerControl Board
temporary permit notification

no objectionto issuance .......cccoeceeeeeciveeennne 158
objection to iSSUANCE ....c.eevvvceveeeviieeeeceee e, 7
litigation case files................ see legal affairs, see also
Prosecuting Attorney Records Retention Schedule
loans (interlibrary) ......ccooeeeeieeeciiee e 147
lobbyist reporting ......cccceeveeeecciiieeee e, 47,114
Local
Disability Board (LEOFF )....ccocvevivrireienienicenenn 123
Emergency Planning Committees (LEPC)............ 72
Improvement Districts (LIDS) .....cccveeeecveeeennneen. 115
Records Committee (LRC)................... see Glossary
local tax returns ........ooveieeiniieeeeiec e 115
logos (agency identity/brand).......cccceevveeveecneennee. 11
[ =4 J search by function/content of record
internet/telephone/fax .......cccccevvvvevveeviveneeennnn. 90
INTrUSION/@VENT..cccoiiieieieeeee et 87, 88
VISIEOr/@NTIY i 88
weapons confiscation .........ccccveeeeiiieciiiiieeee e, 87
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long-range/term planning
ASSELS 1ottt
strategic (agency-wide)

WOPKFOICE cooevieeieieeeeiiec e 143
long-term care (LEOFF 1) ..occcvevevieeeieecieeeieeeieene 123
[0 1yl o] o] o1=T o VSR 59
M
magnetic records (audio/video tapes).......... 150, 152
mail (delivery and receipt) ......ccceeeveeeeiieeeeciieeens 148
MaIliNG liSTS .ovvveeeciiee s 157
maintenance history/logs/reportses........m...... 80,81
mandatory reporting/filing ........ 47, 85,113, 114,142
manuals

MaIiNteNaNCe....coevvvvvevceee e Wi e e e

operating .....ccceeveeennnns
published by agency
standards/specifications

manuscript collections (libraries).......ccccccecevveeennns 147
AP S e ieieieii et 12,13
master indexes (public records).......cccccceveiveeennns 154
master set
FOIrMIS e 144
publications .......ccocceeeiiiiiec e, 145
materials
audit (technical reference) ......cccccoveeeecrineenns 102
disbursement/usage........cceeeevvevireeecveecireeeneeenne
hazardous ........cccceeecvveeevcieee e,
accidents/incidents
AUthOrizations ......ccccveee e,
environmental site assessments...........c........ 58
orders/requisitions/receipts........cccceeeeerveeennnens 111
public meeting .......ccccvieeeiiieiieeee s 64, 82

reference (meetings/hearings)........cccceeueeune 37,38
safety data sheet (MSDS) ......ccccevvvveeveeririeesieennne 72
source (forms & publications) .................. 144, 145
TrAINING e 52,53,54,55

civil rights compliance.......ccocceeveiiniennen. 27,28
Waste analySiS....cccveeieiieeiriee e 69

media (press releases/newspaper clippings).... 15, 44
mediation/dispute resolution

code-related .....ccvvvviieieiiiee e, 31
CONTIrACTS .oiiieiiiice s 17,18
employee complaints/grievances..................... 128
general issues (not related to code)................... 15

medical claims (LEOFF 1)
medicalirecordsi(employee)

meetings
= 1o AV 1o ] R SO 39
arrangements ..o ekl 43
dates/times/locations. ... 162
8OVerning/eXeCULIVe .......cceverveverierierieseeseeeeenens 40
INTEr-ageNCY..cccciiiiiiiiiiiiiiiiiiieeececeeeeeeeeenes 41
members’ copies/Notes........cceeevveveeeereeenreeennen. 39
safety committee......ccccevcveeeeiiii e 138
staff (AZENCY) coeveeieeeeieeeee e, 42
microfilm
conversion of source records ................... 150, 151
records/standards ........cccoceveeeeeerereereeennen. 150, 152
SECUNILY wrvvvrvivivrerereierererererererererererenene. see Glossary
mMigration......cccccciiiiiiiii see Glossary
CONVEISION PrOCESS wuvvvvvvvrvrererererereraressrssersrerenens 150
SOUICE rECOIMS ..uvvrieiieeiiiiiieee et 152
MIlitary [€aVe ....cocccvevieeee e 122
minimal retention value (public records) ............. 156
L0010V o= S PSPPI 61
minors
accidents/inCidents........ccceveivceeeivceeeeeiieee e, 49

INDEX TO:
SUBJECTS

emergency contact information
library permissions
travel permissions
minutes/recordings/transcripts

adjudicative proceedings.........ccceceeevveeneennne 37,38

adVvisory meetings.....cccceeecveeeecieee s e, 39

governing/executive meetings ......c.ccccveeeeveennnenne 40

inter-agency meetings ......cccccvvveviviieieiiieieieienenennns 41

safety committee.......ccoceeriiiriiiiiienieeeeeeee 138

staff Meetings .....cccvvveveieii e 42
misconduct (employee) ......cccoecvveverreeneennen. 131, 132
models (research) ......ccceceeeceeiveeccie e 9
monitoring

APPrOPriAte USE .uviivervriviiiriririiinivinirieeeinenenenenenenes

environmental ..........

information systems

INVESEMENTS L..eviiee b e,

BraffiC
motor pool

accidents/incidents........ccoeveeeveveeeeiiere e, 49, 50

DIlING weveeeeeeee e 97

checkoUut 108S .....uvvvvieeiiiiiieee s 92

disposal (auction/sale/salvage) .......ccceevveeeunenne 69

maintenance (reports/history)

rate setting ...ccoccceeeeevveiiiiieeeee e,

registration/tabs

safety analysis.......cccccveeeeiiee e,

statistical reports....ccccoeevciiieeei s

USE eveeuteteireesteeesaeesteeessaeessseessseessseesaseessseesseensees
mottos/slogans (agency identity/brand) ................ 11
multi-agency boards/committees

meetings

members’ copies/Notes ........cccvvevveerveereeenns 39
member meeting materials (copies/notes)........ 41
official meeting records........ccccveeiviieeecciveeeennen. 41
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multi-media presentations (videos/CDs/DVDs)

agency publications ........cccueeviiiiiiniieenieeneee 156

from external SOUrces......cccccevvvvieeeviciiee e 158
MUNICIPAl COUE ..cciniiiiiiiiiie it 145
mutual aid agreements (emergency/disaster) ....... 26
N
naming

AGENCY ASSETS ..iviiiiiiiiiiiiiiiiiririrr 59

programs/mascots/colors ........ccceevveecreeenreennen. 11
national boards/committees (meeting

materials/Notes) .........cuee.. Bl ccvve B e I8 39
National Bridge Inspection Standards(NBIS).......... 74
National Historic Register ...l oo inteeeeeeneears 62
networks

access authorization ........... L 86

AUAIL trail ceeeeeeieeeeeee e 67

design/build......cccueevvieeiicieeece e 67
new hire report (DSHS) .....coccuvveeeiieeeccieeeecieee e 142
news clippings/releases

ABENCY NIStONY..uviiiiceiee e e 44

CONCEINING ABENCY cevevvruiiriieeeeeeeriiiiereeeesesseinnnees 15

external reference material.........cccoceeeeiierennnns 162
newsletters

AEENCY ertvvrerererererererrrerererrrerererererere——————————————.. 145

from external SoUrces......ccovvvcveeineeeiieeenieennnen. 158
nine one one (911) taX ...cceeeecueeeeeiieeeeiee e 115
non-archival ......cccoccvvveeeviee e see Glossary
non-disclosure agreements ........cccceeecveeeeiveeeeennns 129
non-essential......ccccccveeeveeeiicieeeecie e see Glossary
non-paper-based records ........ccccccevercieeeeiciieeennnns 152
notary certification ..........ccoccveeeeiiii i 116

notes (rough/working)

brainstorming/collaborating..........ccccecveeeueennn. 156
drafting/editing .......coceveeveeiieninereseeeeeen 157
individual board/committee members .............. 39
memorialized in another format ...................... 161
notices
B&O taX NOLICES .couvveeeeiieeeiieeeeeee e 115
destruction of public records.........cccceeevvveennnns 153
financial disputes/collections............c..c....... 33,95
informational .........ccccovvveeiiiiniii e, 158
minor participation ......ccccccveveeeeriiieeeneee e, 51
public (official) ..ccueeeeeecieeeie e, 16
published (requests for bids/proposals)........... 110
staff meetings.......ccocvveeeviie e, 42
NPDESpermits pmmmme. ...« ... o, 61
nuisance code violations......u....ccoo. v i, 31
numbered forms(@ccountable) ... L 144
(0]
oaths of office
filed/recorded with Co Auditor ........cccccevvvreennnes 23
not filed/recorded with Co Auditor.................... 24
reference copies (HR) ....cccvvveveerieeeceeciieeceeens 129
o] o170 ] 1=1 o SRR see Glossary
occupational health and safety
ComMPlaintS coooiiieee e 128
employee health records (routine)................... 135
employee medical & exposure records............ 136
injury/illness claims
L& reporting.....ccoevcvvvveeeieiiiiiiiieece s cesiineeeenn
program administration........cccccoecvveeeerveresnnen. 138
workplace monitoring .......ccccceevceeeeccveeercieeen, 139
Office of Financial Management census records.... 11
Office of Record .......cuveeecviieeciieieciieen, see Glossary

Office of the State Auditor

capital asset record.........ccooeeeveeiiiiiniennienneene 94

examination report.........cccccveeeeeeiiiieeeeee e 102
official COde..uiiiiiiiiiiiiiiee e 145
official public notices ........ccccoviieiiiiiiiiiiieee 16
OFM (Office Files and Memoranda)........ see Glossary
oil/fuel

INVENTONY.cciiiiiiiiiiiiiieeeeee s 78

Y (o] = T <O PPPRPPRN 61, 80, 81

USage/disSpersal......cccovveeieeeienerene s 92

used (analysis) ...ccecveevcieeriieceee e, 69
online

commuNications/adVviCe .......coevvvevveveeeeeereiiinns 7,8

content MaNAZEMENT .......uuvvvvvvivriineeiieeiieeenenenns 154

routine agency information..........cccceecvveeenneen. 162
open public MEEtiNgS...oe..vveeecieee e 39, 40
operating

manuals (facility equipment) ........ccccceeevverveenee. 90

permits (boilers/elevators) ........c.cccceeveereeereenenns 61
OPINION POIIS....viiiiieiieiiiree e 16
opinions (legal).....cccooeeeveiveeeiciieeennen. see legal affairs

Attorney General ......cccceeeeevcciiieeeeec e, 27
OPR (Official Public Record).................... see Glossary
orders

adjudicative proceedings.........cccceeeevvreennnn. 37,38

court

agency not party (summons, etc.).......cc.o.c..... 32
employee pay (garnishment, lien, etc.)........ 105

purchasing requisitions..........cccccvveeeeeeeenn. 111, 112
OFAINANCES .eveviiiiieieiiie ettt 36
organizational charts

annual/year-end ........cccceevveevieeiiie e 44

roUtine/iNteriM . .ccccovveceeeieeeeeeeeeeeee e 130
OSHA ..o see occupational health and safety
out of office NOLICES ..ccvvvivrciiiiiecee e 159
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outside counsel.......cccceevcveeeecreeennnenn. see legal affairs investment portfolio.......cccccovcveeeeicieeccciece e, 18 personal service contracts .......ccccccveeeecvveeennen. 17,18
overtime performance personnel action request/notice (PAR)
NON-TOUTINE....etiieiiiiiiiiieee e ee e 122 QUL e e 102 development .....c.cevvecieiiiiieee e 141
FOULINE oo 123 evaluations ......ccccceeeeiiiecciiiieee e, 132,133 FINAl e 129
monitoring/audits (IT)) ccoeeevevveeiieeiieieeceere e 74 personnel file ....search by function/content of record
outstanding (employee) .....cccecevvvevvieeeeiiieeeens 126 pesticide spray application .......ccccceeeevvieeeciiee e, 73
P permanent retention .........cccceveveveieiennnns see Glossary petitions signed by citizens.........cccceeeevieeeeciee e, 23
permission PEtY CaSh...ciiiiiee e 96, 97
PACKING SlIPS ..covcmeiiiisiininisisinisnisi s 111 agency PROTO ID oo 86
paramedic certification ........cccceveveiiiicieeciieecs 117 networks/systems/data _________________________________ 86 photographs
parent/legal guardian permission personal equipment (employee use) ............. 18 agency forms/publications ...........c..c........ 144, 145
lIorary Use ......coveiiieiiiiciice 146 parent/legal guardian AZENCY NIStOrY....vvcveivieerieieieeieieee e
ErAVEL. e 51 library use jurisdictional boundary
Park bENChes. ..o I e 64 EFAVEL ot teeeee eeeni MEdia COVEIAZE tiivierrrrererrirereiiiereeereveseseeesesans
parking permits............ see also authorizations/certifications physical examination reports (employee) .............. 48
code violations/tickets........... o oiatceveennn s 31 construction/modification..... ... ook, 61 PIPESTIEAKING) ci...vvvverite ettt 26
lots (construction) .......... e s hazardous materials/dangerous waste............... 70 pit/quarry
meters (construction) operating (boilers/elevators)ir.........l 61 material CoNrol ......covervrneerieercsercer e 92
parts surface Mining ..c..ooovevveevevciee e, 61 PEIMITS.ceiiiiiiiieete et e e e ee s 61
INVENTOTIES ... 78 TEMPOTANY .ot 10 planning
OFOEIS ittt 111 VEhICIES/VESSEIS .vuvevieiieiieiieeeee s 61 COMMISSION NEATINGS ..vvvveveviecieieerieteesie e
patent rights (owned by agency) ..o 56 WALEE .ottt ssnnes 61 CONSEIUCEION 1eevvvereieireeseisee st ses
patron/users (libraries) ......c.ccocovvvevniriiiiennnas 146 personal contact information ..........ccceevevvvirveunnne. 129 project not completed
payment card/sensitive data ...........cccoevieiieiniiennnns 98 change documentation...........ccccoceueveveueeeennnnne. 130 emergency/disaster...........c.coo.....
payment stubs (billing) .......ccooveveveeiniiis 93 EIMETEENCY .ot en s 25 events/contests...........
payroll personal exposure see also employee hazardous materials
garnishments, liens, attachments.................... 105 hazardous materials accidents/incidents............ 48 information systems
individual pay history..........cccoociniininins 105 personal financial affairs (PDC reporting)............... 47 initiative/referenda/recall measures.................. 23
processing, distribution & reporting................. 106 personal license levy/bond (financial).......c.cceeeveevverervriererenenas 109
FEGISTEN . code ViolatioNnS......coccueeeeeriiieiieieccee e 31 loNg-range (SSets) ....ccveerveervieeriiesieerreeseeeenes 83
retirement/pension verification EMPIOYEES ..o 116, 117 FAte SETLING wovvvvereeereereeeseisieiet et 108
taxes personal property (lost and found)........c.cccocveneene 59 short-term (assets) .......ccoceeveerienincinieneeneenene 84
remitted to ESD, DRS, L&l .....ccovvuvinicininees 106 personal protective equipment (PPE).........ccccc..... 136 Staff/staffing ...coceverrreceee e 143
voluntary employee deductions.............c......... 105 employee-owned (permission)...........cccoeevevvecne. 18 SEFALREIC ..ttt 44
PENSION Lo see retirement/pension hazard assessSMent .........ccceeueueueeenenererereneneeas 138 WOPKFOPCE ovviviiiiccecieieie e 143
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plans professional certifications (employee) ......... 116, 117 (oo Y 1YY V7 | A o] o OSSN 153
as-built/designed construction plans........... 63, 64 project files conversion/digitization/migration............ 150, 152

secondary/reference copies.......cc.ccocerernne. 163 construction (facilities) ........cceecerveerieeneeneenennen. 64 deStruCtion ..o...eeeeeeiiieiiieeeec e 153

ASSELS ettt 84 MISCEIlaNEOUS ....eerviiiiiieiieeee e 9 finding QidS ..eoovveeeiiiiiiee e, 154
assets (IoNg-range) .....cccoceeveeveecienieneenieene. 83,84 organizing/monitoring work in progress........... 160 legal cuStOdY .....c.cevvveiiviiiiiiiieeeeeeceee e 155
emergency preparedness/recovery .........coeeu. 25 project reports (bond/grant/levy) .......ccccoveeeueennn. 113 L= 14 o) o F SRS 35
hazardous materials .......ccccceveveeeeiieeececree e, 73 promotional events/campaigns......c.cccceeeeveeervveenen. 14 MAZNELIC ..uviieeeiiie e e 152

point-in-time (webpage/site).........coceevveeeriencrnen. 154 property minimal retention value ...........ccccceeeeevveeenneen. 156

policies encroachments......cccceveviieececiee e, 58 records center transmittals/receivals............... 154
INSUFANCE ..evieiiiiiieiiie e 50 RISTOIY e 58 requests (disclosure) .......ccoceeveeneenernenceeneene 149
official aeNCY ...cccveevuiieriiiieieeee 46 lost and found........cccoeveeriiiiniiniiie e, 59 retention schedules/disposition authorization 155

polls (public 0PINION) ..cooviiiiriiieeeeeee e, 16 purchases (real property) ......ccceceeveeereeereeenne. 57, 60 transfer/donation .........cccceeevevevencnceeieeenn 155

polygraph (employee) SUrPIUS/USEd ...vveeveecireeeee et 69 publications
final results (pass/fail) .......«m.. ... B.......... 129 taxrexemption/valuation appeals....... mmmmmm.. 38 AgENCY SUPPHES..c.uvieiiiiiie et 156
testing records...... see Law Enforcement Records unclaimed ..o, 101 creation/master set\(agency-created).............. 144

Retention Schedule funds held byagency...........l.eeee 101 from outside SOUrceS........coeeeevciveeeccireee e, 158

portfolio funds remitted to Dept Revenue ................ 101 master set (@agency-Created)........cccevvereeernnne. 145
investment monitoring..........ii e, 100 proposals/bids (requestsfor)..... ... 110 pumps/tanks (fuel/oil storage) .....ccccceevvvevrvecveenennne. 92
PEeNsion iNVEStMENt .......cccvvvvrriiieeenee e 18 prosecuting attorney reports......cccccevevvveeeenen. 47,114 purchase offers

positions (classifications/development) ............... 143 prospective employer (disclosure of employee non-real property (declined by agency) ............. 56

posters (agency publications) ..........cccceeeeiiieeenns 156 information)........ccceeeiiiiiiiec s 127,129 real property

posts (social networking) .........ccccoveeeeveeeeiiiieeeennns 7,8 public accepted or declined by agency..................... 57

potentially archival ..........cceeeviiiniinnnnnnn, see Glossary gatherings (Permits) ......cccccvveeeeviee e 10 made by agency ....ccccceeeeeeieiiiiiirieee e, 60

preliminary drafts hearings/meetings........ccoccevvvevereneseesnennns 37,38 purchasing
legal advice/analysis/opinions.........cccceeueeeveeneene 34 notices (Official) v...coovvveeeeveeeiieeeeeeeee e, 16 AEIEEMENTS ..eeeeeiiieeeeieeeertee e stve e e eeee e e raeeeas 17,18
litigation materials.......ccocevivcieeiniciee e, 35 opinions emergency excepltion .....cccccceeeveeviiieeeeeeseninnnes 111
(o] 1= S UPURE 157 citizen complaints/requests..........cccceevveennenn. 15 financial transactions............cccecevvveeiiieeeeciiee e 97

PremMium COSES .oiiiiiiiiiiiiieeeeeeiiirree e e e eceirree e e e e 50 POIIS e 16 purchase orders/requisitions/bid logs.............. 112

presentations....search by function/content of record public disclosure rECEIVING «ooveviieieiee e 96,97, 111, 112

press releases/clippings.....ccccvevvveeecreeeireeecneennns 15, 44 [olo] 0010 0153 o] o FS PPN 47

Price CheCKS......ceeeeiieeieieee et 112 commission (reporting) ......ccoeceeeeevcveeeecveeeeennnen. 47

Primary record .......c.ceeevveeercveeeesrereenens see Glossary lobbyist reporting ......ccocceeeevcieeeeciee e, 47,114 Q

private vehicle (minor permission) .......ccccccceeevuneenn. 51 records reqUEeSstS ......eeverveeeeecveeereeeeereee e 149

procedures (administrative/directives) .................. 46 public records .......ccoceeecierevcieeeeree s see Glossary quarry

Proclamations ........ceveeveireieeiisesee s 16 backups (disaster preparedness)..........ccoceeveuenne. 25 material Control.......ccoveiviieiinei, 92
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1< 0 SRR adVisory meetings......ccceevvveeeeciveeecree e 39 equal employment opportunity (EEO).............. 142
quasi-judicial actions (hearings) governing/executive meetings ... 40 federal contract compliance
inter-agency Meetings .......ccccevveveneenneeeneennen. 41 new hire report (DSHS) .....ccceveeneenernenieneee
security/surveillance.......ccocevievieeieciecieceenen, 89 reports
R staff Meetings .....cccovveeeieeieee 42 accidents/incidents..........cccoeuenen.
rECOIdS SEriES...uvieeirieeeeireeerreeeesreeeeeens see Glossary compensation
radiation recreational COUISES ....ivimimimrinrerereseeeeeeeenens 53 claim filed ..o 31
EXPOSUIE ..ttt 48 recruitment hazardous materials..........ccccoevevvevveriernennn, 48
protection training. see the Utility Services Records PlANNING oo 143 No claim filed ......ccocuvieeernieeiccicnes 49, 50
Retention Schedule successful candidates .........cceeeeereeireeeenennn. 129 annual (chief fiscal officer) ......ccovvvvvvvvvveeennne. 113
radioactive materials/facilities licensing................. 70 unsuccessful candidates ......coeveeveeceeverveereeenenne. 141 boiler vessel
rare book collections (libraries) .......cccoevnniinies 147 reduction in force (RIF) ....cooovvveveveereeeieeeeeeene 143 bond/grant/levy
rate setting reference materials budget.....c.ccoveervennen.
IMPACE fES vt T o s 108 outsidersourcesmmmm.. ...t ... NI 162 collection agency
internal service fund....... ... b 108 secondary/duplicate copies (internal records). 163 communte trip reduction (annual progress) .... 142
raw data (after aggregation)...... . ..o 161 referenda/initiatives/recalls .......000.......l. 23 elémeéntary/secondary staff info (EEO-5).......... 142
reading files registered mail (logs/returnifeceipts).....cc............ 148 emergency response plan........cceceeeeeeveeereenennnn. 73
reference materials ............ L L SR registers........... search by function/content of record E€MPlOYEE EXPOSUTE ..vovvcviveeieviireereeeereeeee e 48
secondary/duplicate copies............ fINANCIAL 1vveveeeeeeeeeee e 96, 97 ENEIEY USALC....veveveverereeeeeeeeeeesesesesesesesessesesenans 92
real estate (pension investments) PAYFONl ettt 107 environmental MONItoring .........ccceveeucveveiueunnes 75
real PropPerty ......occeeirinininnn regulations/rules.......ccoeevvieviieeeceeseee e 46 equal employment opportunity .......ccccceeeunnnes 142
disputes/collections..........oceeininiininnnininnnns Rehabilitation Act 0f 1973 ....ccccevvvvvverrrraranns 28,29, 30 equipment/vehicle ......coovvvveevereeeceeeeeeeeans 92
environmental site assessments .................. 57,58 relocation assistance filed/submitted to outside agency ...........co.o...... 85
relocation assistance ........c.ooveeernnenicnininnnns 96 real property acquisition/grants......c.c.c........ 96, 99 fiscal and performance audit
unsuccessful purchase proposals ..........ccccceenee. 60 FEPOIEING et s s eenens from external sOUrCes...........o.......
rebates (CUSLOMEN) ....cocvveeeeeieeeeeeeee e 97 remittance advices......ooovvvveenn... fuel/oil/pump tank
recall remote deposit capture (RDC) grants/scholarships
election litigation rental hazardous materials ...........cccoeevvvevrivveisirienenn,
MEASUTES «.eeiietieeeeeeeiirteee e e e e e inreteeeeeeennneeaeeeeens agreements hazardous materials (inspection and test) ......... 72
receipts ..o, capital assets ... 17 INSUFANCE ..ot 50
delivery (internal) BENETA| e 18 internal informational USe .......coeveeveeveveeeeeeeeeeenn, 9
recognItion/awards..........coocurinininninisinis applications [Irary Statistics........cvwereureeererrrerreereerreeneneene 146
recommendations (employee) .........ccccocveuniinnnee 129 bids and proposals ........c..ccreeereurieerniiniennes 110 [0bbyist (t0 PDC) ...vuvrreeereeeeireeieeieeseeeenees 47,114
recordings residential hoUSING .....oocvvveevieciiircee 91 MAINTENANCE ....eieeiieereereereere e 80, 81
adjudicative proceedings.......cccceeeeiieeennnenn. 37,38 reporting maintenance (equipment/vehicles) ............. 80, 81
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new hire (DSHS) .....cueveiiiieeeee e, retrievals (records centers) sale/salvage (equipment/vehicles) ........cccevveeunennn. 69
parts (master listing) revenue bonds/coupons scheduled tasks (electronic info systems) .............. 90
physical examination revenue estimates .......ccccvvveiieiieeeeneneiiieeeee e schedules
10 =4 =] 4 PP PTPP PPN 9 rights-of-way facility rental/use.......ocoeoeeeeevieneneneneeceeeiene 92
FECEIVING evviviiiiiieiiitee et 112 granted by agency ......ccccceevieeiiiiiieeniee e 57 records retention........cceeveeeveeenieeneennieeseeee 155
FESEANCH .. 9 received by agency .......cocceeeviiiieciee e, 17,56 tasks (electronic info systems) ........ccccceevviveeenns 90
safety and fire inspection ........ccccoccveeeecieeennnnn. 61 ISk data cvveeeiiee e 51 scholarships
state auditor’s examination...........cccceeeeveeeenns 102 roads/bridges......... see also County Engineer records applications (not approved) .......cccccvveeeevveeennenn. 99
STOP-PAYMENT .. 103 awards/recognition .......cceceeveveerereneneseeeeeenns 14 awarded or received.......ccooveeveeriiienneeniieeeee 96
successful completion (elec info systems).......... 90 CONSEIUCTION ..ceiiiiiiiiieieeeree e school....... see also School Districts and ESDs Records
tire Maintenance .......cccccvvieeeiiiiee e INSPECLION ..eeiiiiiiieiiiie e Retention Schedule
treasurer/finance officer maintenance bus authorizations (USDOT) .....cccceevvveerveesveennne.
vandalism......cooceveeiiniennieenieenene reports/plans.... colors/mascots/program names
waste materials analysis trafficmonitoringmm........ «ofin.. ... stores (inventories)..........ccceeeueee..
request for proposal or bid (REP)(RFQQ) .............. 110 rosters (consultants/contractors) scrapbooks....L............
FEQUISITIONS vvveeeeciieecciieeecciveee e st et e 112 rough/weorking notes screenshot/snapshot
resale items (inventories) ... ...l 78 brainstorming/collaberating........sl.. L. 156 secondary (duplicate) €opies .......ccoceverrerceereenne.
research/program reports .......cocivieeeeeeeereesseeseenen 9 drafting/editing ... 157 secondary records...........ccoceeveiieeenineeenn.
residential housing (tenant files) .......ccccceeevererennenn. 91 individual board/committee members .............. 39 Section 313 SARATitle ll..cccccvvvrrieeeeeeeeireeeeeeeee
FESOIULIONS ..vvveeeeieiciiieeee e e 36 memorialized in another format ...................... 161 Section 504 complianCe .....ccceevvcevvireeeeieiiciiireeee e,
boards/councils/committees.........cccceevvreereennen. 36 routine information (agency operations) ............. 162 SECTOR citations.. see also Law Enforcement Records
development files.......cccccoveieeiiee i, 36 FOULING SHPS..uvveeieeeieiiiiee e 160 Retention Schedule
respiratory protection rules /regulations..........cccceeeeeeceeecee e, 46 printouts for general info ..........ccccveeeeiienennen. 158
program administration.........ccccoeeveeenrierennnenn. run reports (electronic info systems)...........ccue..... 90 security
respirator fit tests......cccocevevvicieennnne running late Messages ......coccveeeevveeercveeeesieeeenens 159 badges/swipes/codes ........ccceeveevreeeeireenreenreeinens
respirator use evaluations.............. incidents/investigations
retaliation complaints (employee) logs (staff/visitor entry)
retention planning (workforce) .......cccocveeiiieeennns S MICrofilm......ccocviieieiee e,
retirement/pension monitoring
investment portfolio........ccccovceeviniieiinniieceen, 18 safety oversight/surveillance recordings.................. 89
program administration (general) .................... 118 analysis (equipment/vehicles) .........c.cccvrinnns 74 FOULINE ...ttt 88
verification documentation ..........ccocveereevreenen. 120 committee (including minutes) .........c.ccceevnnne. 138 systems (installed) ......ccoveereeeeeieeieeieceeeeeeene 66
employee pay hiStory........cccovveeeeennnnae. 105 inspections (facilities) ..., 61 selection process (recruitment).........cccceeveeevnnnene. 141
PAYIOIl FEZISLET ..t 107 workplace (complaints) .........cocoeoeeineniinininins 128 self-insured
WOPK hiSEOIY ..oevveeeccveeeeceeeee e 129 salary schedule (agency) .......cccocceeeninnnicciennnn, 143 certification (workers’ compensation) ............... 10
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portfolio monitoring
workers’ compensation

sensitive cardholder/authentication data .............. 98
shared 1eave ......c..cevvieiiiie e 122
sharepoint sites.search by function/content of record
shelf list (libraries)......cccccecveeevcieeeeciee e 147
shipping (Mail) c...oeeeeiieiiee e, 148
signatures (delegation of authority) ..........cccceeuen. 18
SIte @SSESSMENTS .oovveeeiiiiiieie et 58
slogans/mottos (agency identity/brand)................ 11
small and attractive assets.......cccoevverirceeeesiieeennnnns
SNOW ClOSUIE ..coviveeieenieenieesiee e
social networking..........
software (computer)
SOIl MONILONING .vveeiciiiiccieee e B e e
source records

[ole] 3 1V7=T o d=Yo DU

(001 ={ =) (=T [P R
spam (unsolicited email)........cccceeevvveieccieeeiieens

special collections (libraries)
special purpose district (annual statement) ... 47, 114
specifications/standards manuals ........c..ccccoeeeuenn.

speeches/writings (media coverage)

meetings
STAffiNG weeeeeee e
standards

microfilm

National Bridge Inspection (NBIS) ..............c........ 74

specifications manuals..........cccceeevcveeeeciee e, 68
state and local tax returns .......ccecceevveeveeenieennenne 115
State Emergency Response Commission (SERC)..... 72
State of Emergency declaration.........cccccccvevevieeenne 26
statements

disaster damage declaration .........cccccceviveerieene 26

financial c....eeeeeieeeii e, 96, 97

INVESEMENTS ...eviiiiiiiiieec e 103
statistical reports

QABENCY ASSELS .uvvvirrirrrrireriiererrrererererrierererere———. 92

agency informational........cccccccovveeeiiiee e, 9

lIDraries ..o 146
statistics

raw data (after consolidation) ........ccccccoveevunennne 161
STAtUS 1OES weveeeieiieetieeee e 160
stop-payment reports/requests ....103
strategiciplans pmmm.. ... 0. ... . 44
streets

lighting systemSWil. .. .......... .. L, 64

naming of...o...o b M 59

planning ... 83

traffic MoNitoring......cccvevevciee e 77
stubs (billing/payment) .....c..cccoveeeeeeiieeeceeecieeeieeeene 93
student

emergency contact information...........c............. 25

parent/legal guardian permission ...................... 51

WOrk study ...eeeveviieeeeiiee e, see employee
studies (research)........ccoovveeeeeeieeecee e, 9
subject files

administrative Working.......ccccceeeevvvveeeieeiccinnenenn. 6

QUL et 102

reference materials ......cccccevvvieiiniieeinniiece, 162

secondary/duplicate copies.......cccveevvrerveeenneen. 163
subpoena/summons .. 32, see also litigation case files
subsidiary 1edgers ......ccoccveeevciee e 99
succession Planning ......cccccevevcveeeerieeeceiee e 143
summons (served 0N agency) ....ccecvveeevceeeeerveeennnns 32
superfund release files......ccccevvviiiiieeiieiiiiiieeee e, 71

supplies (INVENTOrIESs).....cccveevcreeeeiiiieeceeeeevee s
surface mining
surface water monitoring ........ccocccevveeeveerieeeneenne

surplussed property inventory
surveillance recordings .......ccocceeeveerieeeneenieeeneennne
SUIVEYS cevvvrerererenenene see also County Engineer records
CIVILFIgNES .., 27,28
County ENGINEEr .....uvvvvviiiiiiiiiiiiiiiiiiiaies 58
hazardous materials/waste ........c.cccocveevrevveennen. 71
([ V1= Lo Lol Ut 50
land/field BOOKS ......c.cccovveeeveeecrieeieeeerie e 12,13
long-range asset planning........ccccceevveeviieneennen. 83
research .....cccvvevcie e
swipes (staff access)
systems
electronic information
design (computer applications)...........cceeuuee.. 67
records within‘applications................. search by
function/content of record
installed in agency facilities.........ccceeeeevieeenneen. 66
T
tally sheets (elections) ......ccccceveveevcreeicieeccee s, 22
tanks/pumps (fuel/oil storage) .......cccceveveervenreennen. 92
task forces (Meetings).......coocevevvieeeeciieeeccieee e, 41
tasks (Microsoft Outlook) ........cccceeeeciieeeecrieeenneen. 160
taxes
business/occupation
combined eXCiSe ....covveerueeriieenieeiieeniee e
local improvement districts.........cccceeevvveeenneen. 115
[T 1Y o | 106
state/local retUrnS .......ecovevveeeieieie e 115
technical design (computer applications)............... 67
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temMPOrary PErMItS.....c.ccvccveeercieeeerreeeeeereeesveeeenns 10 inter-agency meetings........cccccceeeeviveeeecveee e, 41 funds held by agency ......ccocoeeeevciee e, 101
tenant files (residential).......cccccceevviiviieecii e, 91 staff Meetings . ...cvvvveveeeeiiie e, 42 funds remitted to Department of Revenue...... 101
text messages ...search by function/content of record transfers underground storage tank (UST) inspections ......... 76
timber/water rights (received by agency) .............. 56 funds (EFT, IMT, ACH) ..cccvvvivieeeiereceeeee e, 103 unemployment insurance
time cards/time sheets magnetic records (CONversion) ........cccecceeevueenne 150 employee claims .....cccceeviiieeiiniiieciee e 119
eMPlOYEE PAY cocvvee et 105 materials/equipment........c.cccceeeveeeveeeciee e, 78 federal taXes ....occcvveeeeciee e 114
used for retirement/pension verification.......... 120 public records (legal custody).......cccceecuvveeuneen. 155 PAYrOl taXes ..cvvvveviiee e 106
tire MainteNaANCe......uvvvvviivieiereereeveee 81 SUrPIUS ProPerty .....ccceeeecveeeeeiiee e 69 program administration.........ccccccveeeieiiccinneenn. 118
10 dO IStS e 160 transit stops/pads/shelters.......c.cccccevenervreneennnne 64 union complaints
tort actions (legal affairs)......ccccceevveevveeceeecieecee 35 transmittals not related to individual employee(s) ................ 18
toxic substances (workplace) .......ccccecevierienenne. 136 bUSINESS taXES...uveeiveieiieniee e 115 related to individual employee(s)........c.cceu...... 128
track changes (Microsoft Word) ........ccceceveennennee. 157 €aSh reCeiPS ....evvveieiieeee et 96, 97 United States (agency)
tracked assets ....cccceevveeeeciiie e 56, 78, 79 IRS ettt e 114 Bureau of Labor Statistics (BLS) ......ccccccvveeennneen. 137
tracking data (GPS, AVL) ........ciim......0..........0 89 payrolittaxe s, ... Sy, ... Hmmm"my 106 Citizenship ummigration Svs (USCIS) ............. 131
trademarks (owned by agency) .........c.... e 56 records CENErS.......oiedeesbiteceiiee b, 154 Department of Labor...........ccceeeeeciieeeciiee e, 130
traffic unclaimed property ......cocceeveieeciiieee e, 101 Department of Transporation (USDOT).............. 10
accidents/incidents......... ... 49,50 transportation Dept. of Fish and Wildlife (USDFW).................... 10
lights/signs/sigNals .......ccoeeeiiiiiiiee et ccve e 64 authorizations (USDOT) ... ... 10 Drug Enforcement Agency (DEA).......cccveveenene. 10
MONITOTING ceevvviieeeeeeiiieee e e arrreee e 77 IMPACE fEES .ovviii e, 108 Environmental Protection Agency (EPA) ............ 72
street planning.......ccccceeeciieicciiee e, 83 Transportation Improvement Program (TIP) .......... 84 Federal Aviation Administration (FAA)............... 10
train/light rail authorizations (USDOT) ...........c....... 10 development .......ccocvieeeiiiee e, 83 Housing & Urban Development (HUD)......... 47,91
training....ccceeeeveennnnes see also Employee Work History travel permission (MiNoOrs)......cccceeeveieeeeccveeeeciveeenn. 51 Internal Revenue Service (IRS).................. 106, 114
agency provided ......cccceeeciieieciiee e, 52 treasurer/finance officer reports......c...ccueeue.. 96, 97 Labor, Occupational Safety & Health (OSHA) ..... 70
certificated or hours/credits earned.............. 53 trees (INVENTONY) couveecveeecrecie et 79 unsolicited
(0 T=] - SR 55 trial balances......ccccveviieeieciie e, 100 employment iNnQUIries.......c.ccoeeceeeeeveeeescieeeenns 140
hazardous materials handling ........................ 54 TrUST INAENTUIE...uvveeeee e 96 mail/email (general info) .......ccccovevvecreeenennnne. 158
MaNdatory......ccccoevueeeecciiee e, 53,54 trustees, annual report (libraries)........cccccueeenneen. 146 materials (Miscl) ....ccoeeeeiiiieeiieceeeee e, 163
apprenticeship program .....cccccccecvvveeeeeeeieinnnnns 126 tuition reimbursement (employee) ...................... 118 use
CIVIl FIgNES e 27 tweets ............... search by function/content of record appropriate (computer/fax/phone)................... 90
civil rights (Section 504)........cccoceeevvieeeecieeeennen. 28 equipment/vehicles.........cccveeeeeeiieeeceeecireeeneeenns 92
history (Employee).....cccccuvveeecveeeicieeeeree e, 129 (U EY=To o 1 69
transcripts U utility
adjudicative proceedings........cccceeeecvveeernnnnn. 37,38 DIlING e 97
AAVISOrY MEETINGS...eveeeereeeeeeeeeeeeeeee s 39 U.S. Citizenship and Immigration Services (USCIS) 131 ISPULES .o 95
governing/executive meetings ........cccocevvverveenee. 40 unclaimed property land use PErmMitS ...ccocvveerriiiei e, 61
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rates (legal affairs) ......ccccceeeivcieeeeccie e, 35
rebates.......ccceveveeens
tax (state)

v

vacation of premises/evictions........cccceeevveevveennnenn. 33
values (asset appraisal) .......cccoceeveevercieneeneenne. 56, 57
vandalisSm .....cooocciieeiieceeceee e 26, 87
vehicles
accidents/incidents.......coocveevevuveeiinneennns 31, 49, 50
DIING v, 97
CheckoUt 108S . .c.uuvviiieee e B e B B 92
disposal (auction/sale/salvage) ...t ....ouveeeneennie 69
employee-owned.........cooooer B e e cinbeee e e s
maintenance (history/reports)
minor travel permission........JE
parts in stock ............
registrations/tabs
safety analysis.......ccccoeeeeiiieiceiee e,

USBAEE et ruveerureerreeeteesteesreesnbeesseessseesseesnseesnsens
vendor compliance reports......ccccceeeveeeeevvereennenn.
VENdOr CONErACtS ...ceieuieiieciiee e e seee e
venture investments (PeNSioNn) .......cccceeeeveeeenieeeenn.
vessel registrations/tabs........cccceevveeiieecieenveeennn,
video/audio recordings (surveillance) ........c..c....... 89
videos/CDs/DVDs. also search by function/content of

record

agency publications

EXEIrA COPIBS vuvvrrrrieeeieriirereeeeeeereirereeeeeesennaes 156
MASTEL SET e 145
external/reference materials.......ccoceevevereinns 162

violation complaints
civil rights....cooeeniiiniieeee
code enforcement
violations/corrections

agency authorizations/certifications............ 10, 61
employee certifications .......cccccceveveiieeeeiiieeeennns 116
hazardous materials ......cccccovverviiiniiennieenieeen, 70
inspections/monitoring (agency assets)............. 76
occupational health and safety .....cc.ccccoveeneeen. 138
vision claims (LEOFF 1) ...ccccvvievieeieeeieeiee e, 123
VISIEOT [0S cuveeeiieiiiieeiei et 88
voicemails ......... search by function/content of record
VOIUNTEEI ...t see employee
firesfighters/reserveyefficersirelief claimsmmms 124
voter
eligibility/challenges..........ccccooviiiviiicieiiiiciiee, 22
pamphlets..... b S 22
VOUCKETS. . e, 96, 97
w
wage/tax reporting (IRS) ......ccceveeveevreevreenens 106, 114
waivers (liability, insurance, hold harmless)..... 17,18
permission for minor to participate ................... 51
WaITANTEES . uiiviei et e e ree e eees 17,18
Washington Industrial Safety and Health Act
(WISHA) inspections/citations........ccccccveeeueennne 138
Washington State (agency)
Archives
microfilm standards .......c.ccocvevvveeniiiineennen. 152
records transfer......cccccvveevieiineeniecereenen, 155
scan and toss requirements.........ccocceeeeneeeen. 152
Board of Adjustment ..........ccccoeeeiiiiieiiiee e, 38

Division of Occupational Safety and Health

(DOSH/L&I) oo 137
Employment Security (payroll taxes)................ 106
Labor and Industries (L&)
boiler vessel report .......cccoecveeeiiieeeiiiiee e, 61
injury/illness reporting.......cccoceeeveeecieecveennne. 137
T == 4o o [ 35
PAYIOl tAXES ...vvveerieeeeiiee e 106
workers’ compensation.......c..ceevceeeiieeneennne 124
Librarian....cooceeeeeeeccciieeeee e 146
Retirement Systems
employee benefit verification ............c..c..... 120
payroll
Revenue
tax recordkeeping requirements.................. 114
LoD Tole] o [ U URPR 114
unclaimed property......ccccccevveeneeenveeneennnen. 101
Social'and Health Services (DSHS) ........ccceuuuuee. 142
State AUAItOr....ccveii e 102
water boiler/hot water tank ........ccceevvevevvveeeiineenn. 61
water MONItOFING ....uuuuvieiiiiiiiiiiiiae 75
water rights disputes .......ccccceeeeeiicciieee e, 58
water/timber rights (received by agency) .............. 56
weapons

employee-owned

security incident
webpage/site ....search by function/content of record

AEENCY AAArESS ..vvveeeeee it 162

applications.......ccceeeeee i 67, 82

online content management.................... 7,8,154
wellness program (employee) .....cccccvvveevvvreenneen. 118
whistleblower complaints........ccccceevciieeeccieee e, 128
Women/Minority Bus. Enterprise (WMBE) .......... 112
work

ASSIENMENTS .evvvviiiiiiiiieieiiiiiereierrre e 46
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Lo 1o [T ST URRRTRRRTRN 80, 81 volunteer firefighter/reserve officer claims ..... 124 X
PIANS <ot 45 workflow notifications/escalations....................... 160
work history (employee).......cccceevveeviveecerinreennnen. 129 workforce planning.......ccecceviviiieniniiieeceieec e, 143 XY FEGISLEAtIONS crrroeeeeeoeeeeeeooeeeeeeeee oo 61
retirement/pension verification ...........c.cce.c..... 120 WOrKing files.....ooeueiiiiiiieee e 6
work schedules (employee) ......cccceceeverieenieneenne. 130 working/rough notes
retirement/pension verification ..........cccceeueeue. 120 brainstorming/collaborating...........ccccccveevunennn. 156 Z
workers’ compensation drafting/editing .......ccceevveevieeciecceecee e 157
eye injury (L&I) claims .....ccoeeeiveiiiiiieeeieeees 124 individual board/committee members .............. 39 ZONING AUJUSTEFS «.rvvee e eeeeeeeeeeeeee e eseeeeseseeeees 38
L& ClaimS...eeeeiiei et 124 memorialized in another format ...................... 161
LEOFF Claims ..ccoveenieeeieenieeeieeieesee e 123 workplace safety complaints .........ccoeceeeveiiniennnen. 128
self-insured claims .......cccovierieiiniinicceeeee 125 work-related injuries/illnesses (reporting) ........... 137
taxes (PAYroll) oo.eeveeeeeeeiecieeeeee e 106 WOTKS OF @rt.ccoieiiieiii e 56

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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