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I. INTRODUCTION 

A. THE PROBLEM 

B. 

Our ability to control records hll.s not. kept pace with our propensi t.y to 
create them. Typewriters, duplicating, copying and data processing 
machines spew out tremendous quantities of correspondence, forms and report~. 
Technology has accelerated the accumulation of records and intensified 
the problems of fi.1 ing, retrieval and storage, 

The lack of control over the creation, maintenance and dis-position of 
records manifests itself in a number of ways. Look, for exa,mple, at 
your own school district. 

Does Anyone Know: How many forms are used in your district? How much 
time it requires to prepare each? How many copies are distributed and 
whether the data they provide is usefUl to the receivers? Could forms be 
combined to eliminate preparation of duplicative entries? Co11ld district 
forms be redesigned to provide maximum clerical efficiency? 

Does Anyone Know: The volume of records 1n your District'fl custody'/ 
What portion of them are active Md what portlon .1r111ctive or obsolet.e'I 
How often they are used, by whom and for what purpose? How ra"(lidly are 
they expandinr,? How much it is costing to house these records? How much 
professional and clerical staff time is devoted to maintaining these records? 
How much money ha" been invested in file equipment? How long should these 
records be retained to .meet administrative, financial and legal requirements? 
Which records should be kept permanently and which are essential to your 
District's operati.ons in or after an emergency and how to protect them? 
Finally, has anyone considered which records could be dispensed with 
al together with out l.mpairing the functions of the District? After asking 
these questions, you will probably agree that there is a major administrative 
problem, responsibility and cost. 

CONSIDER OUR INVESTMENT IN RECORDS 

1. RECORDS CREl\TION 

Each inch of file cabinet space can contain ap"(lroximately 160 pieces 
of correspondence,. reports or forms, Original correspondence will 
cost a minimum of $2 .65 in professional and secretarial time to prepare. 
A representati.ve i~f records will cost approximately .~409. 00 to 
create. 

2. RECORDS MAINTENANCE 

The annual cost of records maintenance, (filing and retrieving) will 
cost about $2.6li per file inch, based on clerical salary, supervi~ory 
time and other overhead, equal to one file clerk per each eleven four­
drawer file cabinets. 

3. RECORDS STORAGE 

The cost of record storage, in terms of facilities, floor space and file 
equipment amortization is estimated at $10.00 annually per cubic foot 
of records or over $.80 per file inch. 
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CITATIONS: 

1. Cost Est-lmate obtm:ned froom study by Washington State Department of 
Motor Vehic lea, 1975, for> First-Line Supervisor letter> preparation. 
Executive level - $3.41. 

2. National average estimated in 1970 by Management Information Ser>vices 
of Detr>oit. Page 333 of Records Management Handbook - 19?0. 

3. Boeing Aircr>aft Corporation - 1975. 

NOTE: Local sources were used wher>e possible in order to rej'iect local 
economic conditions. 
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C. THE SOLUTION 

PAPERWORK MANAGEMENT 

Definition 

Paperwork Management, which includes Records Management, is interpreted to mean a 
variety of activities aimed at providing economy and efficiency in the creation, 
organization, maintenance, use and retrieval and disposition of records, assuring 
that needless records will not be created or kept and valuable records will be 
preserved and available. 

The functions and objectives of a Records Management·Program are to operate simple 
or complex filing practices, transfer of eligible records to low-cost storage, 
protection of essential records, implementation of standards for the purchase of 
filing equipment; development and procurement of agency forms, including forms 
design and specifications and studies to effect economies in personnel, materials 
and equipment. 

Functions that may be included are: elimination of duplicate and overlapping forms, 
consolidation of forms serving the same purpose and maintaining effective forms 
control; records retrieval, receipt and refiling, analysis of effectiveness .of 
records keeping systems, analysis of individual Records Series for determination of 
realistic retention periods and microfilm systems and applications. 

The scope of Records Management is graphically illustrated below in a diagram 
prepared by the Paperwork Management Sub-Committee of the Governor's Management 
Improvement Council. 
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O. RECORDS, THE LAW AND YOU 

Whether in the public or private sector, records management is just good 
business management. There are also legal reasons for practicing good 
records management. There are various laws governing the operation of a 
wide variety of programs, hence the records that serve those programs. 
Statutes of limitation affect. records keeping .. In most states, statutes 
regulate the retention and disposal of public records. In Washington 
State the Records Act, Revised Code of Washington 40.14 is the primary 
statute in that regard. Other statutes, however, magnify the importance 
of records management. Revised Code of Washington Chapter 42.17.250-340, 
the records section of the Public Disclosure Act and u.s; Public Law 
93-380, Title D, Section 513, 1974 amendment, re la ti ve to the protection 
bf the right of parents and.students, are but sev~ral of these. School 
District personnel responsible for records should be made fully aware of 
the provision .of these statutes and the obligations they impose. It is 
the ultimate objective of this manual to assist in developing that awareness. 

E. THE SCHOOL DISTRICT RECORDS MANAGEMENT MANUAL 
Concept and pu ipose . 

. The Idea of a School District Records Management Manual was conceived by 
a group of Washington State School Administrators who were concerned with 
the legal requirements of school records retention and saw the benefits of 
good records management practices. This group suggested to the Washington 
Association of School Business Officials, that a school records management 
committee be formed to address these issues. This committee's first charter 
was to develop records retention and disposal guidelines that could be 
utilized throughout the public school system where it was found that common 
types of records prevail. 

Methodology: A records inventory was accomplished by a committee task 
force. The inventory was converted to ·a tentative retention schedule 
format for each area of school district administration. These tentative 
schedules were then distributed to committee members who critiqued them 
with their respective district staffs who specialize in each particular 
function. The schedules were then redrafted after a consensus was reached 
concerning title, definition and retention, The completed schedules were 
next approved by the Washington Association of School Business Officials 
(WASBO) Board, reviewed and endorsed by the Office of the Superintendent of 
Public Instruction and legally authorized by the Washington State Local 
Records Cammi ttee as required by RCW 40.14. 070. . 
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II. DEFINITIONS, LEGAL TERMS, STATUTORY REQUIREMENTS 

A. STATUTORY REQUIRE MEN TS: CHAPTER 40 .14 Rew (See Appendix G for- fuU text) 

No public record, other than Office Files and Memoranda, of any local 
government agency shall be destroyed until it is either photographed, 
microphotographed, photostated or reproduced on film,· or until it is 
seven years old. Except as otherwise provided by law, no public record 
including Office Files and Memoranda shall be destroyed until approved 
for destruction by .the Local Records Cammi ttee. 

B. PUBLIC RECORDS DEFINED 

"Public Records" means any paper, correspondence, form, book, photog'raph, 
film, sound recording, map drawing or other document regardless of 
physical form or characteristics, and including all copies thereof, that 
have been made by any agency or received by it in connection with the 
transaction of public business. Reference RCW 40.14.010 and WAC 414.-oB-
020. 

C. RECORDS AS PUBLIC PROPERTY 

All public records shall be and remain the property of the agency. They 
shall be delivered by outgoing officials and employees to their successors 
and shall be preserved, stored, transferred, destroyed and otherwise 
managed, only in accordance with the provisions of RCW Chapter 40.14 RCW 
and as otherwise provided by law. WAC 414-12-010. 

D. CUSTODY OF PUBLIC RECORDS 

Unless otherwise provided by law, public records must remain in the custody 
of the office in which they were originally filed, which shall be considered 
the Office of Record, or· should be destroyed or transferred pursuant to 
instructions from the Local Records Cammi ttee as required by Chapter 40.14 
RCW. They shall not be placed in the custody of any other. person or agency, 
public or private, or released to individuals, except ror disposition 
pursuant to law or otherwise expressly provided by law or by these 
regulations. WAC 414-12-020. 

E. AUTHORITY TO TRANSFER RECORDS TO THE STATE ARCHIVES 

In lieu of retention in the Office of Record, records of archival or 
historical value may be officially transferred to the Washington State 
Archives or other depository officially designated by the State Archivist. 
Reference: WAC 414-12-030 for further information concernin records 
transfer. See Appendix G 

F. AUTHORITY TO ADOPT GENERAL SCHEDULES 

RCW 40.14.070 and WAC 414-24-050 provide that the Local Records Committee 
may approve and issue Records Retention Disposition Schedules, wl>i 'h 
shall constitute authority to dispose of specific records, held commonly 
by many agencies, after a required retention period on a recurring basis 
until the Schedule is either amended or revised by the Committee. 
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G. IMPLEMENTATION OF SCHOOL DISTRICT SCHEDULES 

The School District General Records Retention Schedules constitute authority 
for any School District in the State of Washington to dispose of the re~ords 
listed thereon after the specified retention, per the General Schedule 
authority of the Local Records Committee pursuant to Chapter 40.14.070 RCW. 

H. METHODS OF RECORDS DESTRUCTION 

When the Local Records Committe has authorized the disposal of public 
records by or for destruction, it shall be the responsibility of the district 
having requested (or received) authorization to cause such .records to be 
destroyed promptly and effectively. The primary purpose of such destruction 
shall be that of of reducing the records to an illegible condition. Burning, 
pulping or shredding are considered to be the most effective methods of 
accomplishing that purpose. 

A district may destroy records by selling them for recycling purposes, under 
the following conditions: 
(1) The prompt destruction of the records shall be insured, and the 
responsibility for such destruction shall continue to be that of the district 
until effectuated. 
(2) The individual or entity purchasing such records shall have in effect 
or provide a performance bond in a penal sum of not less than $100,000. or 
the face value of the records being sold, whichever is least. 
(3) Records shall not be kept in unattended and unprotected storage 
awaiting their destruction. 
(4) The district shall obtain and preserve evidence of the destruction of 
such records in the form of a certificate from the person or entity to whom 
they are sold. Reference WAC 414-24-070 through 414-24-080. 

It is recommended that the district records officer or per5on(s) charged 
with the destruction of records prepare and keep either a records destruction 
log or records destruction certificates recording the Records Series title, 
office of origin, inclusive dates of the records, date destroyed, place 
and method of destruction and quoting the appropriate General Schedule or 
GAA-24 Disposition Authority Number authorizing disposal. 
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III. JMPLEMENTING THE RECORDS MANGEMENT PROGRAM 

Just as it is impossible to create records retention schedules which are 
comprehensive and equally useful to all, so is it as impossible to provide 
an instructional manual for implementing schedules that works equally well 
;for s.11 sizes of districts. The :following is an outline of how a Records 
Management Program can be implemented step by step. Any of these stei;>s 
may be modified to meet local needs on situations. 

A. ESTABLISHING THE PROGRAM - STEP BY STEP 

0 e 
SECURE AGREEMENT OF DISTRICT MANAGEMENT 

The success of any program is dependent upon top management suppojt'"t. 
Management must be ·aware of the program objectives, i.e., save space, 
save money, saire. clerical processing time, reduce expend.i tures on 
equipment, comply with State and Federal laws, etc. · 

APPOINT DISTRICT RECORDS OFFICER 

A member of the administrative staff should be appointed Records 
Management Program Officer. (This appointment may include respon­
sibilities for disclosure of in formation under RCW 42 .17.) 

NOTIFY STAFF OF PROGRAM INAUGURATION 

By issuing a program announcement and directive indicating the reasons 
for the progrBJ11, showing management support, announcing the appointment 
of the ~ecords Officer and requesting support. See Appendix A for 
sample directive. 

APPOINT A DIS TRI CT RECORDS MANAGEMENT COMMITTEE (ootional) 

Frequently a records management committee,. consisting of high level 
administrators from key district offices, can provide program direction 
to the records officer, and give the program a sense of co-operative 
effort and authority that might be hard to achieve by the records R. · offfoer alone. 

\) ESTABLISH RECORDS MANAGEMENT FILE 

Obtain the neeessary forms, manuals and supplies incidental. to the 
program, i.e., State Records Management Handbooks, Public Records 
Retention Schedules and Destruction Authority forms, GAA-24, desk 
or office file space, typing assistance for the program, etc. 

ESTABLISH CONTACTS IN FUNCTIONAL AREAS 

Request appointment of Records Coordinators and Custodians·. These 
people may be supervisors or secretarial personnel with substantial 
knowledge of the operation and records of their respective subdi·:isions 
in the district organization. A district organiZationaJ. chart will 
be helpful for this purpose. 
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RELEASE SCHOOL DISTRICT RECORDS DISPOSITION MANAGEMENT POLICY AND 
PROCEDURE 

This Policy and procedure should state the purpose of the program, 
who is affected by it, district policy regarding the program, define 
terms unique to the program and outline the responsibilities of each 
person or department affected, and the procedur.es for implementation. 
This policy and procedure should become part of the district Operations 
Manual. See Appendix B. (District policy and procedure for disclosure 
of information may supplement this document) 

PROCEED WITH INITIAL PROJECTS AND ESTABLISH CONTROLS FOR THE PROGRAM 

a. Conduct orientation meetings with functional or departmental records 
coordinators, managers or other.concerned persons. 

b. Distribute applicable General Records Retention Schedules to each 
r'unctional area. These schedules should be packaged,in a file folder 
and include the General Schedule, instructions on its use and revision, 
(see Appendix D) a copy of RCW 40.14and general information data 
concerning records retention scheduling. (See Appendices E and G) 
These materials may be copied from appropriate Appendices. 

c. Have each Records Coordinator review the General Schedule, deleting 
items that are not applicable and prepare a GAA-24 for records in that 
office not on the Schedule. Collect revisions and submit these forms 
to the Local Records Committee for approval and redistribute to each 
office or school. 

d. Implement General Schedules. Conduct an "Operation Round File" 
asking each office to dispose of eligible records and tally the volume 
disposed. Arrange assistance for disposal of large quantities of· 
records. 

e. If a District Records Center, Central Records Room or "Archive" is 
available, initiate procedures for encouraging but controlling transfer 
of records to such a facility. Use standard size storage cartons, adequately 
labeled and require use of a transfer control document "Transmittal" form. 
(Note: Creating and Using a Records Center is the subject of a later 
section of this manual) 

f, Exercise control over the acquisition of all file equipment. Audit 
use of Schedules before permitting file equipment purchases. 

g. Conduct a survey of each department or school's net record holdings 
and available file space. Require a reporting of file space freed by 
disposal of records. 

B. PROGRAM MAINTENANCE 

1. See that offices update and implement their Records Retention Schedules 
at least annually to insure that new records are included on the 
Schedules and that obsolete Series are deleted.from the system as soon 
as they are eligible for disposal. 

2. Audit Retention Schedules to see that they provide for minimum retention 
of records compatible with legal, financial, administrative and opc-c.+i,-,nal 
requirements. 
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3. Involve school officials in updating District General Schedules. 
This may be done by submitting a GAA-24 with the pertinent items 
listed with a note to the WASBO Records Retention Committee or the 
Washington State Local Records Committee, suggesting that particular 
i terns may be found in other districts and should be considered for 
inclusion in the General Schedules. These committees will review 
the items and, if applicable, include them ln subsequent revisions 
to the schedules. The WASBO Records Retention Committee and the 
Washington State Local Records Committee welcome suggestions to 
improve the General Schedules. 

C. REPORT RESULTS TO MANAGEMENT 

Statistical 

Number of file cabinets emptied 
for reuse through the program. 

Volume of new records added. 

Volume of records deleted by 
program. 

Net holdings at end of year. 
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Cost Savings 

Cost of file equipment 
released for reuse through 
program. 

Cost of floor space converted 
or released for reuse. 

Clerical time saved by 
eliminating handling of 
inactive records. 
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IV. RECORDS RETENTION 

A. COMMENT AND DEFINITION ON THE USE OF SCHEDULES 

1. Records Retention Schedules .<!2, !!9.J<. obligate a school district or any 
.department or school thereof to destroy any of the records which it 
desires to preserve for longer periods than scheduled. Rather, the 
schedules provide recommendations· as to the length of time various 
records should ordinarily be retained and authority to dispose of 
the listed records on or after the recommended retention. 

2. Even though there is great similarity of record types ·among school 
districts, there is no total uniformity. Therefore, it is impossible 
to create general schedules which are totally comprehensive. Nor• 
is it possible to obt.ain total agreement on how long any particular 
record should be retained. All that can be done is to arrive at 
some guideline for as many rec.ords as possible and provide the tools 
whereby those guidelines m~ be modified to suit differing needs; 

3, If you wish to retain a particular record longer than required, that 
is your prerogative. If you want to reduce the established retention 
for your particular office you may do so by submitting a form GAA-24, 
Public Records Retention Schedule & Destruction Authorization, to the 
Washington State Local Records Cammi ttee. If you wi.sh to delete a 
schedule item as not applicable to your district, simply line it out. 
If you need to add to your schedule, prepare and submit a GAA-24. 
(See Appendix E for example and instructions) 

4. The prime rule to remember is that all records in your custody should 
be identified and that records cannot be legally destroyed unless 
authorized by a general schedule (See definition, page 5) or a GAA-24 
signed by the Washington State Local Records Committee. 

5. With few exceptions the WASBO Committee has not made recominendations 
for particular records to be microfilmed. A section will be 
added to address microfilm uses and legality. If your district 
chooses to microfilm records and then wants to dispose of the hard 
copy, the district must prepare a GAA-24 req_uesting .such authority. 

6. Records Series. A Records Series may be defined as "a group of records 
performing a particular function for the office, which are filed as a 
unit, used as a unit, and which may be transferred and disposed of as 
a tmi t •II 

7. Definition of Official Public Records OPR) and Office Files and 
Memoranda: Reference RCW 0.1 Official Public Records OPR) shall 
include all original vouchers, receipts and other documents necessary to 
isolate and prove the validity of every transaction relating to the 
receipt, use and disposition of all public property and public income 
from all sources whatsoever; all agreements and contracts to which the 
State of Washington or any agency thereof, including school districts, 
shall 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 req_uired 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 Washington State Local Records Committee to be Official Public 
Records. (See Appendix E, Preparation of a GAA-24, Item 9) 

10 
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7. (continued) 
Office Files and Memoranda (OFM) shall include all records, corres­
pondence, exhibits, books, booklets, drawings, maps, blank forms, or 
rlocumento not ubuve defined >Yld classified as Offic.lal Public Records; 
all duplicate copies of Official Public Records filed with any agency 
of the State of Washington; all documents and reports made for the 
internal administration of the office to which they pertain but not 
req_uired by law to be filed or kept with such agency; and all other 
documents or records determined by the Records Cammi ttee to be Office 
Files and Memoranda. · 

8. Retention Period: Official Public Records have a statutory minimum 
retention of 7 years. The retention period for Office Files and 
Memoranda is based on operational req_uirements for each office. 
Whichever is applicable, the retention period starts with the "cut-off." 
"Cut-off" is a term used to indicate a feature whereby files of records 
can be terminated and a new file of the same Records Series initiated 
immediately. This is done to prevent the records from growing into an 
unmanageable size and to facilitate the filing of newer records. One 
proven method is that all calendar year records can be "cut-off" on 
December 31 and a new file established on January l; all fiscal year 
records can be "cut-off" on June 30 and a new file established on 
July i. Case files, project files, contract or agreement files and 
similar records cannot be "cut-off" on an annual basis as they may 
extend for several years and can terminate only'upon the happening of 
an event, s11ch as "termination of contract,,; 11 final payment of a 
contract," "termination of employment," etc. Regardless of the 
duration of the retention period, Records Series should be kept in 
office files after "cut-off" only as long as is necessary to satisfy 
(1) active reference, (2) audit, when req_uired, and (3) other 
operational req_uirements. Once these three factors have been 
satisfied, 'the records should be transferred to a low-cost storage 
area or a records center for the remainder of the retention period. 
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SECTION IV • RECORDS RETENTION SCHEDULES 

The School District General Records Retention Schedules on the following pages constita.te 
authority for any school distri.et in the St:Ste of Washington to dispose of the recoMs listed 
thereon after the specified approved retention, per the General Schedule au.tboiity of the 
Washington State Local Records Committee pursuant to Chapter 40.14..070 Re'Tisc-d C.Ode of 
Washington and Washington Administrative Code 414-24-050. 
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1. APPLICATIONS FOR GRA.'l"TS-IN-AID 

2. CAFETERIA RECEIPT BOOKS 

3. CATERING REQUESTS 
.same as req_uisi tion. Used for in­
stances when special groups or 
functions, i.e., PTA, req_uest kitche~ 
services. 

4. DAILY LUNCH & MILK COUNT REPORT 
Daily record of meals & milk served. 
Completed by kitchen and/or lunch­
room servers. Accompanies monies to 
Food Services Supervisor balanced 
with funds received. Forms basis for 
claims for Federal Reimbursement. 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW 40. 14.070 & WAC 41 .. 24.050 

OPR Supt. of Public 7 years 
Instruction 

QPR School Cafeteria 7 years 
or Dist. Food Svcs 
Office 

OFM 1. Dist. Food Svcs Until after audirt 
Office 
2. School Cafeteri; 1 year 

OFM 1. Dist. Fo<id Svcs 3 years 
Office 
2. School Cafeteri: Until after 

audit 

Unless copy held by District Central 
Accounting Office, in vhich case, Food 
Services or Cafeteria copy can be dis­
posed of after audit. 

5. FOOD SERVICES CASH RECEIPTS INVOICE OFM District Food Svcs. Until after 
For sale of commodities or catering Office audit 
services. 

SUPERSEDED



>-' ,,-

ITEM 
NO. 

6. 

7. 

8. 

9. 

10. 

11. 

. 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS 

FOOD SERVICES DELIVERY SLIP OFM 
Centralized system only, used as pack 
ing slip to deliver pre-cooked & 
packaged lunches from central com-
missary to school kitchens. Indicate 
number ·of lunches ordered, returned 
and comments. 

FOOD SERVICE REQUISITION OR ORDER OFM 
-

FREE OR REDUCED-PRICE LUNCH OFM 
Application & copies of letters of 
acceptance or rejections. Sent to 
householders for application for re-
duced or free lunches for children 
based on income - in compliance with 
National School Lunch Act. 

HOME ECONOMICS COMMODITY REQUISITION OFM 
For supplies 

OFM 

LUNCHROOM DAILY CENSUS OFM 
Used by teachers to report lunches 
sold. OFM 

MEAL TICKETS OFM 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DA TE 

MARCH 1976 I PAGE 2 OF 4 PAGES 

DISTRIBUTION 

District Food Svcs. 
Office 

School cafeteria 

- . Dist. Food Svcs. 
Office 

~. School Principal 

. Dist. Food Svcs. 
Office , ; School Cafeteria 

". Dist. Food Svcs. 
Office 
2. School Cafeteria 

School Cafeteria 

MINIMUM APPROVED 
RETENTION 

1 year 

1 year 

3 years or unt 
after Federal 
audit. 
1 ye.ar 

1 year 

1 year 

1 school year 

1 school year 

3 months 

DISPOSITION/REMA. R KS 

1 

Provided log is kept. If a log is not 
kept, tickets must be retained three 
years. 

SUPERSEDED



ITEM 
NO 

f 

RECOR~S SERIES TITLE A.NO OESCRIPTION 

12. MEAL TICKET LOG 

CLA.55 

WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40.14.070 & WAC 414.24Jl$ 

OISTR19UT10N 
MINIMUM A PPRO'IEO 

RETENTION 

OFM School Cafeteria 3 years 

13. PURCHASE ORDERS OFM 1. Dist. Food Svcs. 3 years or 
until after 
audit. 

May include duplicate invoices, proo • Office 
of deli very i.e. , packing slips. 

14. REIMBURSEMENT CLAIMS 

QPR 2. Dist. Central 
Office (Acctg.) 

OFM 1. Dist. Food Svcs. 

7 years 

( 

DISPOSITION/REMARKS 

,_. For State or Federal Aid. 
"' 

Office or Dist. 
Accounting. 

3 years or 
until after 
audit. 

OPR 2. SPI 7 years 

15. REVENUE & EXPENDITURE LEDGER OPR School Cafeteria 7 years 

16. STOCK CONTROL RECORDS OFM Dist. Food Svcs. Until completell. 
& superseded. Inventory cards, sheets or computer Office 

nms, showing quantities received, 
used & balances by commodity. 

1 7. SURPLUS COMM:JDITIES - S'l.DCK INVEN­
'l.DRIES 

18. TIME CARDS - OR TIME SHEETS 
For lunchroom servers & kitchen 

'F'Ol\'ME ATTORvc:wAC 
1 \"\ .. \ l: QoA 
~L ..,., .... __ 

OA 

OFM 1. Dist. Food Svcs. 
Office 
2. School Ca feteri• 

OPR 1. District Food 
Services 

1 year after 
audit 
1 year 

OPR 2- School Cafeteria 7 years 

~MINER OF" MU~;CIPAL CORPORATIONS 

l--___ 'c~J k i-<.~-~--/---t' __.;.----· 

May be disposed of after audit if veri­
fieai su:mmary is sent to District Food 
Services and/or payroli is used as 
authority tp p~y. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DATE 
SCH EC s~~-E "NUM9ER 1 T•T~:r---T n-r ,,_,..,....., c•-~"fl' 

0
-

0 ,,,.. ""'Ulo' "'""' ,.~u '"' AND/O , ......... rni=i=ri= 0 TA MAR.CH 1976 I PAGE J, OF • ?AGES 

ITEM 
NO 

RECORDS SERIES T.tTLE ANO OESCRIF'>TION 

NOTE: 
For other Food Services/Cafeteria 
Accounting Records, see schedules 
relating to Accounting & Purchasing. 

I 
I -

t . 

( . , 

-. 
) 

CLASS DISTRIBUTION 

' 

~") 

MINIMUM A?PROVED 
RETENTION OISPos ITION.'R EMA R KS 

NOTE: 
This schedule was developed on the basis 
that Food Services were centralized in 
the district. In the instance of a de­
centralized system, the following 
applies: 
1. Same i.tems as listed for District 
Food Services are applicable to the 
School Cafeteria. 
2. Items for which there are listed two 
copies but for which only one exists 
a decentralized school kitchen system, 
the longest retention is applicable. SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.1.i.070 & WAC 4lol-2"-050 

( 

' 

:·~
0

.;;.s-"o;;,E"°-...;o-2:C~E=N=U=M-·~_.,..,R=~1~T:•~:~:~"'"T-.;.;R-.. r-c:T=~H:EA:;;.L-T:H=~O~F=F~I.;.C-;;.E_...;_A:N:D~/:O~R:;;.s-c:H~O=O:L:=N=U:R.;.S~I-N~G~.~S=E~R;.;.V--I-C:E:s:=========:~
0

~·MA:T~E-R~C:,H, l
0

~9~7~6~~~~~~:1~-·~·~E~~l~~~OF~~3~~~-~·~·E~·= 

1. ACCIDENT INJURY REPORT. 

~ 3. COMMUNICABLE DISEASE REPORT. 

4. CONSERVATION OF VISUAL PROGRAM. 

5. DAY BOOK. Log of students report-
ing to school nurse for various 
causes, showing reason for reference 
and nurse's findings. 

' 6. FINDINGS AND CORRECTIONS WORK 
i S!!EE'r. Form used by school to re-

cord healtL data, weight. vision, 

OFM District Health 
Office 

OFM District Health 
Office 

OFM School Nurse 

OFM Scbool or School 
Nurse. 

Retain until 5 
years after 2ls 

. birthday. 
3 years. 

Until data tram-
ferred to pupil 
heal th card or 
re-examination. 

Until summary 
report is made 
to DSHS. 

Corrective acticn 
taken on next 
report or until 
placed in studert 
health card. 

1 year 

DISPOSITION/REMARKS 

Retain until graduation if placed 
student folder. 

Retain until graduation if placed 
stmient folder. 

l hearing, teeth, to report to parents. 

Until data tram -
ferred to pupil 
health card and 
reported to par­
ents as appropri 1te 
~/A - N/A Parent • 

.STATE ARCH~ST 

. ~// 
c .... , EXAMINER OF MUNICIPAL CORPOR.a.T10NS 

~ /) 
"---'-' ''""~ <. A-I< _,,, .--

f 
, 

in 
. 

in 
SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414.24..050 

SCHso~2E NUM•E• 1 "illsrR1cr HEALTH OFFICE AND/OR scHooL NURSING SERVICES 
DATE 

MARCH, 1976 I PAGE 2 OF'" 3 PAGES 

',J~!.A RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION 
MINIMUM AP.PROVED 

RE.TENTION DISPOSITION"REMARKS 

7. HEALTH EXCUSE FROM PHYSICAL EDUCA­
TION. 

OFM 1. School Health 
Office 

2. Physical Ed. 
Instructor 

8. HEALTH INFORMATION SHEET. Indicatir" OFM School 
health history prior to entry into 

9. 

school, may include restrictions on 
athletic activity & parent signa-
ture - emergency data . 

HEALTH NOTICE. Adviee to parent OFM 
that student needs medical services 
with physician's report of action 
completed, to be returned to school. 

10. IMMUNIZATION SURVEY FORMS -FURNISHED OFM 
by STATE (DSHS 13-206x) used to 
determine to what degree a child has 
been immunized, per State Health 
Board requirements . Sent to. parents 
and returned, completed to District 
Health Office. 

1. School 
2. Parent/NA 

District Health 
Office 

11. MEDICATION ORDERS. Physicians order, OFM School Nurse 
to school to administer medication 

12 

to a specific student. 

MEDICATION REQUEST. Parents request OFM 
for giving medication at school. 

-

District Health 
Office 

While applicabl• Updated if applicable. 

While applicabl• 

Until. supersede 
or data trans­
ferred to pupil 
health card. 

School Year 

School Year 

While applicable If giving medication is an accepted 
· action, approved by the school district 

attorney. 

5 years as re­
quired by DSHS. Sa.me as above. 

CHIEF EXAMINER OF MUNICIPAl,.. CORF>ORATIQNS 

s~ /) 
~- .J n,r . ..:......-.,.-1.A-~.-e= _....c. _,,.,,.A 

• .. -) 

SUPERSEDED



•c••D~~:tM••• \ TOT~isrnrcr HEALTH OFFICE 

W.t.SHIMGTOM STATE SCHOO~ DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WA.C 414.24.050 

DATE 

AND/OR SCHOOL NURSING SERVICES 
-

NO'~EMBER 1976 I PA.~£ 2 OF 
3 

PAl;ES 

ITEM RECOl'l:::>S SERIES TITLE AND DESCRIPTION CL.ASS DISTRIBUTION MINIMUM OISP051TIONIREMARK5 APPROVED RETENTION NO. -
7. 1 HEALTH EXCUSE FROM PHYSICAL EDUCA- OFM School Health Off- While applicabl< Updated if applicable. 

TION. ice. 
Physical Education While Applicabl• 
Instructor 

8. HEALTH INFORMATION SHEET. In<iicat .... OFM School Until supercedec 
ing health history prior to entry or until trans-
into school, may include restrictio~~ £erred to pupil 
on athletic activity & parent signa- health card. 
ture - emergency data. 

9. llEAL'l'H NOTICE. Advice to parent OFM School School Year 
that student needs medical services, Parent/NA 
with physician's report of action 
completed, to be returned to school. 

10. IMMUNIZATION SURVEY FORMS - FURNISH- OFM District Health School Year *SUPER.Ci:DED by "CERTIFICATION OF IMMUNI· 
ED BY STATE (DSHS 13-206x) Used to Office ZATICIN"(DSHS-13-263) 
determine to what degree a child has 
been itrmu.nized, as per State Health 
Board requirements. Sent to parents 
and returned completed to District 
Health Office. 

11. MEDICATION ORDERS. Physicians' _or:- : OFM School Nurse While ApplicablE If giving medica~ion is an accepted 
de rs to adainister medication to action approved by the school district 
specific students. attorney. 

12. !IEDICAT!eN RE(ltlEST. Parents' reques~ OFM District Health 5 years as re- Same as above. 
for giving medication at school. Office quired by DSHS. 

\~' 
""! ~INER OF MUNIC0")1RPO•ATOONS 

ST~~:~ ' 
! ~ - --- .ti ./ ~ 

.:!f·SOA. ' I 

SUPERSEDED
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WASHINGTON STATE SCHOOL OISTIUCT 

GENERAL RECORDS RETENTION SCHEDULE 
REFEREMCE' RCW 40. 14.070 & WAC 414.24.0SO 

DA'TE -
SCHEOS~~;u~·" / "~~;TRICT HEALTH OFFICE AND/OR SCHOOL NURSING SERVICES NOl~R 1976 I PAG'E 3 OF 3 PAGES 

ITEM REC:OJ::::'S SERIES TITLE ANO DESCRIPTION CL ... 55 OISTRIBUTION MINIMUM 
OISPOSITION/REMARP:S HO APPROVED RETENTION -

13. !MMUNIZATION NEEDS/IMMUNIZATION RE- OFM District Health 5 years as re-
PORT STATEMENT. Sent by District tc Office quired by DSHS. 
parents for permission to administe1 
shots. (DSHS 13-215) 

14. PUPIL HEALTH CARD. Card listing OFM School Until graduati01 May be filed in student folder. 
immunization, height, weight etc. 
by grade; date of examination 8nd -
ex.aaining physician by pupil; data 
recorded from other forms submitted 
by parents, doctors etc. 

15. STUDENT HEALTH REPORT. Physical OFM School Until Data Tran•- Retain until graduation if placed in 
examination prepared by parents and £erred to Healt student folder. This activity may be 
physician (if physician is required.) Card. handled by Physical Education Departme1 
(Same as HEALTH INFORMATION SHEET.) (See Physical Education Schedule.) 

16. SUPPLIES REQUISITION. School Healtl OFM District Health Of· 30 days 
Requisition for supplies. fice 
(Internal use only.) District Central 1 year 

Supply 
School Health Offi• e 30 days 

-;,f -
Fo 
:•TToA~~ - '- '"' EF EXAMINER OF MUNICIPAL CORPORATIONS STATE A~l ... IST .-. .,.. 

:fl - ~/- ,, £}_ - - 1J.,.,~ ;:pyL_ -- ' 
r. --

~-SIJA 
. 

' -

t. SUPERSEDED
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WASHIHGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 4(). l.C.070 & WAC •1'1-24-056 

DISTRICT MAINTENANCE ""0'1tri.-~ 

DATE I 
MADrH JjZ!jl'------1-•-•_•_•_..L l_o_•_...::!4~•-•_•_•_•...j 

ITEM 
NO. 

REC OROS SERIES TITLE AND DESCRIPTION CL.ASS 

1 . ENGINEERING AND ARCHITECTURAL OFM 
DRAWINGS 
Architectural, Structural, Plumbing, 
Electrical, etc. 

DISTRIBUTION 

1. District Main­
tenance or Central 
Office 

OFM 2. School 

2. BUILDING SPECIFICATIONS 

3. OPERATING MANUAIS 
Prepared by contractors for use of 
the district in maintaining equip-­
ment installed in buildings. 

4. MAINTENANCE FOLDER 
File folders for each school showing 
maintenance performed. Contains 
copies of work orders, work order 
reque.sts, maintenance tab completion 
reports, Purchase orders, supporting 
documents, and other fonns that mey 
also be listed seperately on this 
schedule, and correspoodence. May 
contain copies of state and/or insur 
ance company inspection reports. 

' 

om 

OFM 

OFM 

OFM 

OFM 

OFM 
om 

1. District Main-
tenance or Central 
Office 

2. School 

1. District Main-
tenance or Central 
Office 

2. School 

1. District Main­
tenance or Central 
Office 

12. School 
12. School 

MINIMUM APPROVED 
RETENTION 

While site is 
District prop­
erty 

Sa:me 

While site is 
District prop-
erty 

Same 

While site is 
District prop-
.erty 

Same 

DISPOSITION/REMARKS 

NOTE: Dunlicates should be available an 
stored off··si te for Essential Records 
protection. Microfillll is inexpensive 
and considered a suitable substitute. 

Duplicates should be available and 
stored off··site for Essential Records 
protection .. Microfilm is inexpensive 
and c01~sidered a suitable substitute. 

Duplic ates should be available and 
stored off·-site for Essential Records 
protec tioo. Microfilm is inexpensive 

nsidered a suitable substitute. and co 

7 years except Documents in this file should be remove< 
Capitol improve and destroyed a~er 7 years old. Folders 
ments documents for ea.ch school for each of 7 years 
for which shoul.could be established to eliminate time­
be kept as long consuming annual review effort. 
as site is dis- NOTE: "Maintenance Folders" mey or may n 
trict _property, not be kept by any particular di trict. 
i.e., furnace If such folders are kept as a matter of 
replacement practice, the retention schedule is 

applicable. This holds true for other 
Same fonns or items as shown on the following 

pages .. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24.050 

SCHECULE NUMBER I TITLE 

SD-3 DISTRICT MAINTENANCE SERVICES 
ITEM 
NO. 

RECOROS SERIES T1TLE AND DESCRIPTION CLASS DlSTRIB~TION 

5. WORK ORDER REQUEST OFM 1. District Main-
Request from school or other distric, 
office to maintenance department for OFM 
performance of maintenance work, OFM 
shows where work is to'be performed, 
date requested, job description. 

6 . WORK ORDER 
Prepared from Work Order Request. 

7. COMPUTER REPORTS 
Copies of computer generated reports 
on General and Building Funds, Pay­
roll, Equipment, Inventory, official 
copies of which are retained else­
where, primarily in the Accounting 
Office. 

OPR 

OFM 
OFM 

OFM 

OFM 

tenance 
2. School 
3. Extra copies 

1. District Main-
tenance 
2. School 
3. Maintenance 

1. Accounting 

2. District Main-
tenance Office 

8. REPAIR TAG OFM District Main­
tenance Office 

9. MILEAGE REPORr OFM District Main-
Shows use of private vehicle in de- tenance Office 
termining maintenance work. Shows 
stops per week, mileage, claimant, 
date, used to summarize to District 
Mileage Claim Form . 

' • 

MINIMUM APPROVED 
RETENTION 

7 years 

1 year 
1 year or less 

7 years 

1 year 
1 year 

Refer to 
Accounting Off-
ice's Schedule 
Current fiscal 
year 

DA TE I ~AGE 2 OF 4 PAGES MARCH 1976 
DISPOSITION/REMARKS 

May be filed in Maintenance folder 

Filed in maintenance folder with sup­
porting documents. 

See Computer Report Section for detail. 

Until after re- If used. 
pair is made 

1 year Attached to Maintenance copy of Account­
ing Mileage Claim, if used. 

SUPERSEDED



SCHEDu:...S: NU~8ER TITLE 

SD-3 

WASHIHGTOH STA.TE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW 40.14.070 & w.i.c 414-24-050 

DA.TE 

DISTRICT MAINTENANCE SERVICES MARCH 1976 PAGE. 

3 
OF 

ITEM 
NO. REC OROS SERIES TITL.E ANO DESCRIPTION CLA.SS DISTRIBUTION' 

MINIMUM APPROVEO 
RETENTION OJSPOS ITIONIREMARl<S 

10. MILEAGE CLAIM l'DRM 
Voucher form for reimbursement of 
private car use age. 

OFM District Main-
enance Office 

CPR . District Ac­
ounting Office 

11. AREHOUSE PICKUP REPORT OFM istrict Mainten­
ce Office Requests to varehouse to pick u;p. pro uct 

from private vendor or school, and to 
ick up and deliver from warehouse. 

2. VANDALISM REPORT OFM . District Main-
enance Office 

1 year 

7 years 

As soon as pro- If applicable. 
duct is de-
livered. 

1 - 5 years Depending on research use. 
Date, place, date reported, damage 
sustained, data posted to a card fo 
in School Maintenance Folder. 

OFM . District Central 3 years 
ffice 

3. UNDRY CHECKLIST 
o verify return of mops, sm:>cks.,. et 

sent to accounts p03'able after 'l'er­
ification. Attached to voucher as 
art of pey batch in Accountir..g. 

OFM District Main-
enance Office 

CPR District Ac­
ounting Office 

1 year 

7 years 

4 
PA.GES 

4. OILER INSPECTION REPORT OFM "strict Mainten­
ce Office 

6 months Internal Heport only, if prepared 

5. 

ent by Custodian to Maintenance 
onthly. 

SSEL RECORD OFM 
o record inspection of boiler or 
ot water tanks by Insurance Company 
r Labor & Industries. 

t 

"strict Mainten­
ce Office 

Until boiler is 
disposed of 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40.14.070 & WAC 414-24-050 

CA TE 

SD-3 I DISTRICT MAINTENANCE SERVTr~' MARrH 1976 !PAGE 
4 

OF 4 
PA~ES 

ITEM 
NO. 

RECOR:::::S SE?IES TITLE ANO DESCRIPTION 

16. FIRE EXTINGUISHER RECORD OF INSPEC­
TION 
Prepared by Fire Departments or pri­
vate firms. 

1 7. BUDGET REQUEST MEMOS 
Sent by Maintenance to schools and 
returned by schools to ~,aintenance 
showing needs for buildings & growid' 
equipment and maintenance eg_uip~nt. 
Used by Maintenance to build operat­
ing and capital budget. 

18. tpERSONNEL RECORDS 

CLASS CISTRIBUTION 

OFM District Mainten­
ance Office 

OFM District Mainten­
Jance Office 

M;NIMUM •PPROVEO 
RETENTION 

Until supersede 

2 years 

~EXAMINER OF MUNICIPAL CORPORATIONS 

.. 1 o~-<--k-J2~ 
' 

OISPOSITIONIR EM-'RKS 

Budget back-up material 

Personnel records retention will be 
fowid in the personnel f'.mction schedule 
See District Records Officer for copy of 
that schedule • 

v 

SUPERSEDED



SCHEDULE NUMBER i TITLE 

SD-4 ;,.~,,;;, • TRAN~PORTATION 
ITEM RECORDS SERIES TITLE AND DESCRIPTION NO 

1. BUS DRIVER PERSONNEL FOLDER 
Consisting of the following: 
a. Bus Driver Application Form 
b. Employment Reference -- Employ-

ment reference letters or memo 
form 

c. Bus Drivers Personnel Agreement 
d. Employee Experience Card SUlll!llary 

of salary, dates of physical ex-
ams. X-rays, expiration date of 
driver certificate, name, dates 
of employment, etc. 

2. GAS, OIL & DIESEL REPORTS FOR BUSES 
AND EQUIPMENT 
Prepared by Transportation service 

r 

WASHINGTON STATE SCHOOL DISTRICT 

GEMERAL RECORDS RETEMTIOM SOIEDULE 
REFERENCE, RCW 40. 14.070 & Wl>.C 414.2'-050 

OATE 

SERVICES MARf.H 'IQ 7 ~ 
CLASS DISTRIBUTION 

MINIMUM APPROVEO 
RETENTION 

OFM a. District Trans. ~ years aft.er 
or Central Person- ttermination of 
lnel Office employment 

OFM b. District Trans. " 
or Central Person-
lnel Office 

OPR c. 1) District "years after 
Trans. or Central !termination of 
Personnel Office l;!mployment 
?) Ass't Supt. tJntil terminatiob 
3) Drivers N/A 

OFM Id. District Trans. "' years after 
pr Central Person- !termination of 
pel Office employment 

OFM District Trans. or b years 
Central Orftce 

staff at district garage. State com 
puter report, F-188, prepared from 
this data. Shows Bus no., main ten~ 
ance and service performed, etc. 

3. VEHICLE TROUBLE REPORT . OFM "-. District Trans. 11 • After correc-
Prepared by driver, daily for shop or Central Office oion of problem 
foreman to correct trouble. Shows ' 0. Completion of 

' Bus no., des cri pt ion of mechanical ~. Trans. Shop Fore- work. 
' 

I or other trouble, drivers signature man 

I I . - -
STATE AR?T . ~~~ ' ,TTO~f;}5RAL ~EXAMINER OF MUNICIF'Al- CORF>bRAT•ONS 

' . s.9.J _, J "' ~ .<--,L/.. / . ('.j;• 
!. ·-. 

- a..c. ~ ..... - c .. ( . :.....c...i: __ ,,.,_...c 

-. • i:r, Ji. 

( 

,. 

l PA.GE 1 
OF 

4 
PAGES 

OISPOSITION/R EMARKS 

. 

~ . 

~~A'/,,,. ,,; 

77 . 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 $.WAC 414-24-050 

•cttEou~~:;"•ER I T;TL~ISTRICT TRANSPORTATION SERVICES 
DATE 

J PAGE PAGES 2 DF 4 MARCH 1976 
ITEM 
NO. 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

RETENTION DISPOSITION/REMARKS 

4. DRIVER SIGN-IN SHEEI' 
Check-in sheet for bus drivers. For 
Transportation Dispatch Office to 
insure arrival of all personnel 
scheduled for work, (not a time 
sheet.) 

5. NOTICE OF IMPROPER STUDENT CONDUCT 
(on the bus) 
Report of student improper conduct 
on bus. Shows bus route, time of 
incident, nature of incident, 
student(s) na.me(s). 

6. DISTRICT VEHICLE REQUEST & ASSIGN­
MENT LOG 
Summary of vehicle "Trip Ticket" 
showing date of request, nature of 
trip, destination mileage, requesto" 
driver, time ·released, time returne 

7. DISTRICT VEHICLE "TRIP TICKET" OR 
REQUEST 
Sa.me data as above. 

8. BUS SCHEDULE FOR ALL SCHOOLS & BUSE 
Shows route, stops and time for 
each bus. Includes state approved 
route map. 

... 

J_~Z-
~'.A 

OFM 1. District Trans. 
or Central Office 

OFM 2. Dispatch 

Date of prepara­
tion. 
None 

OFM 1. District Trans. 1 year 
or Central Office 

OFM 2. School Principa. 1 year 

OFM 1. District Trans. l year 
or Central Office 

School copy may be filed in student 
records. 

OFM 1. District Trans. As soon as trans~ 
or Central Office ferred to log 

OFM 1. District Trans. 4 years 
or Central Office 

OFM 2. School Jntil revised 
OFM 3. Driver Jntil revised 
OFM 4. Students Jntil revised 

-

C~EX:AM!NER OF MUNICIPAL CORPORATIONS 

! ~ . 
f.... jc'"' ... -.. c.r:-A-/.?_ ~... - ... 

Required minimum of three years as pot­
ential exhibit in any possible litiga­
tion including accidents. 

STATE ARCH~ST 

/:/-_ 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REF ER ENCE' RCW 40. 14.070 & WAC 414-24-050 

r-sc_H_E_o_S_D_E_-4_u_•_•E_R__,i-T~.T~c-E __ D_IS_T_R_l_C_T __ T_RA __ N_S_PO_R_T_A_T_I_O_N __ S_E_R_V_I_C_E_S __________________________ ~-o-.-T-E~~·~-------1~.-.-.-.---3--
0
-.--4---.-.-•• -.-

MARCH 1976, ___ -L,. ____ ,;..__--I 

DISPOSITION/REMARKS 'J;M REC OROS SERIES TITLE ,I.NO OESCRIF'TJON CLASS OISTRISUTION MINl;:~~EA::.~~VEO 

i-,~-,,,=====-==~==~-------+----""""',...,....-,..... __ ----+---------1---~·--------------------1 9. EMPLOYEE TIME SHEEI' OFM District Trans. or 2 years or until 
Prepared by garage or shop personne Central Office ~fter audit 
Used for entries for labor portion 
of gas & oil report. Used for F-188 
state report. Shows vehicle repair-
ed description of work, time, 
employee performing work. 

10. BUS TIME SHEEI'S OFM District Trans. or 4 years 
Used as payroll input for hourly Central Office 
bus drivers, data transferred to 
time cards, sent to Central Office 
for preparation of payroll. Shows 
bus route, time trip began, time 
trip ended, number of pupils carrie , 
drivers signature. 

11. STATE SUPT. OF PUBLIC INSTRUCTION 
Reports, F-188, F-174, F-108. 

12. PURCHASE ORDERS 
Copies of invoices. 

:3. ACCIDENT REPORTS 
Washington State Patrol 

j4. SAFETY REPORT 
L & I report S' .1t to state twice a 
"QO~. -

OFM l. District Trans. 1:3 years 
or Central Office 
2. SPI .3 years 

OFM l. District Trans. l year 
2. Central Office .. years 
3. Purchasing Off. 3 years 

OFM District Trans. or 3 years 
Central Office 

OFM 1. 
ior 
? 

District Trans. 
Central Office 
L & I 

Until superceded 

~EXAMINER OF MUNICIPAL CORP<?RA"T"!Q"\IS 

1'-·~.u.~t'"'.._.....<,. .. / k/G..,.. -. ""'- "~ 

Required minimum of three years as pot­
ential exhibit in any possible litiga­
tion involving motor vehicle accidents. 

If District, Central, Purchasi~g or 
Accounting does not maintain copy of 
PO/pay voucher for 1 years, Trans. copy 
would be considered OPR & retained 1 yrs 

OPR at Washington State Patrol. 

' 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 S. WAC 414-24-050 

SCHEou~~-N;MeER I T'TLEDlSTRICT TRANSPORTATION SERVICI"~ 
DATE 

MARCH 1976 
ITEM 
NO. 

RECORDS SERIES TlTLE AND DESCRIPTION 

15. SAFETY REGULATIONS OR PROCEDURES 
AND SCHOOL SAFETY POLICIES 

16. TRANSPORTATION CONTRACTED SERVICE 
For school busing, contract and 
supporting documents. 

CLASS DISTRIBUTION 
MINIMUM APPROVED 

RETENTION 

OFM 1. District Trans. until supercedec 

OFM 1. District Trans. 4 years 
OPR 2. Central Acctg. 7 years 

Office 

.---,) 

I PAGE 4 OF 4 l='AGES 

OlSPOS I TION/R EM.AR KS 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

SCHEOso:s':.J .... !:!ER 
1 

.... ":':..E DATE i ?AGE ATHLETICS/RECREATION Rev. FEB. '1977 l cc 2 PAGES 

ITEM REcc«:is SERIES TITLE ANO DESCRIPTION CLA.SS 
NO 

DISTRIBUTION RETENTION OISPOS I TIONIR EMARKS -
1. REGISTRATION FORMS FOR VA..~IOUS OF'.! 1. Athletic/Recre- 1 year 

RECREATION ACC::IVI'fil'S ation Office 
Softball, baseball, swimming, gymna: i-QFM 2. Central Acctg. Until after 

tics, etc. Office audit 

2. SUMMER RECREATION REGISTRATION FORMl ow. 1. Ath./Rec. Of:fic• 1 year* *1 vesr or until after audit for regis..,;; 
Record of registration vbich may be , OFM 2. Central Acctg. Until after tration forms only. Booklets, brochuri ts 
Contai~ed within a brochure or Office audit and pamphlets are non-record materials. 
inforI:1B.tional·book.let in certain 
instances. 

3. SCORE SHEETS OFM 1. Ath. /Rec. Offict 1 :!{ear Or until recorded, if 81umnari zed. 

Baseball, softOall,etc. OFM 2. Central Acctg. 
Cff'ice 

4. RECREATION OFFICE TIME RECORD OFM Ath./Rec. Office 3 years Or until data transferred to work sheet 
card or sheet, payroll input of em-
ployee time which gees to data rro-
cessing or accounting office. 

5. RECREATION DEPARTMENT RECONCILIATIOi OFM* Central Ac.ctg. Off l year or unti *May l>e OPR .if Central Office does not 
SHEETS a:rter audit have receipt. 
Amount of currency or checks recei v· 
ed, tickets sold, receipts, registri:r-
tion issued, recap of tickets, tota , 
& signature of program director. 

,..._, . - -
FO~ ~ ATT~R1~ Jii~AL 

v ·~· .,,....._______ 

-c~ EJ<;AMINER OF M::;;, CORPOFl.6.T!ONS 

rL )~- ,/ ~/ 

STA TE ArH~VllST 

_,) '() ~,;;/. ;;, 
~J.SOA " - 7 • 

SUPERSEDED



SCHEDULE NUMBER T•TLE 

SD-5 
ITEM RECORDS SERIES TITLE ANO DESCRIPTION 
NO. 

6. ID~QUEST FOR RECRATIO}l FACILITIES 

7. ROSTERS FOR RECREATION ~EAMS 

' 

F~:J'(t\?~~ 
-SOA. 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

DATE 

ATHLETICS/RECREATION Rev. 
CLASS OISTRISUTION RETENTION 

OFM 1. Central Acctg. Until af'ter 
Office audit 

OFM 2. Facility Ma.'lage. 1 year 
OFM 3. Ath./Rec. Offic• 1 year 
OFM 4. Request or N/A 

OFM Ath. /Rec. Office Until end of 
season 

FEB. 1977 I PA.GE 2 
OISPOSIT10N/R EMA.A KS 

~EF EXAMINER OF MUNICIPAL CORPORATIONS STATE;?_jT 
J '\c~-J, -"'~ ;;).J)f/,,- ,,, _ ,/ -

I 
,. 

• 

OF 
2 

~AGES 

-

SUPERSEDED
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j 

WASHINGTON STATE SCHOOL. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.1.t.070 & WAC •14-24.050 

OATE 

'°""
0

so:s~MeE• I '•TCDISTRICT ACCOUNTING SERVICES - ACCOUNTS PAYABLE MARCH 1976 )PAGE 1 OF 4 PAGES 

CISPOSITTON/R EMARKS 1J~M REC OROS SERIES Tl,.'-E "ND DESCR1PTION CLASS OJSTRISUTION tolfNl~~~EA::.~~VEO 
~;..+-~-------~~~~~~~~~--;~--;~~~~~~--;'--~~~~-+~~~~~~~~~~~~~--f 

1. ALL VOUCHER FORMS USED AS CLAIMS OPR 1. District Accoun - 7 Years --...., 
AND SUPPORTING INVOICES, BATCHED. ing Office (Here-

after referred to 
a) TRAVEL, CONVENTION OR MEETING as Accounting) 
CLAIM. Name o.f ciaimant, organiza- N/A 2. Vendor 
tion, purpose of meeting, proposed OFM 3. Office reg_uest-
itinerary, ETA, authorization claim ing and receiving 
for lodging, transport, food and services or goods. 
registration. OFM 4. Accounting sus-

b) MILEAGE CLAIM for private car 
usage, prepared by traveler, from-to 
dates, purpose of trip, miles trav­
eled, claim amount, signatures. 

c) MILEAGE CLAIM, REGULAR ROUTE. For 
use by school nurses, others vho trar­
el regular routes. Entries similar 
to b above. 

d) EXPENSE CLAIM FOR MEETINGS, ex­
cluding travel, itemized expenses, 
dates, purpose of meeting, location, 
at.tendees, amount of claim. 

e) TRAVEL ADVANCE REQUEST AND CLAIM 
FORM. Name of applicant, destination, 
purpose of trip, amount reg_uested, 
date, approval, check number, budget 
account number, total trip cost, ad-

pense copies, if 
any. 

N/A 
Until after 
audit 

Agency Opt ion 
(Less than 1 
year) 

Applies to Items la through lg. 

LI 

f 
ded amount due, ~nexpended amount 

F""'~Tl~~.p~-~~,~~~T~~o~.~~~~ •• ~·, ..... &,.~~,,.-AA-LL,....~.~~~~~~~-'-~hc~~-.~.-F.JE_X_A_M_IN-.~.:--O-F-M~U-N-l~C~IP_A_L,....,C~O~.~p~9~.~.~T~•O~ .. ~,~~~~-t::S~T~A~T~E~ .. ~R~~~H~:~·,~~T-·~·~·--:· ...... '.J.-..... -.~c/~,,~./'.~~~/~./J~~~~~-i 

c- l.. ·~ - .. ~ _,, ri \ <.~ .... .: <.-<.--t 1-r-Je..... '-• <::.---

"' '.A>50A u r 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW 40.14,070 & WAC 414-24-0SO 

SCHEOso~6~"·ER l T>TLOISTR-ICT ACCOUNTING SERVICES - ACCOUNTS PAYABLE 

ITEM 
NO, 

RECORDS SERIES TITLE ANO DESCRIPTiON CLASS DISTRIBUTION 

f) GENERAL FUND CLAIM VOUCHER FORM. 
Contains: Vendor name and address, 
vendor invoice D\llllber, Purchase Or­
der number, q_usntity, unit, item de­
scription, price, total price, appro­
vals, accounting code entries and 
warrant number, including food ser­
vices claim form containing same 
entries. 

g) REVOLVING FUND PAYMENT VOUCHER. 
Used by schools and sent to Account­
ing, shows to whom paid, budget ac­
counts nwnber, attached to claim 
form to reimburse them for minor 
purchases. 

h) BUILDING FUND CLAIM FORM. Same 
entries as f) aboYe. Authority to 
pay. 

OPR Accounting 

2. APPLICATION FOR DUPLICATE INSTRUMENT, OPR Accoi.tnt ing. 
AFFIDAVIT" AND BOND. Authority to is­
sue duplicate check or warrant in 
case ·of loss. Notarized oath that 
original warrant was lost and req_ues -
ing a replacement. 

( 
) 

MINIMUM APPROVED 
RETENTION 

7 Years 

·_ 7 Years 

.. 

I PAGE 2 O!'" 4 i=>A.GES 

DATE 

MARCH 1976 

-OtSPOSITIONIR EMAR KS 

Except for major constructior. vouchers 
and support data which should be main­
tained for life of building. 

SUPERSEDED
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WASHINGTON STATE SCHOOL DiSTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414.24-050 

OA.TE 

I 

•CHE
0 so:5;M••" I "TL~rsrRrcr AccouNnNG SERVICES - ACCOUNTS PAYABLE MARICH 1976 l FAGE 3 OF 4 PA.GES 

ITEM RECORDS SERIES TITLE, AND DESCRIPTION CLASS NO DISTRIBUTION 
MINIMUM APPROVED 

RETENTION OISPOSITIONl'REMARKS 

3. SUBSTITUTE PACKING SLIP. Prepared ir OFM Accounting 7 Years (Until after audit) if not filed with 
instances when no packing slip was OPR copy of Purchase Order. 
received with product, showing ite!:! 
description, quantity, serial nur:i.-
bers, date received, Purchase Order 
number, person and office receiving 
product. Filed with Accounting co:ro 
of Purchase Order. 

4. COPY MACHINE READING. Auditron meter OFM Accounting 1 Year 
reading report for copy machine, 
sent to using office and returned 
for internal billing purposes. 

5. OVER 90 DAY TRACER. Sent to vendor OFM 1. Accounting As soon as mer- Jnless filed with Purchase Order or 
to track Purchase Order items which chandise is re- voucher, in which case retention would 
are overdue. Shows item, quantity, ceived be 7 years unless the file was purged. 
vendor, vendor response. OFM 2. Requesting Advisory only, . 

Office dispose of at 
office option 

6. ACCOUNTS PAYABLE CONTROL. Lists in- OFM Accountin.g Until end of 
voice totals., taxes., etc. Used to Fiscal Year 
balance against computer generated 
warrant register. 

7. BUDGET ACCOUNT CODE MEMO. Advice to OFM Receiving Office Until Requisiticln 
any district office that a requisi- Account Code is 
tion was incorrectly coded or that changed or Ac-
an Account Coi! ' was changed and to count Code 
a:ijust records accordingly. . revised ~ 

FORIT1 ATTORN{(~~ c"c::-z;AMl~ER OF MUNOCOPAL CORPDRAT>~N> ST""-TE ARC~T . 
. '"'·--<-~ h-Ffl.-. -.L.r - '/'. -;..."-)// .//~.; 

\.. b I ,~<>.· . 
' - (] 

~ 

SUPERSEDED



WASHINGTON STATE SCHOOL. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW 40.14,070 & WAC 414-24-050 

SCHECso~6t'".R 1 "'"il1srR1cr AccouNTING sERvrcEs - AccouNrs PAYABLE 
ITEM 
NO. 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

RETENTION. 

8. COMPLETION OF PUBLIC WORKS CONTRACT OFM· Contracting Agency Not retained 
MEMO. Used to notify of any company 
that board accepts contract work as 
completed and payable except for 
10% until RCW 60.28 releases are 
sent, approved and returned by Dept 
of Labor & Industries and County 
Auditor. 

9, CONSULTANT CONTRACT. Personal Ser- OPR 
vices Contract form, name of contrac~ 
tor, dates, specific services. 

1. Accounting 7 Years after 
completion of 
contract 

10. PURCHASE ORDERS AND/OR PURCHASE 
REQUISITIO)iS used as pay documents. 

':•· 

11. WARRANT REGISTERS. 

FO"'" ATTORNL_tJ! ~~L t 

~· ~~ " .. ,;Pa~ _-"". 
~-

) 

OFM 2. District office Until expiratior 
for which work was of contract 
performed 

OPR 1. Accounting 
2. Purchasing 

OPR 1. Accounting 

7 Years 
3 Years 

· 7 Years 

. 

• 
"DATE 

MARCH 1976 I PA GE 4 OF 4 PA
0

GE.S 

DISPOSITION/REMARKS 

~ssociated correspondence retained with 
contract documents. 

... 

. 

Any secondary copies generated for 
informational purposes can be disp.osed i 
of at agency option . 

. STATE ARCMl~T 

~'/ ..• -,;;?~(> -J., 
v , 

. 

SUPERSEDED
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WASHIHGTOH STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. U.070 & WAC 41.4-2.t.050 

OATE 

MARCH 1976 l PAGE 1 OF 2 
ITEM 
NO. 

1. 

RECORDS SE~IES TITLE ANO OESCRIPTION Cl.ASS 

EQUIPMENT INVENTORY CHANGE FORMS. OFM 
Input forms to computer to update 
equipment inventory. Shows date of 
pµrchase, item, Purchase Order numbelr,OFM 
quantity, unit cost. 

OFM 

DISTRIBUTION 

1. Accounting 

MINIMUM APPROVEO 
RETENTIO"i 

Destroy when 
Copy #2 is 
returned 

2. Data Processing 3 Years or un­
til verified 

3. School 1 Year 

2. RECORDS OF UNAVOIDABLE ABSENCE. Ex- OFM School 
ceeding 5 days. Obsolete form used 

Immediate 
disposal 

when state paid on attendance. Shows 
student name, student number, dates 
of departure, dates of return, rea-
son for absence. Used by Accounting 
for purposes of reporting attendancE 
to SPI for State Aid . 

. 

3. REPORT OF STUDENTS CLASSIFIED AS 
PART TIME. Used once a year to gath· 
er data for September enrollment re· 
port to SPI, shows student name, 
number, full time equivalency. 

OFM 1. Accounting Until after 
audit 

2. School (if sec- Until after 
and copy prepared) audit 

OISPOS 1 T ION/REMA R JCS 

Obsolete. 

PAGES 

4. CLASSROOM COUNT REPORT. Also used OFM 
to gather data for enrollment repor1 

1. Accounting 3 Years or 
after audit 

2. School (if sec- 1 Year 

Possibly done by School, Superintendent' 
·Office, or Data Processing. 

to SPI by teacher, grade, class. .. OFM 
ond copy prepared) 

j 5. LONG DISTANCE CALL RECORD. Aecom- OFM Accounting 
panies long distance toll.charge de-

1 Year 7 Years if filed with voucher, unless 
purged. 

I tail to offices to verify billings, 
accounts receivable record. 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414.24.0SO 

OA.TE 

•CHE
0

so~6b"'"E" 1 T•TL01srR1cr AccouNTING SERVICES - GENERAL MARCH 1976 l PAGE 2 
ITEM RECOR"'S SERIES TITLE A.NO OESCRl·PTION DISTRISUT10N 

MINIMUM A.PF'ROYEO 

NO, CLASS RETENTION OISPOSITJONIREMAR KS 

6. STATE AUDITORS REPORT. OFM Accounting 5 Years . 
7. GENERAL LEDGERS QPR Accounting 7 Years 

a) Journals . 
1. Accounts Receivable (Revenue) 
2. Cash 
3. Payroll 
4. Balance Sheet 

b) Subsidiary Ledgers 
1. Accounts Receivable (Revenue) 
2. Cash . 
3. Disbursement (Expenditures) 

. . 

I 
I 

I 
I 

FO~~ATT0RN~ f.2.. 
CHIEF EXAMINER OF" MUNICIPAL CORPORATIONS STATE AR/# c;>; 

s('..l.A.-L'-... (~,,{ Ir K.-u.-_ :::>...~,A,/, '~ "·'. ii.. .-<- r -' ' e 
AA-jCA 'J 

, 

OF 2 PAGES 

"" 

SUPERSEDED



'I ' 

SCMEDULE NUMBER I TITLE 

SD-6b DISTRICT ACCOUNTING 
ITEM RECORDS SERIES TITLE ANO DESCRIPTION 
NO. 

6. STATE AUDITORS REPORT 

7. '*GENERAL LEDGER 
Includes all ledger accounting 
required by the Superintendent of 
Public Instruction as per 
Accounting Manual - PART III-1 
Revised 2-77 

FOR T\SORN~Y ~- -· 

G>A.<n• 

f 

W.\SHINGTON ST A TE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40, 14,070 & WAC 414-24.050 

DA.TE 

J PA.GE SERVICES - GENERAL MARC1R 1976 2 OF 2 PAGES 

-
Ct.A.SS DISTRIBUTION RETENTION DISPOSITION/REMARKS 

OFM Accounting 5 years 

OPR Accounting 7 years (If not computeri7.ed) 

Until after (The•e are working papers for computer~ . 
audit ized reports. Computer reports should 

be ke1•t 7 years see Schedule SD-17K) 

.. ~ . 
I ~F EXA.MINER OF MUNICIPAL CORPORATIONS 

STATE 7/)T"' ..:i. 
t{_ ~ ~ .k-1?~ . 

ti '.AA - I 

SUPERSEDED
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WASHINGTON ST A TE SCHOOL DISTll!ICT 
GENERAL RECORDS RETEHTIOH SCHEDULE 

REFEREHCE• RCW 40.14.070 & WAC 4U-2.µ)50 

OATE 

( 

SCSH;:6~E NU~··· I TOTLEDISTRICT ACCOUNTING SERVICES - FEDERAL & SPECIAL PROGRAMS APRIL 1976 I P.A.C:E l OF 3 PACES 

ITEM REC OROS SERIES TITLE ANO OESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

NO. RETENTION OISPOSITIONIRE.MARKS 

1. Documents supporting claims for OPR District Acctg. Until 5 yrs. 1'Vr1': All records relating -to Federa.l 
Federal grants for construction of after date of Progrl>l!i Grants, wherein a claim has 
minimum school facilities in areas final payment been questioned shall be further re-
affected by Federal Activities under under the ap- tained until necessary adjustments have 
Public Lav 81-815. plication in- been reviewed and cleared. 

valved. 

2. Documents supporting claims for OPR District Acctg. Until comple- Or 3 years folloving fiscal year to 
Federal grants covering current tion of Fiscal 'Which claim relates, vhicilevever is 

expenditures in areas affected by audit. sooneI' .. 
Federal activities under Public Lav 
81-874. 

3. Records supporting claims or relat- OPR District Acctg. 3 years after Or until notification of completion of 

ing to accountabi~ity for expendi- close of Fisca federal audit, vhichever is the latest. 

tures of Federal Grants and matchini year in vhich 
funds for instruction in science, expenditure ...., 
math, history, civics, etc. Providec made. 
under the National Defense Educatio1 
Act NDEA, Title III. 

4. Records supporting accountability OPR District Acctg. Until notifica· 
for nonconsumable equipment pur- tion of comple· 
chased under NDEA Title III. tion of review 

and Federal 
Audit covering 
the dispositio' 
of such equiP-
:i;n.ent. 

' 

~TToeNELCEl)•L . CHIEF E1'AMINER OF MUNICIF'AL CORPORAT•ONS STATE "2';.T"""' -
u~--t:-k-V...._~- .. L' 

--./ -
·--~ ..... , --- , ·"7 ... 

"" . 
A a , 

SUPERSEDED
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----wASRrKUT01'4~1-A-1-c.-:)"11,;;nu..;;n;;-v1-~-1-N-n .. 1 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' Rew 40.1.4.070 & WAC 414-24.050 

DATE SCHEDULE NUMBER I TITLE 

S0-6c· . DISTRICT ACCOUNTING SERVICES ·FEDERAL & SPECIAL-PROGRAMS APRIL 1976 I PAGE 2 OF 3 PAGES 

ITEM 
NO. 

RECOROS SERIES T1TLE ANO DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

DIS POSI TIONIR EMA.R KS RETENTION 

5. Records supporting claims for Federa OPR District Acctg. 3 years after Or until notified that the fiscal audit 
grants for guideance and counseling close of fiscal is completed, whichever is the latest. 
and testing programs under NDEA Title year in which 
v. the expenditure - !Was made. 

6. Records supporting accountability QPR District Acctg. Until notifica-
for nonconsumable e~ui:ement pur- tion of the com-
chased under NDEA Title V. pletion of the 

review and audit 
covering the dis-
position of suer 
equipment. 

7. Records supporting claims for Fed- OPR District Acctg. 5 years after Or until notification that such records 
eral grants or relating to the close of fiscal are not needed for administrative re-
accountability .for expenditures for yr. in which ex- view, whichever is the earliest. 
financial assistance for the educa- penditure was 
tion of children of lower income made. 
families pursuant to Title I of the 
Elementary and Secondary Education 
Act, ESEA. 

8. Records supporting claims for feder- OPR District Acctg. 3 yrs. after Or until notified that the records are 
al funds or relating to the account- close of fiscal not needed for administrative review 
ability of expenditures for library 'fr. in which the or until notified of the completion of 
resources, textbooks and instruction expenditure was the fiscal audit,.whichever is the lat-
al materials under ESEA, Title II. .made. est. 

i 
FOR 'i E ATTORNEY rNE~ ~F EXAMINER OF MUNICIF'AL CORP OR.A TIONS STATE ARCHIVIST 

• ,/.. jJ_ - n. . I'\.{ J ) a.~c_ff,lf _,,,,,,__,<.r' - ~ ,,~,, -02 ,. 
G~~A 

(/ 
# 

i 

\ ....:\ 

SUPERSEDED
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SCHE~o~·6~UM••" i T>TLE oisTRicT AccouNTING 

ITEM FiECORDS SERIES TITLE A.NO DESCRIPTION 
NO. 

9. Inventories and other records sup-
porting accountability for library 
resources, textbooks or other 
printed and published instructional 
l!laterials. 

10. Records supporting claims for 
federal grants or relating to the 
accountability for expenditures of 
funds, granted under ESEA Title III, 
for financial assistance of educatio 
al centers and services. 

11,Inventories of equipment acquired 
with funds under ESEA Title III. 

i~ -{ ATTORNEr ""'°"'t • 
[_ \ • '"llJ'-- , 

·~A 

WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE< RCW 40.14.070 & WAC 414-24-050 

CATE 

SERVICES - FEDERAL & SPECIAL PROGRAMS APRIL 1976 

( 

l PA~E 3 OF 

CLASS DISTRIBUTION 
MINIMUM AP!ii'ROVEO 

OISPOSITION/fltEMARl<S RETENTION 

OFM IDistrict Acctg. IFor the useful 
11.ife of each 
!item. 

QPR !District Acctg. ' yrs. after 
close of fiscal 
lvr. in which ex-
penditure was 

- blade. -
OFM _District Acctg. 3 yrs. following 

lthe period for 
which inventoriet 
are required to 
be made. 

, 

... -
~F E;otAMINER OF MUNICIPAL. ·coRPORA TION~ ST ... TE ARCH.'l.T 

....;._ ) c; ... .......,.-el!--'-~...:...-~-<- __. :2.?P.: -·,. --'V-, .. -~ 
fJ 

, 

3 
PAGE.$ 

SUPERSEDED
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SCl-4EDULE NU'-'BER 

r 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 41.j.24.050 

OATE 

( 

SD-6d I rnL~ISTRICT ACCOUNTING SERVICES - ACCOUNTS RECEIVABLE MARCH 1976 I l='AGE 1 ,. 2 PAGES 

ITEM REC OROS SERIES TIT!..E "NO DESCRIPTION Cl-A.SS 
NO. 

DISTRIBUTION 
MINIMUM APPROVED 

OISPOSITIONIREM.A.RIC:S RETENTION 

1. CASH RECEIPTS TRANSMITTAL FORMS. OFM 1. Accotulting Until after 
Log Sheet showing monies received audit 
and source, e.g.' state, federal, QPR 2. County Treasure 7 Years 

local, and wha":. fund they should. be 
credited to. 

2. MONTHLY TRANSMITTAL OF DISTRICT OFM 1. Accounting 3 Years or unti 
RECEIPrS. Form transmitting monies after audit . 
from schools to district, shows OFM 2. School or Lunch Until after 
source of funds, e.ga, fees, fines, Room audit 
sales, etc. 

3. DISTRICT INVOICE. Used to invoice QPR 1. Accounting 7 Years 
customers for services rendered by OFM 2. Other copies Until after 
the .district. Shows description of audit 
item or servicess amount due. 

4. TRIAL BALANCES. Monthly reports of OFM 1.. Accountir.g 3 Years or unti *This functi-0n has been transferred 
of fund balances for each school, after internal to the Associated Student Body and 
prepared by school, sent to Account~ audit is being phased out of the account-
ing, shows total of receipts by func OFM 2, School

1 
'~ copv Until after in- ing section. (See SD-15 Item #7) 

""'nd expenditures by fund and month- ll)aintained ternal audit 
ly balance. Used for internal audit. 

5. ELEMElllTARI SCHOOL MONTHLY STUDENT OFM 1. Acco~tir.g 3 Yee-rs or unt·i] *This function has bee~ transferred 
ACTIVITY ACCOUNT. Prepared monthly 13.f:er .:_ <. ... -~ .·: r.;:.;.::.. 

i to ·t:h:=; i-\ssociated Stucict"1t. [).:,..;i &!1Ll 

I by school showing status of student aud::..~ 
I is being phased out of the account-

activity accounts. Used for inter- OFM 2. School, i :~ copy UrJ.!:...il after ing se~ction. (See SD-15 Item '"10) 

' .. nal audit. maintained audit 

F"' THE •noR1*E:""\ • 
~F E'.X-'MINER OF MU""-ICIFAL CORPdRo\.T10N:i STATE ARC:li?~ 

t ~ .. ~ \~I• , ~_)c,_,._,,,_J_,e_ kif~~ ":) ""7/L .#// -
~.~ SOA v , 

' 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40. lol.070 & WAC 414 .. 2'.050 

OA.TE 

'""·
0so:6cr··· I T'"LoisTRicr AccouNnNG SERVICES - ACCOUNTS RECEIVABLE MARCH 1976 I P ... GE 2 

,,.. 
0 

ITEM 
NO. 

6 .. 

7. 

8. 

9. 

10. 

..... 

RECORDS SERl~S TITLE ANO OESCR!i:>TION 

• AUTHORIZATION FOR USE OF SCHOOL 
FACILITIES .. Shows requests, purpose 
date of request, date of use, numbei 
of persons attending, requirement. 
Used for billing purposes .. 

MONTHLY REPORT OF BUILDING USAGE. 
Use, purpose, type of facility. 

RECEiPT BOOKS. For any mor.ies. 

COUNTY TREASURER FINANCIAL REPORTS. 
(Monthly) 

STATE APPCRTIONMElIT (Monthly). 
Report of State funding or State 
apportionment records ( mol)thly) . 

, 

-
( ~ ~£~T:.::¥\ ~.:? 

'(), .. A 

CLASS DISTRIBUTION 
MINIMUM Af>PROllEO 

015POS1 T10"4/REMA R KS RETENTION 

OFM 1. Accountir.g 2 Years 
OFM 2. Custodiar. Until facility 

prepared 

.. 

OFM Accounting 1 Year 

OPR Accounting 7 Years 

OF14 1. Accounting 3 Years 
OPR 2. County Treasure 7 Years 

OPR Accounting 7 Years 

~ EXA"'11NER 0,,. MUNICIF"AL ~eR .. CRA ""1CN$ '"" ·7;T lJ. _,_£) ·. 
~· /li/ ~t"' t...<'. <.c. ..._ .--< ,, . 

" ' 

OF 2 PAGES 

-
~ 

SUPERSEDED



F 

ITEM RECOR=iS SERIES TITLE ANO OESCFl.\PT!ON CLASS 
NO 

1. CA!ICELED CHECKS OPR 

2. CHECK 3.EGIS'IF.R OPR 

3. CHECK STUBS OFM 

l,. DEPOSIT SLIPS OFM 

5. BANK STA'CEMENTS OF'r-1 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-05() 

OATE 

Rev. FEB. 19'77 JPAGE 1 OF 1 

DISTRIBUTION RETENTION 0 IS F' OSI TION/ REMARKS 

Accounting T y·ears 

Acccunting T years 

PAGES 

Accounting Until 
audit* 

after ~If no Check Register 1s compiled, the 
Cl\eck Stubs must be retained for 7 years. 

Accounting Until after 
audit 

Accounting Until after 
audit 

~~ . I . 

SUPERSEDED



( 

•c".
0

sli:1~ ... ··R I TOTL01srR1cr PERSONNEL 
ITEM RECORCS SERIES TITLE ANO OESCFUPTION 
NO. 

--------------------------

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW .W.1'-070 & WAC ~14-24-050 

CATE 

SERVICES - GENERAL MARCH 1976 
CLASS DISTRIBUTION 

MfNIMUM APPROVED 
RETENTION 

( 

1 PAGE l OF 5 PAGES 

OISPOSITIONIREMARKS 

1. EMPLOYEE PERSONNEL FILE. File fold- OFM District Personnel 7 Years after 7 years a~er termination of employment 
ers usually consisting of some of Office termination of except as otherwise specified for 
the forms cited in other parts of employment specific forms 
this Schedule, i.e., application, 
correspondence, credential file 
(destroyed when employed), letters 
of commendation, transcripts, his-
tory card, pay and leave history 
card, (may be transferred to Person· 
nel from Payroll upon termination 
of employment ) , work performance, 
evaluation forms. 

2. EMPLOYMENT EVALUATION INTERVIEW OFM District Per.sonnel 2 Years 
FORMS. Evaluation checklists and Office 
questionnaires used for personal 
interviews between applicants and 
staff. May show name of applicant, 
position considered for, location, 
narrative evaluation, date of 
interview. 

3. EQUAL OPPORTUNITY EMPLOYMENT IN- OFM District Personnel Original - 2 
QUIRY FORMS. Used in lieu of asking Office Years or until 
racial/ sexual, etc. , information on applicant is 
application form. 112 used to replac• hired, then su-
first in personal file in order to perseded with 
gather data for federal reports. 112, retained fo 

duration of em-
ployee file. 

•· , 

O\~ ATTORNEV T""0 ' ~F EXAMINER OF t.llUNICIPAL CORPORATIONS STATE ARCHIVIST 

.J~# ~_///-~ l_ \ _ ... 1. J1 • l \.-..___ ; Ja , I 
, 

~ ~ . ,._, -
r;_~SOA \ 0 -. 

' 
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WASHINGTON STATE SCHOOL. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

•cHE050:7~ .. ··" 1 T>TLDISTRICT PERSONNEL SERVICES - GENERAL lPAGE 2 OF 5 
DA.TE 

MARCH 1976 
ITEM 
NO. 

RECOAOS SER1ES TITLE ANO DESC~IPTION 

4. WORK PERFORMANCE EVALUATIONS. Used 
as a checklist by supervisors for 
evaluating emplayee work, quality, 
work habits, interests, etc. 

5, EMPLOYMENT REQUISITION. Prepared by 
location or office where job is 
opened, goes to budget which ap-
proves hiring, then goes to Person-
nel for referral purposes, contains 
position specifications, special 
requirements, action and approval 
blocks, used by Personnel to select 
and refer qualified applicants. 

6. REFERRAL/RECOMMENDATION DOCUMENT. 
List of qualified applicants by 
Personnel referred to requesting 
office and that office's recommenda 
tions in return. 

7. REQUEST FOR INTRA-DISTRICT TRANSFER 
Lists position requested, (subject, 
level, etc., for teachers), job 
title, location, summary justifica--
tion, resume' and training, quali-
fication, present assignment. 

8. LETTERS OF RESIGNATION 

j 

) 

CLASS DISTRIBUTION 
MINIMUM APF'ROVED 

RETENTION 

OFM 1. District Person While employed 
nel Office 
2. Employee N/A 
3. Supervisor 1 Year 

OFM District Personnel 2 Years 
Office 

OFM District Personnel 2 Years 

OFM District Personnel 1 Year 
Office 

OFM District Personnel 7 Years 

CHIEF EXAMINER OF MUNICIPAL CORPORAT·•ONS 

"h-
~ Cl....,..._.o.....c: "'° kl'?_,,__ . ..,. ':Ii--.<. _ _,.,,,, 

015 POSITIONIR EMAR KS 

Filed in individual personnel file 

0 

PAGES 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW 40. 14.070 & WAC 41 ... 24.059 

( 

rs~c~"~.~0~S0~:~7~"~~M~.~.~"-T':::l"~T~c~D-I-ST-R-I-C-T~P-E-R-S-O-N-N-E-L~S-E-R-V-IC_E_S~-~G-E_N_E_RA~L~~~~~~~~~~~~..-0 .-MA-.-R-C-H 1976,~~~~...-, •• -.-.~-3~o-F~5~-.-.-.-.. -. 
ITEM 
NO 

9. 

10. 

REC OROS SERIES TITLE •ND OESCRIPTION CLASS 

PERSONNEL ACTION REQUEST and/or OFM 
AUTHORIZATION FORM. Prepared by de­
partment, school, individual, and 
sent to Personnel to initiate chang• , 
i.e., change in job, location, posi 
tion, termination, resignation, etc 
Shows name of employee, present 
status including job title, school/ 
department, days, rate of pay, 
first and last days worked, reason 
for action. From this a Personnel 
Action Authorization is issued by 
Personnel to notify Payroll, reques•­
ing office and employee of action 
taken by the Board of Directors. 
(May be part of same form particu­
larly in case of computerized recor 
system) 

EMPLOYEE HISTORY CARD. Provides a OFM 
summary of employment, shows name o• 
employee, certificate number, if 
teacher, date service began, degree s) 
issued, issuing. institutions, retir -
ment number, social security number 
birthdate, teaching certificates, 
issue and expiration dates, health 
certificates and dates thereof, 
places and dates of teaching employ 
ment, experiencE, salaries, special 
assignments, su"jects taken, credit 

DISTRIBUTION 

1. District Person 
nel Office 
2. Request.ing 
Office 
3. District Pay­
roll Office 

MINIMUM APPROVED 
RETENTION 

Until terminati 
of employment 
Until supersede 

Until supersede 

District Personnel 7 Years after 
Office termination 

<;.!:!_IEF EX.A MINER OF MUNICIPAL. CORP6RA T~ONS 

DISPOSITION/REMARKS 

n If pay history card is l<effe, 010nei use 
7 years after termination of employment 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW 40.14.070 & WAC 414-24.050 

SCHEOso~7~M-·R I TITLinsrRrcr PERSONNEL sERvicEs _ GENERAL 
DA.TE 

MARCH 1976 I PAGE 4 OF 5 PAGES 

~~-t--=-==R~E=C=O=RO~·-=··="='=·=·=T=IT-L=·~·=N~O;O~E~S-C~Rl~P~T-•O_N'"::";""""-t-C=L=A=SS-t:'.':'--:-o~··-T~R-IB~U~T-•_o_N ____ :+=M-l=N~·~~~~~~·~ ... ~~~~~~~~v_E_O __ +-------------o-•_•_P_Os_•_T_•o_N_'_R_E_M_•R_K_s ____________ --1 
10. EMPLOYEE HISTORY CARD (Continued) OFM District Personnel 7 Years after 

and dates. Usually kept for certif· Office termination 
icated staff only, may contain some 
of same data as payroll history care 
if such is kept separately for 
Payroll. 

11. ABSENCE RECORD. Sunnnary of absencei OFM 
by type, date, etc. 

District Personnel 7 Years 
Office 

12. SCHOOL EMPLOYEE HEALTH CERTIFICATE. 
Received from County Health Depart­
ment as evidence that employee has 
passed T.B. exam. Shows employee 
name, X-Ray number , address and 
occupation 

OPR 1. District Person 7 Years after ·Filed in individual personnel folder. 
nel Office termination of After termination may be transferred to 

employment or gaining district if employee transfers 
until supersede< or re-employed elsewhere within 7 years 

OFM 2. County Health 5 Years unless of termination 
Department test is positiv• , 

then filed in 
patient chart 

13. REQUEST FOR PUBLIC RECORD. I-276 OFM District Personnel 1 Year May be filed with Assistant Superinten­
dent compliance form for personnel and Office 

all other information requests. 
Lists information desired, purpose, 
whether for reading or copying, 
name and signature of requester, 
and organization represented. 

14. FORMER EMPLOYEES QUESTIONNAIRE. 
Suggestion box type of form, routed 
to management. 

) 

OFM District Personnel 1 Year 

CHIEF EXAMINER OF MUNICIPAL CORPORATIONS 

co-~-<.. d-<--- - -- -

) 
\ 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW 40.14.070 & WAC 414-24-050 

( 

SCHE051i:1~M··" 1 "'"~rsTRICT PERSONNEL sERvrcEs - GENERAL 
DATE l PAGE 5 OF 5 PAGES MARCH 1976 

OISPO$fTJ0N/R~MAR!(5 
1iJ'~.M RECORDS SERIES TITLE AND DESCRIPTION CLASS OISTFUBUTION MINl=~;EA::.~~VEO 
i.-;;....i..~~~~~~~~~-'-~~--1~--1~~~~~~-4~~~~-----4~~~·~~~~._~~~~~-1 

15. AUTHORITY TO WITHHOLD PAYROLL OFM 1. District Person~l School Year 
WARRANT. Prepared by authorizing nel Office 
department sent to Central· Office OFM 2. Central Offtce 1 School Year 
as instruction and authority to 3. Requesting De- 1 School Year 
vithhold paycheck due to employees partment 
for failure to turn in keys, no X-
Ray, etc. Lists employee name, 
location, reason for withholding, 
who holds warrant, ria.me of person 
releasing warrant and date, origi-
nating office, signature of request· 
ing officer and releasing officer. 

FOR t-IE A TT OR NEY kt:. I'""_::> 
- ~ .... "' ...-I\ -\,I -

CHIEF EXAMINER OF' M\)NICIPAL CORPORATIONS 

~ L •A}<,()_ , - .. 
, 

' I 
,. 

SUPERSEDED
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WASHINGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC '14-24-050 

( 

SCHEOSD~lbMBER I T"LDISTRICT PERSONNEL SERVICES - CERTIFIED EMPLOYEES I PAGE 1 
CATE 

MARCH 19i'6 OF 3 PAGES 

ITEM 
NO. 

1. 

2. 

3. 

4. 

RECORDS SEH!IES TITLE ANO DESCRIPTION 

APPLICATION FOR EMPLOYMENT (TEACH­
ING POSITIONS) Form listing name 
of applicant, address, professional 
information, previous employment, 
education, references, certificates 
submitted to Personnel Office by 
applicant. 

LETTER REQUESTING APPLICATION. For 
employment and correspondence 
rel:ated thereto • 

Credential Files 

LETTERS OF RECOMMENDATION or Evalu-

employers. 
a.tion Document Sc"· sent from previous 

~ 

5. CERTIFIED EMPLOYEES CONTRACTS. Con­
stitutes agreement between school 
district, board of directors and 
employees for performance of teach­
ing services. Contains salary data, 
s:i .~natures of boa.rd secretary, 

~OA 

CLASS OISTRIBUTION 
..... NIMUM APPROVEO 

RETENTION OIS?OSITION,REM.ARt<S 

OFM District Personnel Hired - 7 Years If no continuance re~uested. Filed in 

OFM 

N/A 

OPR 

Office Nonhired - 2 employe,es personnel folder. Section 

1. District 
nel Office 

2. Applicant 

1. District 
nel Office 

Years 1602. 40. EJWC 

Person Kept in appli­
cant 's file for 
life of file 
N/A 

Hired - Termination plus 7 
Non..,hired ~ 2 Yea.rs unless 

Person•Returned to col 
lege or destroy, d 
upon instructio s 
from college 

Yea.rs 
continued,. 

N/A College or Univer- N/A 
sity Placement 
Office 

OFM District Personnel Filed in appli- Hired ·- Termination plus 7 Years 
Office cant's file for ~on-hired - 2 Yea.rs unless certified. 

life of file. 

I 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

DA TE SCHE051i:1bMBER I T•TLoisTRicr PERSONNEL SERVICES - CERTIFIED EMPLOYEES MARCH 1976 l CAGE 2 OF 3 
ITEM 
NO 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS CISTRIBUTION 
MINIMUM APPROVED 

RETENTION OISPOSITION/ RE MAR KS 

5. CERTIFIED EMPLOYEES CONTRACTS (Cont< ) 
superintendent of ESD and employee. 
May be three classes of contracts: 
1. Regular contract - as described 
above. 
2. Special assignments contract -
for work over and above teaching 
duty such as coaching, music, drama 
etc. 
3. Non-continuing - 1 year contract 
for someone who replaces an employe1 
on leave of absence. 

1st Original OPR District Personnel 7 Years 
Office 

2nd Original N/A Employee N/A 
Copy OFM E.S.D. 1 Year 

6. PROFESSIONAL CREDIT APPLICATION. OPR 1. District Person ~7 Years after 
Application for professional credit nel Office termination of 
for studies not bearing college employment 
credit. Contains outline of request OFM 2. District Person Retained until 
description of study, place, date, nel Office original is re-
duration of study - report of com- turned by emplo· -
pletion, approval lines for distric , ee with instruc-
professional credit committee, cred~ tor's signature 
its recommended and granted, signa- showing course 
ture of superintendent. Prepared by completion 
employee, turned in to committee fol 
evaluation, then to Personnel Offic< . 

"'1 ~'SE ATTORNE~ C~ EXAMINER OF MUNICIPAL CORPORAT:ON5 STATE AR/.# • 
-~ ·' -- L ) a-..c.-U! •. A·/:L__,,__"· ,, -;i '"¥~ ,,,,,, / ;; 

I ' --
} 

.' I ' ~~SOA 

) ) ·~.) 

P" GES 
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WASHINGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW .W.14.070 ~ WAC 41"-24-050 

( 

..---------------,..-l~T,...,,E------------------------------------------------------------------..-0-A~T~E---'~'---------..... l------------------..... 
SCMEDSD~ ib'MBER n L DISTRICT PERSONNEL SERVICES - CERTIFIED EMPLOYEES MARCH 1976 •••• 3 OF 3 ••••• 
ITEM 
NO. 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

RETENTION DISPOSITION/REMARKS 

1---+--------------------------------------+-----+--------------------i-----------------+-------~,~-----------------------------4 T. 

8. 

9. 

APPLICATION FOR LEAVE. For vacation, OFM 
study, etc. Lists name of employee, 
job title,. location, reason for 
leave, description of use of leave 
time, signature block for applicant, 
administrator, date, board action. 

EMERGENCY PERSONNEL LEAVE AND OTHER OFM 
PURPOSES. Shows name of employee, 
school, dates of absence, explanation 
of emergency. Signature of employee 
taking emergency leave, signature of 
unit administrator. Prepared after 
leave is taken. 

APPLICATION FOR SABBATICAL LEAVE. OFM 
Lists name of requestor, assignment, 
dates of request of leave, reason 
for leave, years of teaching, degrees, 
narrative of leave plans is attached, 
signature blocks. 

District Personnel Retain until af· 
Office ter termination 

of employment 

District Personnel 1 Year 
Office 

District Personnel Approved - 1 
Office Year after ter­

mination 
Unapproved - 1 
Year 

~EXAMINER OF' MUNICIPAL CORPORATIONS 

.J a...,,.1-~.e.J .. A-de ... _ ...... <___-. 

Provided leave history is kept for 
ilstric:ts where cumulative is given 

. .. 
STATE ARCHIVIST 

/-t' -;z.... 7~ ~-'-' 
. 

-
[) 

, 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-050 

SCHEDso~i;"·ER 1 T·TL~rsrRrcr PERSONNEL sERvrcEs - cLAssrFIEo EMPLOYEES 
OATE I PAGE l OF l PAGES MARCH 1976 

ITEV. 
ND. 

RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

RETENTION DlS POSI TJON/R EMA R KS 

1. APPLICATION FORM. Lists applicant OFM District Personnel 1. Nonhired - 2 May be filed in Employees' ?ersoi:mel 

2. 

name, address, previous employers, 
education, personal data, birthdate, 
references, qualifications, skills, 
list of licenses, credentials, etc. 

CLASSIFIED EMPLCYEES "CONTRACT". 
Consideration notification, notes, 
date of board action, position 
filled, location, step and class; 
vacation days, base pay, total 
sal.ary. 

3. APPLICATION FOR LEAVE 

) 

Years Folder 

OFM 

N/A 

1. District 
nel Office 
Employee 

2. Hired - 7 
Years after 
termination of 
employment 

Person .. l Year or until 
superseded 
N/A 

OFM 1. District Person Until a~er 
nel Office or Pay- audit 
roll 

N/A Employee N/A 

K EXAMINER OF MUNICIPAL CORPORATIONS 

J io!7'~r.. •..•.. / ~~ ~~~ C"( __ ,..,. 

) 

May be used in lieu of Employee Change 
Notice 
Provided history card retains pertinent 
data 

(/ 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC ~14-24-050 

( 

""='sc~s~~~~~B~C~E-N-U~M~B~E~R-~,T~<T~L~~-I-S_T_R_I_C_T __ P_A_Y_RO __ L_L __ S_E_R_V_I_C_E_S ______________________________________ ~o-.-MA-E_R_C_H_, 197·6·-------..-1 •• -.-E---l---
0
-.-1-0---.-.-•• -.... 

1J;_M RECOR.OS SERIES TITLE ANO DESCRIPTION CLASS OISTRISUTION MINt~~~::;;~~VEO DISPOSITION/REMARKS 
i.;..;-+----------------------------1-----1--------------1-----~;.;..,;,;---........ _____________________________ ~ 

1. EMPLOYEE RECORD. Filed by employee 
name. Detail of current employee 
status, generated originally from 
employee application. Lists gen­
eral information; address, hire 
date, social security number, phone 
number, personnel information; year: 
and type of work experience, formal 
education, degrees, certificate 
number, grade, subjects taught, pey 
roll data; exemptions, retirement 
member number, amount, medical in­
surance plans, Wlion name, deduc­
tions, FICA, federal withholding, 
miscellaneous deductions, sick and 
annual leave accruals, assignment 
data; position name, number, con­
tract amoWlt, rates, class step, 
contract duties, duration, hours, 
etc. , pey begins , ends , pey periods 

OFM 

OFM 

District Peyroll 
Office 

7 years after 
termination of 
employment. 

District Personne: Until termina-
Office tion of employ­

ment. 

2. PERSONNEL PAY HISTORY RECORD. Lists OFM District Payroll Permanent 
employee name, address, phone, Office 
school or department position, mari· 
tal status, dependents, social sec-
urity number, retirement system 
number, birth date, date employed, 
yearly listing of. employment -
showing school position, effective 
date, salary, salary schedule, 

NOTE: As this record mey be computer 
generated ( e'. g. , Visirecord) rather than 
manually prepared, two sets mey be pre­
pared, one for Personnel and one for 
Payroll,, .One copy of each set may serve 
as computer input form and be retained 
only until superseded. 

This record! may be transferred to Per­
sonnel after employee is dropped from 
the system and may be combined with 
permanent employee history and/or simi­
lar smmnB.ry document kept permanently by 
Persom1el. 

monthly salary, other duties, age, 
-·--...._,."'.":::'~~~~~~---------------------+,.-,...,-!------=-....,..,,....--..,.., __ ,....,,..,,.i..,..,,...,~----------..+,~~--·----.....,~·~·~·.;..;·~·::...----.... ----------------1 
' ·~---~H~E ~A::T:::T:::~R~N:E:. l G ~· E E:~Nl:: ;,' ·~L::::=:::::::: ___________ _J~_.l"=FdEa';:!Ai;:M;:!O N;;;IEi;:;R{.,,O~F~M~UtN::O:!iCJ::O P;:!A"L~C::!O::.R::!P:.00:R ::A =T ::' O:N:' '=-----LH_A_T_Ec:::::::A 2;.'J' '/ --, -i4lf: - -
~ .J )a.-t.~l' ~ -<' , . . ~· . k~~":!_-'~~!lt'r~,.~~~----J ,- "' 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.0SO 

5

SD:BULE NUMBER I TOT~~STRICT PAYROLL SERVICES 
0.A.TE 

I PAGE 2 O<=' 10 PAGES MARCH, 1976 
ITEM 
NO. 

RECORDS SERIES TITLE AND DESCRIPTION CLA.55 DISTRIBUTION 
MINIMUM APPROVED 

RETENTION 

2. PERSONNEL PAY HISTORY RECORD (Cont. 

3. 

4. 

5. 

sick leave cumulative record, vaca­
tion leave cumulative record. Filed 
alphabetically. 

PERSONNEL ACTION FORM. Shows changE OFM 
of status, hours., location, rates, 
etc. OPR 

District Payroll 
Office 
District Personnel 
Office. 

Until after 
audit. 
7 years after 
termination of 
employment. 

TIME CARDS. Shows months, dates 
and hours worked, mey describe 
work, total hours, rate, employee's 
signature, supervisor's signature. 

OFM Work location: Until after 

PAYROLL WORK REPORT - MONTHLY. List~ OPR 
employees, dates and hours each 
worked, location, absences, substi-
tutes names , dicy-s worked, rates , OFM 
account ntmfoers. Prepa.J:·e,-: f:l..i.1.d 
.s ignt!·l by supervisor from time car&: . 
Submitted to Payroll as official 

School, depart- audit. 
ment, etc. 
.!!Q1!: In the 
instarice of 2nd 
Class Districts, 
this record may 
be sent to County 
Auditor as auth-
ority to write a 
warrant. 

District Payroll 
Office 

7 years 

School or location 1 year 

Ci-11£1=" E:-:AMINER OF" MUNICIPAL CORPQRATlCNS 

~ "'-<.-(. • ...(. j~'-<..'1;'$..-'.-.<./ -
' 

) ) 

DISPOSITION/REMARKS 

Data transferred to Personnel Pay 
History Record. 

This assumes that a payroll work report 
as per item #5 is prepared from the time 
cards, signed by the supervisor and for­
warded to Payroll as the official record 
of time worked. If not, time card be­
comes OPR and must be held for 7 years 
retention. 

May be sent to County Auditor for 2nd 
Class Districts. 

Unless data is computerized. If so, re­
~er to Computer Reports Schedule. 

. 
. ii 

SUPERSEDED
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WASHINGTON ST.I.TE SCHOOL OISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW A0.14.070 & W4C 414-2<1-0SO 

rs~c~SD~._~0S~·c~•~"~u~µ~.~.~"-~IT'~T~D~IS_T_R_I_C_T __ P_A_Y_RO __ L_L __ S_E_R_Yl-C-E-S------------------------------------..... 0-.-T-MA-. R~C~9-7-6------..-i.-.-•• ---3--
0
_•_l_D _____ •_••-•~ 

1"::--,-~~~-'-~~~~~~~~--.~--..~~~~~~.....,.~~~~~-+-~~~·~~~ ..... ~~~~~~-1 
1J;.NI RECORDS SERIES TITLE A.ND DESCRIPTION CLASS QISTFUBUTION MINl:~~EA.::.~~VEO DISPOSITION/REMARKS 

~-t-------------------------------+-----+----------------.+-_.:.::~:.::::.---.+-~·~-------------------------1 

5. PAYROLL WORK REPORT - MOIITHLY (Cont.) 

6. 

7. 

work record on which payment is ma.de. 

TEACIIER SUBSTITUTE REPORT. Used in OPR District Payroll 
lfeu of payroll work report or sign 
in sheets or reports for substitute 
teachers only. Lists time period, 
school, date, signatures, name of 
absent teacher, full day or pa.rt 
day. 

COMMUNITY SERVICE WORK REPORT.Used 
when custodian, cook, or other 
school employee works for an out­
side organization even if performed 
during regular work hours. Lists 
employee name, type of work per­
forl!Cd, date and hours of time 
worked, rate, principal 's signature 

OPR District Payroll 
Office 

OPR District Accounts 
Receivable Office 

8. SUBSTITUTE TIME SHEET OR CARD. OPR District Payroll 
Teacher-Casual. Used in lieu of 
time cards. For substitute teacher 
or casual classified hourly labor. 

I. PAYROLL WARRANT REGISTER OPR District Payroll 
Office. 

OPR County Treasurer 

7 yea.rs 

7 yea.rs 

7 yea.rs 

7 yea.rs 

7 yea.rs 

7 yea.rs 

CHIEF EXAMINER OF MUNICIPAL CORPOR~TIO"l5 

C-::- Ja ~ _,,_,,_,, ,;;-.;{}_ . 
' 

May be sent. to County Auditor for 2nd 
Class Districts. 

Filed r.n.th payroll work-reports. 

Ma.y be kept longer to verify pa.y for 
retirement purposes if no other record 
exists~. 

Permanent if detail of pay is not per­
manently recorded on Pa;y History Record. 
See Ite111 il2. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERE.NCE< RCW 40.14.070 & WAC 414-24-050 

'50.'.'f" NCMB"P I T<TCDISTRICT PAYROLL SERVICES l PAGE 4 
CATE 

MARCH, 1976 = .. GES 

V1 ..,.. 

ITEM 
NO. 

RECORDS SERIES TITLE ANO DESCRIPTION 

10. WARRANT REQUEST FORM. Used to a.uth­
ori ze writing of va.rrants between 
regular pay periods. 
REQUEST TO SIGN CHECKS. To Accoun­
ting form Data. Processing. Kept 
with warrant control documents. 

ll. TAX SHELTERED AGREEMENTS 

12. JURY OR MILITARY SERVICE AGREEMENT. 
Form or letter of agreement provid-
ing for reduction in pay equal to 
a.mount received by employee for jur; 
or temporary military duty. 

13. GARNISHMENTS. Legal document serve 
to require deduction of a. specific 
sum from emplQYee's vages for pay-
ment of a credit obligation. 

14. PAYROLL COMPUTER FEEDER REPORTS. 
a. Computer input for payroll ex-
ceptions, changet; in hourly rates, 
distribution of costs. 
b. Correction to pay history, ad-
justing gross pay, deductions, from, 
to. 

~ -SOA 

) 

CL. ... 55 

OPR 

OFM 

QPR 
OFM 

DISTRIBUTION 

District Payroll 
Office (County Aud 
Da.ta. Processing 

OFM District Payroll 
Office 

OPR District Payroll 
Office 

OFM District Payroll 
Office 

GPR Court 

OFM District Payroll 
Office 

MINIMUM APPROVED 
RETENTION 

7 years 
tor] 
Until after 
audit. 
Until after 
a.udi t. 

DIS P OS ITIQN,'Fl EMAR KS 

Usually kept by County Auditor. 

4 yea.rs after May be filed in other central office. 
expiration of 
agreement. 

7 yea.rs 

1 year after 
fulfillment of 
obligation or 
removal of gar­
nishment. 
7 years 

1 year 

May be filed with Personnel Office 
instead. 

C1-11EF EXA"11NER OF MUNICIPAL CORPORATIONS 

~- ,/) .J I -. ,, ,, . -,.,<.. .J 

' - ) 

, 

~) 
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WASHINGTOM STATE SCHOOL. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & Wi'C 414-24-050 

DATE -
'c"so~a· NUM•·· I "'oisrRrcr PAYROLL SERVICES MARCH, 1976 I •GE 6 OF 10 -1T'EM RE"coAOS SERIES TITLE ANO DESCRIPTION ·C:L"-55 DISTRIBUTION 

MIN1MUM APPROVED 

NO. 
RETENTION OISPOSITlO"'/REt.tAi:;.KS 

15- PUBLIC EMPLOYEES' RETIREMENT FORMS 
PERS SYSTEM. (Cont.) 
f. RB 19, Notice to Separate from 
Service, Members Subject to Compul-
sory Retirement. Copy 1 OFM District Payroll 1 yea:r 

Office. 
g. RB 45, Notification of Failure 
to Make Retirement Deduction or to 
Submit Notice of Separation.Copy 1 OFM District Payroll None - Immediat• 

Office Destruction 
h. RB 54, Authorization to Discon-
tinue Increased Contribution.Copy 1 Ol'l! District Peyroll 1 year 

Office 
i. RB 57 • 57b, Memos, Separation 
l'lotices. Copy 1 OFM District Payroll 1 year 

Office 

16. LI 2o6-55, Emplayers' Quarterly 
Report of Payroll Copy 1 OPR Labor & Industries 7 years WAC 296-17-310 

Copy 2 OH! District Payroll 3 years 
Office. 

17. TEACHERS 'RETIREMENT SYSTEM DEDUC-
TIO!I SHEETS & TRANSMITTAL REPORTS 

Copy 1 OFM District Payroll 3 yea:rs 
Office 

Copy 2 OPR Teachers' Retire- 7 years 
ment 

FO,THE HTORNE~.:?: • I~ EllA>.Al"IER OF' .,..uNICIPAL COR~OP&":"•c-.s STATE .. R7.'fT . 

._ ~. J -
_} \ •..•. ~~~ -~- ;2. ~ ,,,,.,,. -- -~ 

~ PA I 
., 

PAGES 

SUPERSEDED



WASHINGTON ST4TE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 41-4-24-050 

• 
( 

..,... ________ """'""'"T--:...,,.------------------------------------------------------..-----~~------...... -----------------. 
SCHSD~S NUMOER j'"LoEISTRICT PAYROLL SERVICES CA MARCH, 19:76 I PAGE 7 OF 10 PAGES 

ITEM 
NO. 

18. 

19. 

RECORDS SERIES TITLE A.NO DESCRIPTION 

MEDICAL INSURAllCE LISTINGS. Listing 
of employees enrolled for medical 
insurance, and amounts accompanying 
billings, for Blue Cross, etc. 

DEDUCTION FOR MEDICAL INSURAllCE 
COSTS , CONTRIBUTION TO Ul'IITED WAY , 
ETC., OR PROFESSIONAL DUES TO WEA, 
AF'l\ PSE, ETC. 

20. MISCELLANEOUS DEDUCTION LISTINGS. 
Separate or combined listings by 
employee for various pqroll deduc­
tions, UGN, Union or professional 
dues, Credit Union. 

21. LABOR & INDUSTRIES INDUSTRIAL 
ACCIDENT CLAIM FORM>. 
a. Order Allowing & Closing Claim 
for Medical Treatment Only. 
b. Better Address Letter. 
c. SF 4089, Statement of Awards 
from Medical Aid Fund. 
d. LI 210-8, Notice of Travel 
Expense. 
e. LI 210-14, Bill Rejection. 
f. LI 210-5~. Cancellation of 
Warrant. 
g. LI 210-38, Crder Notice (351). 

CLASS DISTRIBUTION 

OPR District Payroll 
Office 

OFM District Payroll 
Office 

N/A ~nsurance Companies 
Associations, 
Chari ties, etc. 

OFM District Payroll 
Office. 

OFM District Payroll 
Office 

OPR Dept. of L & I. 

MINIMUM APPROVED 
RETENTION 

7 years 

OIS'POSITIONIREMARKS 

Until terminati m 
of employment 
or until super­
seded. 

3 years. 

5 years 

Permanent 

Labor !O Ind.ustries retains on micro­
film ai'ter 5 years. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 4().14.070 & WAC 414-24.050 

---- ------·--

SCHEDULE NUMBER I T>TLDISTRICT PAYROLL SERVICES 
CATE I PAGE 8 SD-8 MARCH, 1976 OF 10 PAGES 

ITEM RECORDS SERIES TITLE A!'.10 OESCRIPTJO!'-: CLASS 'OISTR16UTIO!'.: 
MINIMUM APPROVECl 

DIS POSITION/REMARKS NO. RETENTION 

22 LABOR & INDUSTRIES \IISHA/OSHA OFM District Payroll 5 years 
ACCIDENT CLAIM LOGS Office 
a. 100 (LI 415-19) Log of Occupa- OPR Dept. of L. & I. Permanent Chapter 27, RCW 49.17. 
tional Injuries and Illnesses. 
b. 101 (LI 415-17) Supplementary 
Occupational Injuries and Illnesses 
Form. 
c. 102 (LI 415-18) Summary of -
Occupational Injuries and Illnesses 
Report. 
d. 103 (LI 415-12) Survey Form for 
Occupational Injuries and Illnesses 

23. PRINCIPAL FEDERAL TAX RETURN AND 
RELATED FORM3. 
a. Was;e and Tax Statement W-2 - OFM District Payroll 4 years 
Reports wages, tips and other com- Office 
pensation and employee FICA tax; Payee N/A 
income tax withheld; supports 
credit on individual tax return . 

. 

b. Transmittal of Income & Tax OFM District Payroll 4 years 
Statements W-3 - Employer's annual Office 
transmittal of wage end income tax 

I withheld statement ·on Forms W-2, 
W-2P and 1099R. 
c. Aniiual ReEort bz Certain P"'l:ers OFM District Payroll 4 years I 
of Aniiui ties and LUlllll-sum Distribu- Office 
tions - W-3P. Applicable only to 
insurance companies and governmen-
tal agencies or retirement systems. 

F~HE ATTORN:.FC 

-~ 
CHIEF EXAMINER OF MUNICIPAL CORPORATIONS 

STA TE 7:VIST 
' '"'"' r'C_. '- .... , J ) •1.A-« < ·<---).... ;(? ~....<~ "? :;¥~ ////. : 
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WASHlllGTOH STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414.2...050 

CATE 
SCS~BLE NUMBER I TIDISTRICT PAYROLL SERVICES MARCH , 1917 6 PAGE 9 OF 10 PAGES 

ITEM NO. RECORDS-SERIES 'TITLE ANO DESCRIPTION CLASS DISTRIBUTION 

23. PRINCIPAL FEDERAL TAX RETURN AND 
RELATED FORMS (CONT. ) 
d. Rnmlovee' s Wi thholdirnz Allovanc 
Certificate - W-4. Form filed by 
employee with employer so that 
proper amount of income tax lDBJ' be 
vi thheld from wages. 

OFM District Payroll 
Office 

e. Exe!!lption from Withholding W-4E OFM District PllJ'l'Oll 
Office Form filed by employee certifying 

that he had no ·liability for income 
tax for preceding taxable year and 
he anticipates that he will incur 
no liability for current taxable 
year by so certifying he will be 
exempt from federal income tax 
withholding. 
f. Annui tent Is Reauest for Federal OFM 
lnconJ! ·1·ax WJ.T.rinQln-ing - W-4P -
Request for withholding of federal 
income tax from each annuity or 
pension payment. 
g. Employer's Quarter1y Federal 
Tax Return - 941 - Employer's 
quarterl,y return of FICA and income 
tRxes withheld, a two-part set con-
taining both .the Schedule A(94l) 
and the return. 

KJFM 

District PS¥roll 
Office 

District PS¥roll 
Office 

h. Continuation.Sheet for Schedule OFM District Payroll 
A of Form 94l-9i'h_::. Wage continua­ Office 

MINIMUM APPROVED 
ft IE TENTION 

4 years after 
supersession or 
termination of 
employment. 

4 years a:tter 
termination of 
emp1oylllent. 

Permanent 

4 years 

4 years 

DlSPOSITION/REMARKS 

tion sheet. 
·~-=-=~==-~,.,-~~~~~~+.,,...,=-!,...,....,.....,,~...,,,..,~~~~~~~-;-=-:':'.'~--...... --~~~~~~~-1 

·F....:~-'~,:~~·~·~T~:to~~~~~~:.!.::::.R:A...._~L:::::::._·~~--~----~..Lc_~~·~F::!.EX~·~~!:!:··~R~O~FiMIU~·~·cc•~·=·~L~C-O~R'P'~~R~A;TO~O-•-·~~----L·_T_•~TE'~~~~"~Ta.s...,,....J!:....~ i.... Q11.ce,L-'(. J .,a_ . I_,. ,._ 7 
".'. ~AA}SOA -
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24-050 

DATE SCHsEo.'.'iiE NUMBER I TOTDisrR1 cr PAYROLL SERVICES MARCH, 1976 J PA GE 10 OF l 0 

"' 0 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION NO. 

~3. PRINCIPAL FEDERAL TAX RETURN AND 
RELATED FORMS (Cont.) 

i. Statement to Correct Informatior 
Previousll ReEorted Under the 
Federal Insurance Contributions Act-
~ - For use to correct wage and 
FICA tax reports previously submit-
ted by employers. 
j. g,uarter~ Return of Withheld 
Federal Income Tax - 241E - Vari-
ation of Form 941 for use by state 
a..~d local government employers and 
organizations exempt, for example, 
by virtue of cheri table, religious , 
scientifics literary or educational 
programs , that have not waived their 
exemptions, and other organizations 
that are not liable for FICA taxes. 
k. Federal Use Tax Return on Civil 
Aircraft -4~38 - Used to report an 
annual tax of $25 on the use of 
civil aircraft. 
1. AJ?l!lication for M•p;netic Ta Ee 
Filing - 4295 - Used to replace 
paper recor<lil in transm tting tax 
information pertaining to federal 
income tax and FICA withheld. 

FO,THE ATTOR7f G?f«)C 
ii-.... I l - ·- ""'-

I 

' 

~OA 

~- ) 

CLASS DISTRIBUTION 
MINIMUM A.PPROVEO 

DIS POSITION/REM.A.Fl KS RETENTION 

OFM District Payroll 4 years 
Office 

OFM District Payroll 4 years 
Office 

OFM District Payroll 4 years 
Office 

OFM District Payroll 4 years 
Office 

~F EXAMINER OF MUNICIPAL. CORPORA T!ONS STATE AR7; 
,.J j ct..,..1 ...... ~c~...-k/(1.<,,.~<-.C·C.-- ~ ~,.,._, /. ~ 

/ 
, 
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~AGES 
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1. FINAL BUDGET (AdGpted) OPR 

WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW 40.14.070 & WAC 41"-2...050 

1. District Budget 
Office 

2. SPI 
3. District Supt. 
4. Other Dist. Off 
5. E5D 
6. District Board 

7 Years 

Permanent 

Other copieos distributed for infor­
matiomol pttrpC>ses should be discarded 
as g_ufokly as informational purpose is 
served. 

2 Years (optio1bi) 
Optional 
5 Years 
Permanent 

~ 2. PRELIMIJIARY BUDGET (Adopted) OFM 1. District Budget Until adoptio1 Same as all>ove 

3. BUDGET WORK PAPERS OFM 
Budget input forms, used by Budget 
Officer to gather data from Dist-
rict departments and schools to 
"build" budget. May include all 
or part of the following forms: 

:-'-· BUDGET PREPARATION FORMS: PRELIM-
INARY A1ID FINAL BUDGETS. OFM 
1. PROGRAM BUDGET SUM!v'JARY-

Office 
2. District Supt. 
3. Other District 
Offices 

4. SPI 
5. ESD 
6. District Board 

1. District Budget 
Office 

2. Program Direc­
tors. 

Optional 
Optional 

Permanent 
5 Years 
Permanent 

2 Years 

2 Years 

2 Years 

Shows estimated revenues by account 
number and_estimated expendi,tures 

Fo~~~T~H~.~.~T~T~OP.~--~~~1''A"J.~r;:==.~.~ .... "')-~~~...:..~....;....;~~-+c-~---F~EE-XX-AA-MM-,ON-.-R-O_F_M_U_N_•_C~.p~.-L-C~O~R~P~O~R-.-T-,O-N-,~~~~~S~T~.~T~E~A-~-C-H-~··,,~T~~~~~~~~~.~~~~~-1 

_...l~~:·-~-:::··:·:....!'\L...!\_ '·\~~\..\::..:'~=..::=-..:::.... ________ L_JJ,~J""".,,,::::!2~;:!::;;:;:!;::~/~/.-l.l;~~~~·~~~~~-<'-:!'.:l.._,.:::....""":::::=:::.....l..~..::::" . - '7-~ - ~ « 
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"s"D· 0
::L9 NUMBER I T>TLE D1sTRicT suDGET sERvicEs 

ITEM 
NO. 

RECORDS SERIES TITLE "ND OESCRIPTION CLASS 

2. PROGRAM EXPENDUTURES ESTIMATES 
SALARY 
Shows salary items by :f'unction, 
account number, FTE base amount, 
benefits by position. 

3, PROGRAM EXPENDITURE ESTIMATES 
NON- SALARY ITEMS 
Breakdown of spending plan. Shows 
object or sub-qbjects, account 
number, amount requested. 
4. STATEMENT OF PURPOSE 
Form used to write narrative state-

ment of function/purpose of pro-
gram or department. Justification 
document accompanying cost figures 

3b. BUDGET INPUT FORMS/PRELIMINARY )FM 

BUDGET ONLY 
1. PROGRAM BUDGET PROJECTION-
SALARY ITEMS 
Lists· salary items by type or posi-
tion, certificated, professional, 

secretarial, etc., numbers of FTEs, 
amount for current or proposed 
budgets. 
2. PROGRAM BUDGET PROJECTION-
NON- SALARY 
Lists objects, contracted services, 
travel 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

OA'T'E 

MARCH 1976 

DISTRIBUTION 
MINIMUM APPROVED 

RETENTION 

District Budget 2 years 
Office 

I i=>AGE 2 OF 4 
DIS POSI TIQN/R EMA R t<S 

FC'THE ATTORNE~E0N";""S > _ C!-HEF EXAMINfi:R OF MUNICIPAL CORPORA TtONS 
•T<TE ARC7 j" 

:... -· . ' 'l VlOJv-- l )_ , t.-t-t'~-< .{ .. ;,-1?-.c.-T ·-~_..,(.,,.(__- -;;. ~~'/;,-4'"-
GAA- 11'.lA ' I' . 
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i='AGES 
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3c. BUDGET INPUT FORMS- FINAL BUDGET 
ONLY 
1. REVENUE REVISION FORM 
Used to indicate changes only from 
preliminary budget. Shows revenue 
account number, description, change 
from- to. 
2. EXPENDITURE REVISION FORM 
Used to indicate changes only, from 
preliminary budget. Same as C-1, 
above, only for.expenditures. 
3. SALARY EXHIBITS (SUM'.!ARY BY 
SCHOOL) 
For elementary, juniqr.high, senior 
high, recap shows FTEs, amount 
extra help costs and carry over for 
each school. 
4. SALARY EXHIBIT SUMMARY BY PRO-
GRAM 
Lists estimated revenues, summary 
of estimated expenditures, staff 
costs, l'TEs, non-salary other 
object costs, totals. 
6. SPECIAL PROJECT BUDGETS- OVER 
STA.TE AND FEDERAL. 

OFM 

4. INFORMATIONAL BUDGET LETTERS AND OFM 
MEMOO DISTRIBUTED BY BUDGET OFFICE 

WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40. U.070 & WAC 414-U.050 

2 Years 

1. District Budget 1 Year 
Office 

--------------

( 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414-24-050 

DATE 
-

SCH~;~~· NU~BE• I T>TC• DISTRICT BUDGET SERVICES MARCH 1976 I PAGE 4 OF 4 PAGES 

ITEM RECORDS SERIES TtTLE ANO DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

DtSPOS I TION/R EMA R KS 
NO. RETENTION 

4. INFORMATIONAL BUDGET LETTERS AL"D 2. Program Di rec- 1 Year 
MEMJS DISTRIBU'lED BY BUDGET OFFICE tors 
(CONTINUED) 3. Schools 1 Year 
a. Notification to school of bud-
get expenditure (allotment) plan. 
b. Notification of preliminary 
and final allocations. 
c. Other instructional or inf or"':" 
mational data on budget or allot-
ments. .. 

). ANNUAL REPORT OF SCHOOL FUNDS FROM OPR lCounty Treasurer 7 Years 
COUNTY TREASURER OFM 2District Budget Until after 

Office audit 
6. BUDGET OFFICER· S MONTHLY, FINANCIAL OFM lBoard Of Direct- Permanent (Part of Board Minutes) 

AND STATISTICAL REPORTS TO THE OFM ors 7 Years 
BOARD 2. District Budget 

~ffice 

7. BUDGET STATUS REPORT. Shows OFM 1. District Budget 2 Years May be found in accounting rather than 
revenues, expenditures, adjustments Office the Budget Office 
and balances on a YTD basis. OFM 2. School Princi- 1 Year 

tpals 

-
FO' THE ATTORNEY (\"f"""' CHIEF EXAMINER OF MUNICIPAL CORPORATIONS 

STATE AR7.S# ....... J\ \I·-.~ I~' ,/,/2 7- "2~ /FA .,-;., 1 )a.<-"'-'-<- ~~ . 

~;QA ' / 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.1<1.070 & WAC 414-2...050 

~,~c~"~.~0;-~-:~;-~-M~.~'",,....~/.~ .. ~.c~D~I-S-T-R-I-C-T--P-U-RC-H-A-S-I-N-G--S-E-R-V-I-C-E-S--------------------------------...,...,0~.MA~T~ER_C_H-~i------~1~.-.-.-E----,-o-F---,--•• -.-.. --. 
~·~------..._ ____ _. ____ ..._ ______ ... 

1. BIDS AND FORMAL QUOTES 
(in vri ting) 
Successful and unsuccessful 

2. PRICE CHECKS & INFORMAL QUOTES 
By telephone, but recorded. 

3. PURCHASING REQUISITION 
Request from school or department 
for goods or services to be obtainea 
by Purchasing Department. 

4. PURCHASE ORDER 
Order issued to vendor to supply 
speci fie goods or services at a 
given price~ 

5. WITHDRAWAL OR CANCELLATION OF 
PURCHASE ORDER 

-

DIS ?OS I TION/R EMA Ft KS 

QPR 1. Purchasing 7 years Unless litigation is pending 

OFM 1. Purchasing 1 year. 

OFM 1. Purchasing 3 years 
OFM 2. Requesting Off. 1 year 

OFM 1. Purchasing 3 years If this cOJi'Y is used as document on 
QPR 2. Accounting Off. 7 years vhich paym<•nt is authorized, othervise 
OFM 3. Requester 1 year after purchasing copy is QPR. 

audit. 
N/A 4. Vendor N/A 
OFM 5. Additional copi< sl year after 

audit. 

OFM 1. Purchasing 3 years 
:1/ A 2. Vendor 

. 

~MINER OF MUNICIPAL C0R?0RATIONS 

,,I_ J • .:. .... L<'£<'. /,..-~. ,C, 4:.L--" 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 I!. WAC 414..24-050 

SCHEDULE NUMBER ! ''"LE nTSTRT rT WAREHOUSE/CENTRAL 
DATE I PAGE SD-11 STnRFS MARCH , 976 , OF , PAGE$ 

ITEM 
NO. 

RECORDS SERIES TITLE A.ND DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

DISPOSITION/ REM1'.R KS RETENTION 

1. PURCHASE ORDERS OFM 1. Warehouse /Store Until af-'oer 
Copies used as Receiving reports audit 

OPR 2. Accounting Off. 7 years 

2. WAREHOUSE REQUISITIONS OFM 1. Warehouse /Store 1 year 
,OFM 2. Accounting Off. Until after 

audit. 
OFM 3. Req_uisitioning 30 days 

Office 

"' "' 3. PACKING SLIPS OThl 1. Warehouse/Store 1 year 
Bills of lading, shipping manifest OFM 2. Accounting Off. Until after 
copies audit. 

4. DAMAGE & LOSS CLAIM FORM> OFM 1. Warehouse /Store Until after 
audit. 

OFM 2. Accounting Off. Until res ti tu-
tion. 

5. FI~ANCIAL REPORTS OFM 1. Warehouse /Store 1 year 
OFM 2. Accounting Off. 1 year after 

audit. 

6. WAREHOUSE INVENTORY OFM 1. Warehouse/Store Until Supersede i 
OFM 2. Accounting Off. Until superseded 
OFM 3. Purchasing Until superseded 

• 

FO~ENE7"":> (~EXAMINER OF MUNICIPAL. CORPORATICNS 
STA.TE A7.~-T I I ' 

;;;?~ . {;-'-'\~ f'L_ J - ,, 4 k-/?_ - ~ __.,,.. - /.« 
(. ~!-;,oA / . 
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SUPERSEDED
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1. TRANSITORY RECORDS 

2. READING OR DAY FILES 

3. GENERAL CORRESPONDENCE 

4. 

5. 

6. 

a. Routine - Non-Policy 
b. Policy 

OFFICE INFORMATIONAL (Housekeeping) 
COPIES 
Accounting, Purchasing. Budget and 
Personnel type forms and documents. 

POLICY AND PROCEDURAL DIRECTIVES 

COPIES OF BOARD MINUTES AND RESOLU­
TIONS 

I 

WASHINGTON ST A TE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40. 14.070 & WAC·4U .. 2' .. 050 

OFM Office of Record 

OFM Office of Record 

OFM 1. Varies 
OFM 2. Varies 

OFM 1. Receiving 
Office 

90 Days 

90 Days 

2 Years 
2 - 10 Years 

Not more than 1 
year - unless 
otherwise speci· 
fied in applica 
ble Schedules 

OPR 2. Accounting, 7 Years, if QPR 
Personnel, Purchas 
ing and Budget 
Offices 

Screen periodically 

OFM 
QPR 

1. Receiving Offic ~ Until supersed1 d 
2. Originating One copy Perm. 
Office 

OPR jl· Secretary to 
.the Board 

Permanent 

OFM 2, As distributed While serves an 
administrative 
purpose 

( 

NOTE: See attached for definitions of 
some of the above records. 

SUPERSEDED



GENERAL·RECORDS RETENTION SCHEDULE 
NUMBER 12 

GENERAL RECORDS RETENTION SCHEDULE NUMBER 12 COVERS RECORDS COMMON TO ALL 
DISTRICT OFFICES. 

1. TRANSITORY RECORDS. This Records Series consists of correspondence and form 
records which perform a purely routine function. It includes letters of transmittal 
and transmittal forms (those documents used exclusively as a cover sheet to transmit 
a document or documents from one office to another, which do not contain information. 
of record or fiscal value); communications correcting reports; routine requests for 
information, publications or supplies; courtesy or informational copies of documents 
which do not contain procedural or policy matter applicable to the receiving office. 
These are best maintained in _four file folders as shown in the illustration below. 

-. --·- ..... .__ .. -----~ .. ;:;~·~:-· ~=~=- .. ..:..: .. ==-:..:..-=:=~=-..:..: _____ ~ 

It will be noted that the months of the year are shown in chronological order reading 
from bottom to top in each of the three columns. The folder housing the current 
month will always be in front. If the current month were January, the folders would 
be arranged as shown in the illustration. All transitory materials would be placed 
in the first folder, at the time of filing, in chronological order, with the latest 
date to the front. On the first working day in February, the entire folder for 
January would be· withdrawn and placed behind the "April - August - December" folder. 
This procedure would be accomplished for each succeeding month. The first working 
day in May would find the folders in their original configuration. As all documents 
which pertain to the same action or transaction should be stapled together, l.t 
becomes a simple task to screen the documents in the first folder. At this time, a 
determination can be made as to which documents are developing into separate Records 
Series and which are not. Those documents wich are eligible can then be made into 
separate Records Series and identified as such. The others which are of no value may 
be destroyed. The utilization of the four folder arrangement provides for a "built­
in" 90 day retention of these·documents for reference purpose before they are either 
made into a separate Records Series or destroyed. 

2. READING OR DAY FILES. Files of extra copies of communications, memos or other 
documents assembled for ready reference, signature control, preparation of periodic 
activity reports, or similar administrative reasons. This Records Series may be 
maintained and destroyed in a similar fashion to the Transitory Records des0ribed 
above. 

68 
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3. GENERAL.CORRESPONDENCE FILES. These are files consisting ol' correspondence, 
messages, form records, memoranda and related doctunents accumulated by most Offices 
of Record. The documents housed by this file may deal with the actual functions of 
the activity, but, as the name implies, these documents are of such general nature 
~:;o 11.::.; to preclude them from lnelusion in a. separate Records Series. Inasmuch as the 
Cieneral Correspondence File usually involves a variety of subjects, the sub.jective 
arrangement of filing makes it an ideal method of filing documents in this file. 
Fi.les of all offices should be based upon two time periods, calendar year records or 
fiscal year records, depending upon the function of the activity maintaining them. 
Calendar year records are based upon the period 1 January through 31 December and 
fiscal year records are based upon the period 1 July through 30 June. The following 
procedures are highly recommended for use by all Offices of Record: General 
Correspondence Files created and maintained by non-fiscal type activities should be 
cut-off on 31 December and new files established on 1 January. General Correspondence 
Files maintained by fiscal activities should be cut-off on 30 June and new files 
established on l.July. In each case, the cut-off General Correspondence File will 
be retained in the Office of Record for the next one year period, then transferred 
to storage where it will be held for one additional year, then destroyed. In the 
event a storage facility is not available, the cut-off General Correspondence File 
may be rets.ined in the Clffice of Record for two years, then destroyed. This two 
t"ull year retention of the General Correspondence File should satisfy all reference 
requirements. 

4. AGENCY INFORMATIONAL COPIES OF CERTAIN ACCOUNTING AND PERSONNEL TYPE DOCUMr··--
This Records Series consists of file copies of certain accounti~g and personnel 
documents. The official copies of these documents are retained by the activity 
having record responsibility for them and have retentions established. The copi< 

~'\ 
c;;a1.-~ 
YT~ described here are those which have been returned to departments and schools for ,,.- · 

informational purposes only. As such, these documents have little record value ana 
may be destroyed immediately. 
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SCl-IEOULS: NUMBER Tl"l"LE 

WA.SHINGTON ST A TE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40.14.070 & WAC 41.C.2ol-050 

OATE 

( 

t--r __ s_D_-_13 __ ....... .__ ___ ND_N_-_RE __ C_DR_D __ MA __ TE_R_I_AL __ s.,.... __ ...,... ______________ .....,.. ____________ -+----MA~RC:H, i,_9_7_6 __ ....,1~·-·_•E ___ 1 __ 0_F __ 1 __ ·_·_•£_•-1 
ITEM 
NO. 

RECOROS SERIES TITLE AND DESCRIPTION CLA.55 OISTRIBUTION RETENTION OIS?051TION/REMARKS 

THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED AS NOH-RECORD ~IND 

MAY BE DISPOSED OF AS SOON AS THEY HAVE SERVED THEIR PURPOSE. 

1. Catalogs, trade journals, and other printed or published materials received from oth1ar offices, commercial firms, or 
private institutions which reciuire no action and are not needed for documentary purp~ses .. 

2. Electrostatic, photocopy or other copy device copy of correspondence, completed forms, bulletins, etc., prepared for 
reference and informational distribution. 

3. Letters of transmittal which do not add any information to the transmitted material. 

~4. Miscellaneous notices or memoranda which do not relate to the functional responsibility of the agency, e.g., notices 
of community affairs, employee meetings, holidays, etc. 

5. Preliminary drafts of letters, memoranda, reports, worksheets and informal notes which do not represent significant 
basic steps in the preparation of record.documents. 

6. Reproduction material, such as stencils, hectograph masters and offset plates. 

7. Routing slips used to direct the distribution of documents. 

8. Shorthand notes, stenotype tapes, and mechanical recordings which have been transcribed into typewritten or printed 
form. 

9. Stocks of agency publications, forms and printed documents, preserved for supply purposes, which are superseded, 
outdated, or otherwise valueless (a minimum supply of each publication must be on file uith the State Library for 
distribution purposes, and one copy must be sent to the State· Archives for historical preservation). 

10. Telephone messag~s, "While You Were Away" slips, check slips or similar forms used to convey non-policy informational 
messages. 

( 

SUPERSEDED



ITEM 
NO RECOR.OS SERtES TITL.E ANO DESCRIPTION 

1. APPLICATION & V01JCHER FOR REFUND OF 
POSTAGE & FEES, Form #3533 
Used to obtain ref'und of postage in 
the event of spoilage or unused 
stamps, metered envelopes, stamped 
envelopes or to close out a Postal 
Account. 

2.. IAPPLICATIO!i AliD PERMIT FOR LICENSE , 
POSTAGE METER USE, FORM #3601A 
Used to procure permission to obtain 
and use postage meter. 

3. iAPLICATION FOR DOMESTIC MONEY ORDER 
FORM #6001 
!Application & receipt for issuance 
of a domestic money order. 

Cl.ASS 

W.UHIMGTOH STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW A0.14.070 & WAC 4U .. U.050 

OISTRIBUTION MINIMUM 
APPROVED RETENTION 

OISPOS ITION/R EMA R l<S 

QPR 1. Mail & Msg Ctr 
N/A 2. Post Office 

7 years 
N/A 

NOTE: All F,~rm Numbers in this 
Schedule are u. S. Postal Service 
Form Numbers. 

QPR 1.. Mail & Msg Ctr 

N/A 2. Post Office 

QPR 1. Mail & Msg Ctr 
N/A 2. Patron 

7 years 
removal 
meter. 

7 years 
N/A 

after 
of the 

Official copies may be kept in Central 
Accounti.Dg Office. 

4. ASSIGBMEllT OF NUMBER BLOCKS FOR OFM 1. Mail & Msg Ctr 3 years 

5. 

REGISTERED, IliSUBED, CERTIFIED & 
IC.O.D. MAIL, FORM #3857 
!Maintains a record of the assignment 
of control numbers for registered, 
insured, certified and C.O.D. mail. 

/BOX RENT IID::EIPr ,. FORM #1538 
~eceipt for money received by Post 
Office for rental of a Post Office.· 
Box. 

OPR 
N/A 

1.. Mail & Msg Ctr 
2. Patron 

7 years 
N/A 

STATE A~~~ 

.. v 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40. 14.070 & WAC 414-24-050 

DATE 

SCHEso~i ;;UMBER l "'"E RECORDS coMMoN To DISTRICT MAIL & MESSAGE CENTERS OCTOBER 1976 I PAGE 2 OF 

ITEM RECCROS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION M1NIMUM OISPOSITJON/R EMAR KS 
NO APPROVED RETENTION 

6. CERTIFICATE OF MAILING, FORM # 3817 OFM 1. Mail & Msg Ctr 3 yea.rs 
~sed to satisfy requirement of proof 
that mail was dispatched. 

7. KJCPENDITURE REPORT OPR 1. Mail & Msg Ctr 7 yea.rs 
t-la.intains a record of expenditures 
Por the various postal transactions 
:nvolving funds. 

8. j)AILY RECORD OF METER REGISTER OFM 1. Mail & Msg Ctr 3 yea.rs 
aEAllINGS, FORM #3602 N/A 2. Post Office N/A 
~ daily record of postage meter 
transa.ctions. 

9. RECEIPT FOR CERTIFIED MAIL, FORM OFM l. Mail & Msg Ctr 3 yea.rs 
13800 
1eceived from the Post Office 
indicating Certified Mail ha.s been 
received for dispatch. 

~o. !RECEIPT FOR POSTAGE METER SETTINGS, OPR 1. Mail & Msg Ctr 7 years 
PORM #3603 
~eceipts from the Post Office that 
appropriate ·funds have been received 
to cover usage of postage meter. . 

ru. RECEIPT, REGISTERED, INSURED OFM 1. Mail & Msg Ctr 3 yea.rs 
& CERTIFIED MAIL, FORM #38il 
!'lotification tha.t registered, in-
$ured and certified mail has been 
~eceived by the addressee. 

FO"\ HE ATTORNT O<••;") ' 
~F EX.A""111NER OF' MUNICIP!'-t.. CORPORA T!O~S 

STATE ~Rfld 

l 'I~ 
, _,/') ---:i.r?$J;. ,,,, / , 

~'\,, / .. • ~ I v ,, ,, {'" -· 

~A Q " 

_) ) 

3 PA CE5 

-

) 
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-- ----- --------------

WASHIMGTOM STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW 40. 14.070 & WAC 414-24.0SO 

, 

~.,-.,,,,,,,..,,...-.,.,,,,,.,,_T':':'IT~E~~~~~~~~~~~~~~~~~~~~~~~~-,.~o•~T~E~·~~~~-rl~~~~~~~...., 

•
0
""'soL:14uM••R .. L RECORDS COMMON To DISTRICT MAIL & MESSAGE CENTERS oi:TOBER 1976 P••• 3 °· 3 P•••• 

t-~..-~~~~-'"~~~~~~~~~~~~...-~~..-~~~~~~~~-,~~~~~~~""'"'1..-~~~ 

ITEM 
NO. RECOROS SERIES TITLE ANO DESCRIPTION 

12. SENDER'S·. STATEMENT & CERTIFICATION 
OF BULK MAILING, FORM II 3606 
A record of bulk mailing that has 
been dispatched. 

13. APPLICATIONS & PERMITS FOR SPECIAL 
MAILING PRIVILEGES 
Post Office approvals for special 
mailing authorizations. 

CLASS DISTRIBUTION 

OFM l. Mail & Msg Ctr 

OFM 
Ii/A 

l. Mail & Msg Ctr 
2. Post Office 

MINIMUM 
APPROVED LltE'll'ENTIOM 

3 years 

7 years 
N/A 

~4. RECORD LOG OF INCOMING CERTIFIED ADD OFM l. Mail & Msg Ctr 
REGISTERED MAIL 

3 years 

~~OR T~TOR~:EY Ttr=<L 
'~ 

• 
(~l"' EXAMINER OF' MUNICIPAL CORPOR .. TIONS 

J ,__ "'·"~ ,, ~,, 
I 

DISPOSITION/REMARKS 

. 
. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414-24-050 

sc .. Eou1..e: "'~MBE"< I TITL.E ASSOCIATED STUDENT BODY, CLASS ASSOCIATIONS, APPROVED CLUBS DA.TE I PA~E SD- 15 nNn ~T11n•NT ORGANIZATJnlllc:. NOVE'43ER 1976 l OF 2 PAGES 

ITEM 
REC:OR~S SEFllES TITLE ANO DESCRIPTION CLASS 

NO 
DISTRIBUTION RETENTION DISPOSITION/REMARKS 

1. AUDITS OFM Central Office 5 years Rev. 11/76 

2. BANKING RECORDS 
a. Canceled Checks OPR Primary Advisor 7 years 
b. Deposit Slips OFM* " " ·Until after audit *If there is no Clleck Register 

Check Register OPR " " 7 years Checlc. St1JLbs should be retained c. 
d. Statements OFM " " Until after audjt for 7 ye airs. 

3. MINUTES OF MEETINGS OPR Primary Advisor Permanent 

4. PURCHASE AUTHORIZATIONS OPR Primary Advisor 7 years 

5. RECEIPTS OPR Primary Advisor 7 years 
a. Cash 
b. Student Activity 
c. Receipt Registers 

6. TICKET REPORTS OFM Primary Advisor Until after Rev. 11/76 
Games Manager audit 
Athletic Department 
Managing Office 

7. TRIAL BALANCE SHEETS OFM Primary Advisor Until after Rev. 11/76 
Central Office audit 

8. INVOICES OPR Central Office 7 years 
OFM Primary Ad.visor*· *Until after Rev. lll/76 *If the Central Office does 

audit not re 1tain a c.opy·, the Primary Advisor's 
is OPR and must be retained 7 years. 

~\T~~ 
... 

'%~2?~ 
STATE 77JST ~/ -

'· 
~-

'~SOA - / 
, 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

SC"'Eou:...€ ..,UMBER l''"cL A:>~UC1111tU ~1UUrn1 ouu1, L;LA~~ 11~~u1..11111vN, APPROVED CLUBS OATE l PA.GE 

SD-15 AND STUDENT ORGANIZATIONS NOVEMBER 1976 2 
ITEM 
NO 

RE·COR!::S SERIES ... IT!...E AND DESCRll"TION CL.ASS DISTRIBUTION RETE..,.TION DISPOS ITION/R EMAR KS 

9. VOUCHERS & SUFPORTI!IG DOCIBIBNTS OPR Central O:'fice 7 years 
a. Check Req·-iest OFM Primary Advisor Until after Rev. 11-76 
b. Paid-out Advance audit 
c. Petty-cash Jtdva.nce 

Lo• STUDENT ACTIVITY REPORTS OF'Jl1 Central Office 3 years 

.1. GENER.AL LEDGER & SUBSIDIARY ACCOUNT OPR Primary Advisor 7 years 
BOCK 

2. WARRANT REGISTER OPR Central Office 7 years 

0 
L-o WARRANTS OPR Central Office 7 yea:rs 

County Auditor 

4. BUDGE::'S OPR School Board Permanent 
Minutes 

OFM Central Office Until after Rev. 12-76 
School audit 

5. BUDGEr WORKING PAPERS OFM School 2 years Rev. 12-76 
Central Office 

OF 
2 

PAGES 

. 

. 

*See Schedule SD-6e for other account~ni 
series. 

-' 

. 
FOi HE ATTORNEl G CTAL '-c-'.'-.':'fS.\ EXAMINER~ CORPORAT•ON• STATE 21\/IST 

.::;. A I 'y I 

""7--~ /), / -- J._.J-~- ~./ :_/} 
\,_,_,- - '" ... - ., \ 

'~ -SOA ' v , 
' 

) ) ) 
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5CHEou~E NUMBER TITLE 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW <IO. l.C.070 & WAC 414-24-050 

OATE 

SD-16A ADMINISTRATIVE CENTER OCTOBER. 1976 I PA.C.E l OF 6 PAGES -ITEM RECCRO:S SERIES TITLE ANO DESCRIPTION C Lit.SS Ol:STRl8UTION MINIMUM OISPOS I TION/R EMA A KS NO. APPROVED RETENTION -1. ATTORNEY GENERAL'S OPINIONS OPR Administrative Ctr Until overruled 
by higher 8.uth-
ority. 

2. PROSECUTING ATTORNEY'S OPINIONS OPR Administrative Ctr Until overrrulec 
[by higher auth-
ority. 

3. STATE AUDITOR'S REPORTS OFM Administrative Ctr 5 years • 
4. BOARD OF DIRECTORS 

Agenda OFM Administrative Ctr As needed 
Meeting Notices OFM Administrative Ctr 1. year. 
·Minutes OPR Administrative Ctr Permanent ofay be microfilmed for secv.rity, 

Bard copy- 11ey be transferred to State 
~chivJlst o'r Regional Depository 

5. INFORMATION ON BOND SALES QPR Administrative ctr 7 years after 
llllaturi ty. 

6. SPI BULLETINS/MEMORANDUMS 
1. Containing Directive information OFM Administrative Ctr !Until super-

requiring action. seded or expire( 
2. Containing infornia.tional data OFM Administrative Ctr ~ile adminis-

only, not requiring action. ~ratively useful 
~ess otherwise 
specified. 

' •. . . 
FOR ~~TTORN/Y 

r~~ 
I 

(~ EXA.MllNER OF MUNICIPAL CORPOR.a:TIONS STATE AR.CHIV.,,.. 

rl. ) - ~ " ./J -- ... ,,, "' ,.L'/_ . 
\ - I ~"))A-? /Y; _, -.-

GAA- OA I u . 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14,070 & WAC 414-24-050 

SCl-IEOU:...E NUMBER TITLE DATE 

t PAGE SD-16A ADMINISTRATIVE CENTER OCTOBER 197 6 2 OF 6 PAGES 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION CLASS 01STR.1BUT10N MINIMUM DISPOSITION/REMARKS 
NO. APPROVED RETENTION 

7. ~ORTS REQUIRED BY SPI OFM IW.ministrative Ctr. Varies See SPI Reports Schedule 
-

8. l.EASES, AGREEMENTS, RENTALS OPR ,dministrative Ctr. 7 J'ears a.f'ter 
termination of 
agreement 

Equipment OPR " " • years after 
termination of 
lease. 

Movable Relocatables QPR " " years after • 
termination of 
lease. 

Real Estate QPR " " :,<ears a.f't er 
termination of 
lease. 

9. COMMITTEES' PAPERS "Committees' Papers" refer to committee 
Staff OFM .dministrative Ctr. 1 year minutes, agendas, resolutions and 
PTSA OFM ti " 1 year correspondence for District standing, 
Citizens Advisory OFM " " 3 years or ad hoc comnittees, i.e. , Staff, P'IBA. 

Dist. option. 
L.evy OFM " " ti n 

Bond OFM " " " n 

10. ~OURT SUITS 
Employees OFlol • dministrati ve Ctr •. 3 yrs • unless Courts would have original pleadings 

additional and proceedings. 

. litigation 
Contr~tors OFM ti II Same 
Parents OFM ti " Same 
District OFM " " Same 
Student OFM " " Same 

~E~AT:01E .;_E_i?l\L ' ( ~F EXAMINER OF 'MUNICIPAL. CORPORATIONS STATE AAT 
J. )- .• •IJ~. ') ~ 

. 
,- • , ' . 

' e.I// 

~-SOA v 

) ) 
; 

) 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GEHERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC •1"-2U50 

OATE 5CMEOSD~ 16ABER I TITLE 

ADMINISTRATIVE CENTER OCTOB"R107i: I PAGE 3 OF 6 PAGES 

ITEM RECoqos SERIES TITLE AND OESCRIPTION CLASS DISTRIBUTIO~ 
MINIMUM DISPOSITION/REMARKS 

NO. APPROVED RETENTION -11. · SCHOOL CALEIIDARS OFM Administrative c-er Until super- Copy may b<e in permanent· Board Minutes 
seded or.become :part of negotiated employee 

contract or agreement. 

12 SCHEDULES (VARIOUS) OFM n .. Same as Item#ll • 

13. CONTRACTS 
Real E.state QPR II " 7 years after 

sale or dispo- . 
sition of 
property. 

Deeds - Property OPR n " Same as above. 
Maintenance QPR n " 7 years after 

· expiration 
Rentals OPR " .. Same as above 
Federal OPR n II " " " 
Construction .QPR n " " " " 
Utilities OPR n " n " " 

Ktectric • 
Gas 

P'ersonal Services OPR " " " " " 

14. SUMMER SCHOOL 
Report" 6U111111al'.7, data collected OFM " " 3 years 
f'or use in preparing st ate report. 

15. INVESTMERTS 
Cash Fl.ow Projections OFM n II 3 years 
Investment History O:FM " " 3 years 
Reports OFM " " 3 Years 

.. -. 

·o"~ ATTORNEk~RAL ' 
~F £;)(A.MINER OF MUNICIPAL. CORPORATIONS STATE /l.R7.115T 

.I. > ... ~ .. ,,-< , /J . . - . - ~I~ . <:;l-' .- ,; . -
a ~ 

.A- A 
. '-' 

. 

SUPERSEDED



( 

SCHEOSD~ i"6ABER I TOT LE ADMINISTRATIVE CENTER 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION CLASS 
NO. 

16. RENTAL OF SCHOOL FACILITIES 
Policy OFM 
Application OFM 
Billings OPR 
Revenues OPR 

17. LAND AND PROPERTY 
Appraisal Information OFM 
, 

18. DISTRICT POLICIES AND PROCEDURES OFM 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-050 

OATE 

DISTRIBUTlON MINIMUM 
APPROVED RETENTION 

Administrative Ctr Until supersede< 
" II 3 years 
" n 7 years 
" " 7 years 

" " ~ year 
• 

OCTOBER 1976 l PAGE 4 OF 6 

OISPOS ITION/REMAR KS 

" " Permanent Including superseded Policies and 
Procedures. 

PAGES 

other Copies !Until superseded May be filmed at end of fiscal year wher 
lor cancelled. practicable. 

19. TUITION 
Agreements w/other Districts OFM !Administrative Ctr. 7 years after 

expiration 
Billings OFM " n 3 years 
Revenues OPR " " ~ years 
Correspondence OFM " H 3 years 

20. ACCREDITATION CERTIFICATES OFM " " 11.s needed 
" n OPR School Office "ermanent 
" " OFM IESD "ermanent 

21. REPORT OF EVALtJATION OF THE BUILDING OPR A.dministrati ve Ctr ""'years Completed new buildings. 
FOR ACCREDITIATION 

22. STAFF TRAINING AGENDAS OFM " " ll year 

23. GENERAL & ROUTINE CORRESPONDENCE - OFM " " See SD~l2 See SD-12, Item #3 . .... ............ _-----·· 
FOR v:...TTORNEY "i"L___ C ~F EX,l..MINER OF MUNICIPAL CORPORA Tl09'1S STATE~7)~T 

• • • J' .. A/J ·' '";)., "")J?/_ 4 / / -. . 
~;It. ' u 

) ) 

SUPERSEDED



!ITEM 
NO. 

RECCA:IS SERIES TITLE ANO OESCRIPTION CLASS 

24. !SURPLUS PROPERTY 
·Purchases, Invoices, copy of state OPR 

or federal 
. Board Minutes, Cash and Sales OPR 
Receipts 

25. ~TTENDANCE REPORTS 
Montpiy 
Quarterly 
Annually 

~6. ~IS'l'RICT BOUNDARY INFORMATION 

27. IELECTIONS 
County Abstract of Official 
Election Returns 

General/Special Levies 
Bond Levies/Issues 
Special Ballot Titles, i.e., 
of Property 

'8. llANDBOOKS 

19. lliSURANCE POLICIES 
Vehicles 

Property 
Student 
Bonding 
Liability 

GAA SOA 

OFM 
OFM 
0FM 

OPR 

OFM 
OFM 
OFM 

Sales OFM 

. 

OFM 

JPR 

PPR 
OPR 
l:JPR 
JPR 

WASHIHGTOH STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.0SO 

DISTRIBUTION 

11.ccpunting 

fl.ccouting 

" 

DATE I P-AG-E 5 . OF 6 PAGES OCTOBER 1976 

OtSPOSITION/AIEMARl<S 

• years May be fil'ed in Accounting Services. 

!tinutes - l yr· Board of llirectors copy Permanent . 
'teceipts - 7 yrs Mey be fiLed in Accounting Services. 

ll.dministrative Ctr Jntil superseded Will not ·o,e used after this year. 
" " " " It 
n 

" 

" 
n 

" 
" 

" 

" 

" 
" 
" 
" 

" 3 years 

" berma.nent 

" 
n 

n 

" 

n 

" 

" 
" 
" 
" 

7 years 
n " 
7 years 
7 y-ears 

District Option 

7 years after 
expiration. 
same as above. 
" 
" 

. " 

" 
" 
" 

" 
" 
" 

Informati01~ found in Board Minutes 
retained permanently with Board of 
Directors. 

SUPERSEDED



---------

SCHEDSD~ ;5;•E• I "'L" ADMINISTRATIVE CENTER 

ITEM 
NO. 

RECORDS SERIES TITLE AND OESCRIF'TION CL,t,SS 

29. INSURANCE POLICIES (CONTINUED ) 
Equipment OPR 

Burglary-Robbery OPR 
Boiler OPR 
Forgery OPR 
School Boy Patrol OPR 

~ 

WASHINCTOH STATE SCHOOi. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24..050 

DA.TE 

DISTRIBUTION MINIMUM 
APPROVED RETENTION 

Adlilinistrative Ctr 7 years af'ter 
expiration. 

II II Same as above. 
II II II II II 

" II II II II 

II II II II II 

-· 

OCTOBER 1976 I PAGE 6 

plS POSITION/A EMA R KS 

FOR ~TORN

1
EY G~ .'? I ~ ~F EXAMINER OF MUNICIPAL CORPORATIONS STAT~ \ _ . J ' ~~~-:t~ ~,. -- ~/2'4 

A - ' , . 
~ 

u 

) ) 

OF 6 PAGES 

A 

) 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFEREllCE' RCW .W.14.070 & WAC 41.C.2'-0SO 

'
0

"so~l'6fMaEe I TOTCE ADMINISTRATIVE CENTER - PUBLIC RELATIONS 
DATE I PAGE OCTOBER 1976 l OF l PAGES 

ITEM REC: OROS SERIES TITLE AND OESCFUPTION CLASS DISTRIBUTION MINIMUM OISPOSITION/Rl!.MARKS 
NO. APPROVED RETENTION 

1. VOTERS REGISTRATION LISTS OFM Aiim:i.nistra.ti ve Ctr 3 Yea.rs 

2. LEVY PAMPHLETS OFM Administra.ti ve ctr 3 Years 

3. PRESS RELEASES OFM Administra.ti ve Ctr 3 Years or May be us10ful strictly for reference 
District's 
Option 

4. STAFF NEWS OFM Administra.ti ve Ctr " n " " " " n 

5. BOARD SUMMARIES PFM Administra.ti ve ctz " n " " " " n 

6. SCHOOL PAPERS PFM School 3 Yea.rs 

I 

~"'\':"'""""1 "'"'"") ' 
'; , r--L~ 

"""C.U. SOA \ 

I 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC •14.U.050 

sc."Eso':.E16t"ER I TOTLE ADMINISTRATIVE CENTER - NEOOTIATIDNS 
DA.TE 

OCTOBER 1976 I PAGE. l OF 1 PAQES 

ITEM 
NO. 

RECOROS SERIES TITLE ANO DESCRIPTION 

1. NEGOTIATED EMPLOYEE CONTRACTS 

2. LETrERS OF UNDERSTANDING BETWEEN 
I DISTRICT & NEGOTIATING GROUP 

3. PROGRESS REPORTS ON NEGOTIATIONS 

4. COPIES OF SPECIFIC SUBJECT AREAS 
OF NEGOTIATION 

CLASS DISTRIBUTION MINIMUM 
APPROVED RETENTION 

OJSPOSITIONrREMARKS 

OPR Administrative ctr 7 Years af'ter If no litigation occurs 
term. of contra< t 

OPR Administrative ctr 7 Years Not always in board minutes 

OFM Administrative ctr 2 Years 

OFM Administrative ctr 2 Years or Used f'or 1-esearch purposes 
District Option 

5. GRIEVANCES (Filed under employee's JPR 
name) 

Administrative ctr 7 Years af'ter Should not be filed in personnel 
term. of employ· folder 

6. IMPASSE INFORMATION 

7. ARBITRATION INFORMATION 

. -. 

ment 

JFM Administrative ctr 7 Years 

OFM Administrative ctr 7 Years 

. 

C~IEF E~AMINER OF MUNICIPAL CORPORATIONS 

~ , - ~ ~ ~ _/) ~ -. -
. ' 

Public Employees Relations Commission 
(PERC) 

" 

SUPERSEDED



SD-17 
COMPUTER REPORTS SCHEDULE 

The nature of reports, and computer reports in particular, present unique problems whe>n attempting to develop 
a general· records retention schedule. 

1. Report distribution and the number of copies generated frequently very. 

2. Most computer reports are informational, not transactional, and hence can carry a relatively short 
retention. 

3. Reports in general and computer-generated reports specifically, have become so numerous and voluminous 
that they require special attention and thought in the development of new records management techniques, 
referred to as Reports Management, of which the establishing of a report retention is only part. 

Interpreting and Using the Computer Reports Retention Schedule 

The General Records Retention Schedule on the following pages establishes a minimum rE!tention for the primary 
copy of a report. The Primary Copy should normally be retained by the "Requesting Organization" (the organi­
which wanted the report generated,) for the length of time specified ·in the schedule. All other "recipient" 
copies can ca:rry an "until superseded," or "until reference purpose served" I".etention. 

Computer reports vary greatly in data, content, data arrangement, distribution, number of copies and titles 
from district to district. It is not expected that the title/description or distribution for any particular 
schedule item will exactly match that which has been generated for ·a similar purpose In your district. You 
should not be concerned with these variances. The schedule should be applied as a guideline and authority to 
dispose of comparable, not necessarily identical, reports. 

Computer-generated documents which are classifeid as Official Public Records will also be listed on other 
functional schedules. Such docwrients would be.warrants,·warrant registers, primaJ.7 journals and ledgers of 
entry, etc., and other records which are transactional in nature. 

The Computer Reports General Schedule is divided into the following areas, which are those functions or district 
offices most often utilizing computer services, within a school district: 

A. Pupil Services F. Central stores 
B. Budget 
C. Fayroll 

G. Equipment Inventory 
H. District Revenue 

·• ... $ 

D. Accounts Payable I. General Fund 

E. Food Services J. Transportation 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

'
0

so~17'ANUMBER I c•CCE COMPUTER REPORTS/PUPIL SERVICES CATE OCTOBER 1976 I-~·· 1 OF 3 RAGES 

r.::--.-_;_~-J...~~~~~~~;...,-~.,-~~~~~,...-~~~~.i--~·~·~~~.1.-~~~~~~ 
ITEM RECO~DS SERIES TITLE A.NO DESCRIPTION CLASS DISTRIBUTION MINIMUM 
NO. APPROVED RETENTION 

1. FEDERAL SURVEY REPORTS - Public Law 
874. No match list, all federal 
list, all federal by school, resi­
dence & employment list. list -
student name, sex, grade, school, 
q_uarter, code, remarks. All federa: 
survey reports. 

2. MONTHLY REPORT OF SCHOOL DISTRICT 
ENROLLMENT AND COMPUTER BACKUP 
MEMBERSHIP REPORT - by grade for 
all schools, K-12. Summary total 
for State Report P-223. 

3. STUDENTS RESIDING ON FEDERAL 
·PROPERTY REPORT ..: Used to reconcile 
appropriate funding. Lists student 
name, No. , grade and address. 
Used to support Public Law 874. 

4. STUDENTS IN HOMEBOUND STATUS REEORT 
Used to reconcile funding & project 
funding. Lists student name, I. D. 
No., grade, sex. 

OFM District Acctg. 

OFM District Acctg. 

OFM District Acctg. 
Pupil Services 

OFM District Acctg. 
Pupil Services 

5. REPORT OF STUDENTS CLASSD'IED AS OFM District Acctg. 
SPECIAL ED. - Count of speeiaJ. ed. , 
handicapped, FTE, location. For 
preparation of E653, 

3 years or afte. 
audit 

3 years 

1 year 
2 years 

3 years 
2 years 

3 years 

OISPOS I TION/R EM4 A KS 

Also applicable to other tax exempt 
properties, i. e., youth homes, 
migrants, etc. 

End of school year summary may be kept 
longer for management purposes. 

May apply to ether tax exell!!lt property. 

*Other Special Education Reports to be 
forthcondng. 

SUPERSEDED



W.t.SHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40. 14.070 & WAC 414-24.0SO 

ssoE:iu7EANUMBER 1-;"•T:..c- DATE 

-1 PAGE COMPUTER REPORTS/PUPIL SERVICES OCTOBER 1976 2 OF 3 PAGES 

ITEM RECORDS SERIES TITLE ANO OESCRIPTION CLASS OISTFUBUTION MINIMUM DISPOSITION/REMARKS 
NO. APPROVED RETENTION 

6. REPORT OF STUDENTS CLASSIFIED AS OFM Dist. Accounting 3 years 
PART TIME - Used to compute FTE. 

7. TALLY BY HOMEROOM FOR SCHOOL - Listi OFM Dist. Accounting 1 year or less By request 
Room No., Tai!.ly of boys, girls, 
total & grade level. 

8. MONTHLY SCHOOL ATTENDANCE REGISTER · OFM Pupil Services i year or less 
Lists .students name, number, grade, 
toom number, daily attendance , days 
absent , days taught . 

9, DISTRICT STUDENT ATTENDANCE - OFM Pupil Services 1 year 
MONTHLY REGISTER - Lists pupil name, 
I. D., number, grade, sex, addres!?, 
phone, birthday, absence, present, 
entered, withdrawn. 

10. SCHOOL TOTALS ATTENDANCE REGISTER - OFM Dist. Accounting 3 years 
Lists attendance totals by school, 
sex, days not enrolled, absence 
totals, days taught totals. 

11. DISTRICT ATTENDANCE REGISTER TOTALS QPR Pupil Services Permanent 1 year-end summary report may be kept 
By grade, totals by sex, days not OFM Dist. Accounting 2 years permanent for history. Other categories 
enrolled, days absent7 year-to-date. as required, i.e. , ethnic. 

' Fo\\: AT~~RNEI4? . ~F EXAMtr-..:EF< 01'" MUNICIP.A.!.. COl=.?>:.;:;A-i~">/5 
ETATE A.fH:.R~ 

•, 

J )~, , A ~ Y.7~ ,4/ ~ . L...i • . . 
GA -5-0A ' a , 

) ) 

SUPERSEDED
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WASHIMGTOM STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24-050 

DATE SCHEosu:llAER [ T•Tt..:: COMPUTER REPORTS/PUPIL SERVICES OCTOBER 1976 I PAGE 3 
ITEM 

RE~OROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION MINIMUM DISPOSITION.fREMARKS NO APPROVEO RETENTION 

12. DISTRICT REGISTER & SUPPL»lENT OPR Pupil Services Permanent May be used as a historical 
Lists student name, I.D. No., grade, OFM Dist. Accounting 2 years 
school, sex. (6/30 report) 

13. SUMMARY OF ATTENDANCE - Lists no. oJ OFM Dist. Accounting 1 year 
days taught for each school, level, 

. 

K-12, ADA total, days abseat , days 
of attendance. 

i 
I I 
i \. ... ·•- -
rFO\~ATTO:NEY r.'.';·~~ ~ ( 

~F EXA.MJNER OF' MUNICIPAL CORPO~ATlCNS STATE A~?ST 

. \ ...._,.,, - __) v J -· . . / / _, ~ ~ .. ,,. _, ' P2- ""2:;;Y"' - - --' ---.- . 
' er , 

(,AA A 

OF 3 PAGES 

reference 

' 
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 4().14.070 & WAC 414-2.C.OSC 

r 

SCHESD~i1NBMBER l T•Tl.S COMPUTER REPORTS/DISTRICT BUDGET OFFICE 
DATE I PAGE OCTOBER 1976 1 OF 

ITEM RECOROS SERIES TITL.E ANO 0E$CRIPT10N 
NO. 

CLASS DISTRIBUTION MINIMUM OISPOSIT10Nl'REMARKS 
APPROVED RETENTION 

1. BUILDING FUND BUDGET REPORT BY OFM District Budget 1 yea:r 
VARIOUS SORTS - Lists location, Office 
type of project, description, cost. 

2. BUDGET AND GENERAL FUiiD REPORTS OFM District Budget 3 yea:rs 
BY EMPLOYEE, CERTIFIED AND CLASS!- Office 
FIED (MAT BE TWO DIFFERENT REPORTS) 
Lists by va:rious sorts. 

-
3. GENERAL FUND ACTIVITY BUDGET REPORT OFM District Budget 3 yea:rs 

REPORT - MATRIX - Lists program by Office (final summary) 

object, salary, benefits, supplies, Until supersede 

books, contractural services, trave (Monthly report 

and capital outlays. 

4. BUDGET REVENUE ESTIMATE REPORT BY OFM District Budget 1 yea:r 

VARIOUS SORTS - Lists program code, Office 
revenue code, location, amount. 

' for State Report F-196 
5. BUDGET STATUS REPORT OF REVENUES OFM District Budget 1 yea:r Source 

& EXFENDITURES - Listing by ' 
va:rious sorts. 

~ - •.. . 
p\~;E ATTORNENEY. c CHlE~XAMINER OF llo'IUNICIP"L COR?ORA TICNS STAT.EA.Ru:? 

'. It • ) f r 
J \_ ;)_ y~ _,_,.,, -

L. -
....__ ~~ 

- - - -
(if...j -SOA - I TJ , 

1 PAGES 

SUPERSEDED
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WASHINGTON STATE SCHOOL OISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE: RCW 40. U .. 070 & WAC 4142.t-OSQ 

DATE I PAGE 1 OF 5 PAGES 

ITEM 
NO. 

REC OROS SERIES TITLE A.NO OESCAtPTION CL,..55 DISTRIBUTION 

1.. PAYROLL CHANGE LIST - Shows person~ OFM District Payroll 
nel number, name, change by item 
number, old data, new data. 

2.. PAYROLL UPDA1'E - ERROR LOG - Reading OFM District Payroll 
of errors and machine instructions .. 

MINIMUM 
APPROVED RETENTION 

Until supersed­
ed 

Until supersed­
ed 

OCTOBER 1976 
DISPOSITION/REMARKS 

3 .. EMPIDYEE PAYROLL RECORD - Personnel 
history Br pay card, name, address, 
oirthdate, date employed, salary 
schedule, contract, certificate, 
term, ·date, years of service, 
degrees, contract amount, rate of 
pay, monthly pay, distribution of 
pay and deductions , leave , change 
approval signatures .. 

OFM District Payroll 7 years af'ter Refer to Schedule SD-8, Item Number ·1.. 
termination 

OFM District Personnel Until termina-

4. TIME CARD EDIT LISTING ...: Lists 
employee number, name, budget 
account number, regular hours, over­
time hours, am:Junt, absence, substi­
tute costs, exception report. 

5. GENERAL FUND PAYROLL, DEDUCTION 
REGISTER-BY VARIOUS SORTS - Lists 
employee number, name, address, 
deduction, amount of each, total. 

OFM Pistrict Payroll 

QPR District Payroll 

6. ~AYROLL WARRANTS - Draft on district OPR District Payroll 
t:ounty Treasurer money. OPR 

tion of employ-
ment 

Until supersed­
ed 

7 years 

7 years 
7 years 

SUPERSEDED



ITEM 
NO. 

RECOR::::S SERIES TITLE ANO OESC:RIPTION 

7, PAYROLL REGISTER -: CERTIFIED .AND 
CLASSIFIED - Lists employee number, 
nBIOO, regular earnings, extra P!W, 
hourly pay, reductions in pay, gross 
pay, withholding, FICA, medical aid, 
voluntary deductions, net pay. 

CLASS 

WASHINGTON ST ATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DISTRIBUTION MINIMUM 
APPROVED RETENTION 

CATE 

OCTOBER 1976 

OPR District Payroll 7 yea.rs 

8. MONTHLY REPORT OF EMPLOYEES' LEAVES OFM pi.strict Payroll 
.AND VACATION - Lists employee number 

l year 

!name, type of leave, vacation, 
current/Year-to-Date, balance. 

I PAGE 2 OF 5 

OISPOSITION/REMAFI l(S 

9- SUBSTITUTE TEACHER REPORT - Lists 
employee number, nBIOO, number of 
days worked. 

OPR JDistrict P9'1'roll Permanent, if Refer to SD-8, Item #6 

10. !WARRANT REGISTER - Listing of payrol OPR 
!Warrants, by name of payee, warrant 
!number, amount, date paid. 

pi.strict Peyroll 
P,unty Treasurer's 
Pffice 

no other record 
exists 

7 yea.rs 

PAGES 

ll. PAYROLL INDIVIDUAL EMPLOYEE YEAR-TO- QPR Jistrict Payroll 
DATE PAY HISTORY - Lists employees' 

7 yea.rs Permanent, if no other records exist. 

pame, annuities, gross pay, withhold.-
ling, FICA, retirement, last pay date 

12. IDETAIL LIST - CLASSIFIED RETIREMENT OFM Ji strict Payroll 
CHARGES TOTAL EMPLOYER CONTRIBUTION 
!Lists employee ni.nnber, name, budget 
account number, charge, tot.al. 

• 

. 

) 

5 yea.rs 

STA.TE .. Rc7s• 

~~L 
u 

) 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE: RCW .0.14.070 & WAC 414-2"-llSO 

·51i"..y7·tu ...... 1 T"C-Ol'PuTER REP0Rrs1QrsrR1cr PAYROLL 
DATE 

f PAGE 3 OCTOBER 1976 OF 5 PAGES 

ITEM RECCROS SERIES TITLE AND OESC:RIPTION CLASS DISTRIBUTION MINIMUM OISPOS I TION/R £MAR KS NO. APPROVED RETENTION 

l.3. PAYROLL DISTRIBUTION BY EMPLOYEE OFM District P9¥1'01.J. 2 years 
NUMBER - Lists employee number, 
name, budget accotm.t number, current 
monthly pey, Year-to-Date - by 
various sorts. 

14. INDUSTRIAL INSURANCE/MEDICAL AID OFM District Peyrol.J. 5 years Refer to E'eyrol.J. Schedule SD-8, Item /1'22 
LISTING - Lists employee number, 
name, hours worked, Industrial In-
surance cost, Medical Aid cost, ' employer Medical Aid cost, total 
Medical Aid, 'lbtal costs, silary -
by various sorts. 

15. CHARGES FOR INDUSTRIAL INSURANCE, OFM District Peyrol.J. 2 years or 
FICA, RETIREMENT, MEDICAL, BY BUDGET a.rter audit 
ACCOUNT NUMBER - TO'J!AL EMPLOYER 
CONTRIBUTION - Lists budget accotm.t 
number, and !lIDOtm.t. Report for each 
type of benefit. 

16. ENCUMBERED PAYROLL REPORT - Used to OFM District Peyrol.J. For life of Refer to :Disti:-ict Accotm.ting Services 
support federal report. Lists total federal program FederaJ. & Special Programs SD-6c. 
encumbrances for month. 

17- GENERAL FUND EXPENDITURE REPORTS - OFM IDistrict Payrol.J. 3 years (year- Used to compile .State Report F-196 
Lists by various sorts. 

.. 
end report) 
M:mt.hly report 
(District 
discretion) 

.. -
l FO~ TH< ATTORN~K·;:; ( !'C"Hlt::,EXAMINER OF MUNICl~ORPORATIO"'S STATE ARCHl,.T. 

~ ~ .. ' ~~-- ..,.71...-/ --
. 

i )~.~ ·.' ~ --. e 
'A 

.. I v ""'~SOA 

SUPERSEDED



SCHEOU~E NUMBER TITL£ 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECOROS RETENTION SCHEDULE 
REFERENCE' RCW 40. U.070 & WAC 414.24-050 

DATE 

SD-17C COMPUTER REPORTS/DISTRICT PAYROLL OCTOBER 1976 PAGE 4 OF 5 

ITEM 
NO. 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS 

J. • CAFETERIA LABOR - SUMMARY OF MONTHLY OFM 
&· YEAR-TO-DATE GENERAL FUND EXPENDI-
TURES - By various sorts . 

19. MAINTENANCE, TRANSPORTATION, LABOR, OFM 
CCOUNTS PAYABLE DISTRIBUTION, 

CUMBRANCE TRANSACTION LISTING -
For federal programs. 

0. TEACHERS' RETIREMENT SYSTEM, MONTHLY OFM 
REPORT ON MEMBERS SERVICE CONTRIBU­

ONS - Lists Social Security Nu:niber 
mber number, name & compensation, 

contributions, days of service, 
credit. 

CLASSIFIED RETIREMENT REPORT - OFM 
ists Social Security Nu:niber, name, 

sale.ry, earnings , arrears, date. 

2. ICA QUARTERLY REPORT OF WAGES PAID OFM 
ists Social Security Nu:niber, employ 
nt, amollllt paid. 

3. ISPOSITION OF SALARY WARRANTS -
ists employee name, address, where 

deli ve:red, school, pa:yroll 

4. OURS WORKED BY BUDGET ACCOUNT NUM­
ER REPORT - By various sorts. 

) 

----··-·----· - -· 

OFM 

FM 

DISTFUBUTION 

istrict Payroll 

istrict Accolllltin 
Project 

·strict Pa:yroll 

istrict Pa:yroll 

istrict Pa:yroll 
ederal State 

istrict Payroll 

istrict Payroll 

) 

MINIMUM 
APPROYEC RETENTION 

til superseded 

year 

DISPOSITION/REMARKS 

long as Feder Refer to Schedule SD-6C. 
Project Files 

e kept 

3 years 

3 years 

4 years 
Federal require 
ment 

1 year 

1 year 

Refer to Schedule SD-8, Item #17 

Refer to Schedule SD-8, Item #15 

Summer use 

,) 
~. 

PAGES 

SUPERSEDED



--- --- ---- --------

WA.SHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCEo RCW <I0.14.070 & WAC 414.24.050 

'
0

s'D~'"th""M··- I TC:oLli>urrR REPoRTs101sTRrcT PAYROLL I PAGE 5 OF 5 PAQES 

CATE 

OCTOBER 19 76 
ITEM 
NO. 

REC OROS SERIES TITLE ANO DESCRIPTION CLA.55 

25. W-2 FORM> AND LISTING - WITHHOLDING OFM 
TAX STATEMENT - Lists federal tax 
Mithheld, Mages paid, other compen­
sation, FICA, rithholding, name, 
address, married status. 

DISTRIBUTION 

Federal District 
Payroll Employee -
W-2 Form 

26. SALARY UPDATE LIST FOR FISCAL YEAR - OFM District Payroll 
Lists employee number, name, days, 
luni ts, salary schedule, base salary, 
sick leave, vacation, date of employ· 
~nt. 

27. BUDGET FULL-TIME-EQUIVALENCY/SALARY OFM District Payroll 
STATUS REPORTS - By various sorts·. 
~ists description, amount budgeted, 
'°ncumbered Bo expended, balance bud-
~ted funds, encumbered Bo expended 
balance. 

28. PAYROLL/ACCOUNTS PAYABLE GENERAL OFM District Payroll 
FUND DISTRIBUTION REPORTS - By 
!Various sorts. Lists am::>unt, year-
Ito-date amount. 

MINIMUM 
APPROVED RETENTION 

4 years - Fed­
eral require­
ment 

1 year 

1 year 

2 years 

~EXAMINER OF MUNICIPAL CORPORATIONS 

1- ' - - .. .J;-/J _., ~ 

015 P 051 TION/ REMA R 1(5 

Refer to Schedule SD-8, Item 23 

. 
(/ 

SUPERSEDED
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lfASHlllGTOM STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW ..0.14.070 & WAC 414.24.050 

"
0

so~1"7'oNU"""' I TOTLEcoMPuTER REPoRTs1 AccoUNTs PAYABLE 
DATE I P.i .. GE OCTOBER 1976 1 OF 3 PAGES 

ITEM 
RECCR~S SERIES TITLE ANO OE_SCRIPTION CLASS OISTl:USUTION MINIMUM DISPOSITIONl'REMARKS 

NO.· APP .. OVEO RETENTION 

1. VENOOR-NAME AND ADDRESS LISTING - OFM ~ccounting Until supersed-
LJ.sts vendor number, name & address. ed 

2. ACCOUNTS PAYABLE DISTRIBUTION - OFM Accounting Until supersed-
Encumbrance transaction list, batch ed 
listing of invoice totals. 

3. CONTROL LEDGER (ACCOUNTS PAYABLE QPR !Accounting 7 years If certifiE!d on individual voucher, 
VOUCHER) - Lists -purchase order num- retention 11hould be 1 year 
lber, vendor. number, certification, 
alpha by vendor, name -for each fund, 
!building, general. 

4. CLAIMS/WARRANT REGISTER - Listing of QPR lilccounting 7 years 
claims by vendor number, name , amoun· 
due, warrant number accompanied by 
certification of payment approval by 
School Board Audit Committee. Auth-
orization to pay. 

5. WARRANTS - Instruments issued in QPR ~ccounting 7- years Cancelled,~arrants may- be retained by 

payment. County Treasurer 

, 
DETAILED LIST OF CURRENT M:lNTH REIM- OFM llccounting Until after May be Vocational Technical or Federal b. 
~TJRSABLE EXPENDITURES - By complete audit Progrwns State :Report F-147 

accoU!iting code, warrant number, 
tvendor identification number, name, 
!Purchase.order; department. 

' ! 

i I -
~ -iFo'\;';h ATTORNEYfi..E'E~'"'. • -~ EX'MINER OF MUN<Cl~'/2.RPORAT•ONS STATE AR~pT . 

I ' -Ao -v I../\ J... ) .-. - .. • .4 ,k- a&"'c. 'I# •-i<_ 
-.ld- ,, _ _,, - . ,, 

(J 
, 

A so; 
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WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40, 14,070 & WAC 414-24-050 

DATE 

'
0

so-u1"?0NUMBER I TOT CE COMPUTER REPORTS/ ACCOUNTS PAYABLE OCTOBER 19 76 I PAGE 2 OF 3 PAGES 

ITEM 
NO. 

RECOROS SERIES TITLE AND DESCRIPTION CLA.SS OISTFUBUTION 

7. JOURNAL VOUCHER LISTING - Lists ven- OFM A.ccounting 
dor number, invoice/purchase order 
number, budget account, program 
location, object, department, amount 
en try date , buiJ.ding and general 
fund. 

8. DETAIL LIST OF ACCOUNTS PAYABLE DIS- OFM Accounting 
TRIBUTION BY BUDGET ACCOUNT NUMBER -
Lists vendor ntnnber, vendor purchase 
order number, budget account number, 
amount. 
NOTE: A variety of other "det a.il 
lists" of Accounts Payable for gener· 
al and building fUnds, with similar 
date, only varied in arrangement may 
lbe generated; if so, their retention 
should be the same as 8 above. 

g. · EXPENDITURE DETAIL LIST AND YEAR-TO- OFM 
IDATE SUMMARY OF GENERAL FUND EXPENDI­
TURES - BY VARIOUS SORTS. Lists by 
tvendor, identification number, name, 
1Purchase order ntnnber, location, de-
1Partment, current 8Jll0unt, year-to-
date summary. 
NOTE: Other expenditures year-to­
date reports for general fund, build· 
,;.ng fund, cafeteria, etc., may be 
generated, listing similar da.ta, but 
;;.pproved differently; if so retentior 
~t.. ~,. 1 n be smne as 9 above. 

ccounting 

MINIMUM 
APPROVEO RETENTION 

Until af'ter 
audit 

l year 

3 years 

( ._ ... ....r EXA,'~:-,iEFi; OF WUNICIPAL COR?O;;Ji.":"•0"-IS 

. J. )_ ~-- .. ~ ~" 

) ) 

OIS?OSITIONIREMARKS 

u 

SUPERSEDED



WASHIMGTOM STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFEREl'CE' RCW 40.1 •• 070 & WAC •14-24.050 

DATE 

~-

"

0

so-"i":7o""MOER I mcECOMPUTER REPORTS/ ACCOUNTS PAYABLE OCTOBER 119 76 I PA.GE 3 OF 3 PAGES 

ITEM 
NO. 

AECOR::>S SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION. 

10. ENCUMBRANCE REPORT - By various sort OFM~ccoimting 

L1.sts vendor number, name, purchase 
order number, budget accoimt number, 
a.mount. 

ll. PRINCIPAL'S REPORT - Lists account OFM 

-

number and nam?, ~ocation, current 
expenditures, year-to-date , imexpend 
ed balance, encumbrances, imencum-
lbered balance. 

I 

IAccoimting 
Principal '.s Copy 

MINIMUM 
A .. PAOV&:O RETENTION 

OtsPOSITfON/REMARKS 

Until supersed- M8¥ includ.E! general or building fund 
ed 

3 years 

\,,, ~EF EXAMINER OF MUNICIPAL C:ORF'ORATIONS ST" TE A.Rc771sT 

rl...J~~ .A f.J~ 

SUPERSEDED



' 

SCHEOU:..E NUMBER TITLE 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-2'-0SO 

DATE 

\ 

SD-17E COll'PUTER REPORTS/FOOD SERVICES OCTOBER ·1975 PA.GE 1 OF 2 PAGES 

ITEM 
NO. 

REC OROS SERIES TITLE ANO OESCRIPTION CLASS OISTRIBUTION 

1. DAILY LUNCH & CASE SALES REPORT - OFM Central Office 

3. 

4. 

5. 

l 
' . io. 
' 
,< ;::-

! 
' 

""' ~·A 

Lists school, student lunches sold, 
amounts, adult lunches sold, amount, 

· scellaneous & milk sales, amount 
extended, amount cash received, 
tota.l.s. · 

THLY LUNCH.& CASH SALES REPORT -
· sts sununary of lunches & milk sold 
y school dey, quantities purchased, 

ed and balance • 

NTHLY CASH REPORT - Sales by schoo 
for lunches, regular reduced, with-
out milk, adult lunches, extended 
ash amount, cash received, over/ 
der. 

LY LUNCH COUNT - Count by 
school of lunches received, regular, 
reduced, free, worker, . student, 
fa.cul ty or adult, totals of all 
=ehes sold. 

- Lists by school 
f milk purchased, available, used 
y studen'ts & adults, total used and 

imbursable. 

quantity, 

OFM ntral Office: 

OFM ntral Office 

OFM ntral Office 

OFM entral Office 

OFM entral Office 

~.<. 

MINIMUM 
APPROVED RETENTION 

3 years 

3 years 

3 years 

3 years 

3 years 

3 years 

If separat•a Food Services Accounting 
primary co:py is retained, Items 1 - 9. 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RC\'I 40.14.070 & WAC 414-24.0SO 

sc SED-ut]ENUMSER I TO"CECOMPUTER REPORTS/FOOD SERVICES 
OATE I ••GE OCTOBER 1976 2 o• 2 PAGES 

ITEM RECOROS SERIES TITLE ANO DESCRIPTION CLASS DlSTRIBUT!0"-1 MINIMUM DIS PQS I TION/REMARKS NO. APPROllEO RETENTION 

7. CAFETERIA "ON-HA.'ID" REPORT - Lists OFM Central Office 1 year 
item stock number, g_uantity on hand, I number served, amount to order, 
year-to-date, g_uantity, size of 
units issued, item description, unit 
cost, extended amount, tax, totals. 

8. CAFETERIA REGION EA~SION REPORT - OFM Central Office 3 years 
Lists stock number, item description 
g_uan ti ty, how is sued, unit and 
measures, unit price, extended . 
amoilllt, sales tax, total, budget 
account number, totals. 

9. YEAR-TO-DATE CASH SUMMARY - Lists OFM -Central Office 3 years 
cash by sales. 
NOTE: Other year-to-date summaries 
for milk, lunches, etc., may be 
generated; if so, retention should 
be the same as the Year-to-Date Cash 
SUIDIIlary. 

. 

I I 
•OR'"~:::t1E "'~~ ' 

~ EXA....,lr-.:EF; CF ~i.:· .. uc1~AL '::':)F<.PO;::l. ~,: .... s 
STAT!;" AFiC7o' 

- . ./J .:j--~e .h. ~ 
, 

- " ..... al ) ..... ~·~l-
1 

IT- -'P 

~OA 
. 

'J 

) ) 

SUPERSEDED



WASHINGTON STA TE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE' RCW .C0.1.C.070 & WAC •1.C.2.C.050 

'

0

so"..U1L7FNUMBER I TOTLECOMPUTER REPORTS/CENTRAi, STORES/WAREHOUSE 
DATE 

OCTOBER 11976 

( 

I PAGE l OF 

ITEM REC OROS SERIES TITLE ANO DESCRIPTION CL ... SS DISTRIBUTION MINIMUM DIS POSITION/REMARKS NO. APPROVED RETENTION 

1. CENTRAL STORES BALANCE REPORT - OFM Central Office Until after 
Lists stock number, budget account audit 
number, quantity, unit costs, totals 

2. CENTRAL STORES - ON-HAND INVENTORY OFM Central Office Until after 
REPORT - Lists stock number, quanti- audit 
ty "on-hand," minimum quantity, to OFM Central Stores l year 
lbe ordered, year-to-date quantity, 
unit/measure, i tern description, unit 
cost, extended amount, tax, total. 

3, CENTRAL STORES REQUISITION EXTENSION OFM '.:entral Office Until after 
REPORT - Lists quantity, unit/measur1 , 
stock number, item description, unit --
price, extended amount, sales tax, 
total amount. 

.. -

~ 

''\"• •TTo""•pe~ ~F E:ic:AMINER OF MUNICIPAL CORPORA TtONS STATE "RCl-ll~T 

- , J "\ - ~ l . ~.I // .. -;;;i..-~~ ~f£ __ : • °'-1.......iV 
'.) 

, 
Ch.A·!iaA 

1 PAGES 

-

SUPERSEDED



( 
'· 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC ~l'-2'-050 

ITEM NO. 
1. 

2. 

3. 

RECOROS SERIES TITLE ANO DESCRIPTION 

MONTHLY INVENTORY CONTROL REPORT -
Lists class/item, location, date, 
unit cost, description of item, 
quantity, purchase order number, 
room n<JIIiber. 

EQUIPMENT INVEllTORY NEW ITEM LIST -
Listed same as Item #1. 

CHANGES & DELETIONS TO EQUIPMENT 
INVENTORY FILE LISTING - Listed same 
as Item #1. 

4. CHANGE/DELETE CARD INPUT - Lists 
discrepancies, changes or deletions 
erroneously entered or left from 
master file. 

CL.ASS DISTRIBUTION 

OFM Central Office 

OFM . Central Office 
Location 

OFM Central Office 
Location 

OFM Central Office 

5. EQUIPMENT INVENTORY SUMMARY - YEAR- OFM k:;entral Office 
TO-DATE - Listed same as Item #1. 

6. EQUIPMENT INVENTORY LISTING - YEAR- OFM Central Office 
TO-DATE - Listed same as Item #1. 

MliNIMUM 
APPROVED RETENTION 

l year 

1. year 

l year 

l year 

l year 

l year 

r OR \ATTo1RNE!:.z::t g.!,_EF' EXAMINER OF MUNICIPAL CORPOE!ATIONS 

J )-~~ .... ..M-/J __ -6 

~c·A·l~A 
. 

CATE 

OCTOBER 1976 l PAGE l OF l PA.GES 

DISPOSITION/REMARKS 

All other 1oopies retained until 
. superseded 

SUPERSEDED



ITEM 
NO. 

( 

RECOR~S SERIES TITLE ANO DESCRIPTION 

1. REVENUE CONTROL REPORTS - Lists by 
v8.rious sorts. 

2 • REGULAR REVENUE RECEIPTS JOURNAL -
Lists batch number, date, receipt 
~umber, account number, description, 
amount. 

3. REVENUE RECEIPrS LEDGER - Lists 
receipt number, date, description of 
!item, amount • 

. 

--·-·-- --------------- ·--·----- ----

WASHlllGTOll STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REF ERENCEo RCW .W. 1'.070 & WAC •14.2•.050 

( 

OATE j PAGE 1 OF 1 PAGES 

CL ... SS DISTRIBUTION 

OFM Central Office 

OPR Central Office 

OPR Central Office 

MINIMUM 
APPROVED RETENTION 

3 years or 
until after 
audit 

7 years 

7 years 

~~:'\.EXAMINER OF MUNICIPAL CORPOR•TtQNS 

,,; i- ·~ . . ALJ ~fl.. ,,1 .JI 

. ' 

OCTOBER '1976 
OISPOS ITIQNfRl!!!MA AK 5 

0 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40. 14.070 & WAC 41"-24-050 

scsD''..1"7r"UMBE• I T><LCOM'UTER REPORTS/GENERAL 
OATE 

t PA.GE Fl..Q'lD OCTOBER 1976 1 oF 1 
ITEM RECORDS SERIES TITLE ANO DESCRIPTION CLA.SS DISTRIBUTION MINIMUM OISPOSITIONl'RE~ARKS 
NO. APPROVED RETENTION 

1. SUMMARY OF BASIC EDUCATION PROGRAMS OFM Central Office 3 years 
BY BUDGET ACCOUNT NUMBER - Lists 
budget account number, amounts, 
report for each. 

2. SUMMARY OF PRO-RATED PROGRAM BY OFM Central Office 3 years 
BUDGET ACCOUNT NUMBER 

3- ACCOUNTS PAYABLE - GENERAL FUND - OFM Central Office 3 years 
DISTRIBUTION, PAYROLL - Lists by 
orogra.m, year-to-date a.mount. 

4. SUMMARY OF YEAR-TO-DATE GENERAL FUND OFM k:;entral Office 3 Years Used to coinpile State Report F-196. 
EXPENDITURES - Lists in detail by 
various sorts, year-to-date. 

5. GENERAL FUND PAYROLL HOLOOVER AND OTh! Central Office 3 years 
PROGRAM DISTRIBUTION - Lists by 
various sorts, year-to-date • 

/ ". GENERAL FUND DISTRIBUTION OF OFM ,entral Office 3 years 
ACCRUALS - Lists by various sorts, 
"ear-to-date. 

~ ACCOUNTS PAYABLE/PAYROLL - GENERAL OFM ~entral Office 3 years . 
!FUND DISTRIBUTION - Liftts by various 
[Sorts, year-to-date. 

-

~0\): ATT:RNEJ1R ~ .£><>EF EXAMONER OF MUN'dL COR?ORAT•C"' STATE ARJv; 
i ' ~ ')_ .I~ ~- ~; ~_/-,-; 

-- ... 
G~ SOA 

. 
r.J -- . 

PAGES 

SUPERSEDED



ITEM 
HO. 

1. 

2. 

3. 

W ... SHIHGTOH ST ... TE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-0SC 

OATE 

COMPUTER REPORTS/TR.~NSPORTATlON OCTOBER 1976 JPAGE 1 OF 1 PAGES 

RECORDS SERIES TITL..E ANO OESCRfPTION 

GAS & OIL REPORT 
Lists vehicle no • , gallons used, 
labor , hours and cost. 

GAS, OIL AND LABOR REPORT 
Lists year & date, annual or semi-
annual. 

GAS, OIL/LABOR BATCH CONTROL 
Lists total for oil, gas, by batch 

, 

CLASS DISTRIBUTION 

OFM Trans. Dept. 
Central Office 

OFM Trans . Dept . 
Central Office 

OFM Trans. Dept. 
Central Office 

. 

MfNIMUM 
APPROVED RETENTION 

3 years 

3 years 

3 years 

_ .J;_HIEF EXAMINER OF MUNICIPAL CORPORATIONS 

I "~~ /I ... L-d/ .... 14 

' 

DISPOSITION/REMARKS 

All other copies, retain until 
superseded. (Items 1-3) 

0 

SUPERSEDED



W"SHINGTOH STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE: RCW 4ll.14.070 & WAC 414-24-050 

O.t.TE 

( 

>C~EOULE NUMBER I TITLE 

SD-17K COMPUTER REPORTS/GENERAL LEDGER February 15177 I PAGE 1 OF 
1 

PAGE$ 

<EM RECORDS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION RETENTION CllSP OS I TION/ A EMA R t<S •O. 

1. General Ledger Journal Vouchers OPR Accounting 7 years 

2. General Ledger Balance Sheet OPR Accounting 7 years The 6/30 repe>rt might be used for 
F-196 report .. Reports are used for 
7 year comparison, history and 
statistical Jlnformation. 

I ['-... 
. ~. . 

.... , 
r,~R T~TTO~N~L~ ~EXAMINER OF MUNICIPAL COAPORA.TIONS STATfi"JIST 

\ ; ('.... "-..J - , , k/?.,_<,. ? " • < < ~.b~~ . _....,.., 
. 

SUPERSEDED



' 

( 

'""·

050-.:,3M•ER I T>TCE TRAFF1c SAFETY oFF1cE 

ITEM 
~ECOl=!:JS SER1ES TITLE ANO OESCR1PTION 

NO. 

1. INSURANCE ON LOANED CARS FOR TRAFFIC 
SAFETY 

2. WASHINGTON STATE UNIFORM ACCIBENT 
REPORTS, WSP #161/REPAIR BILLS AND 
ESTIMATES 

3. AGREEMENT FOR USE OF TRAFFIC SAFEl'Y 
EDUCATION CARS 

4. LEASE/PURCHASE OF SIMULATORS 

5. SERVICE AGREEMENT 

6. PURCHASE REQUISITION/PURCHASE ORDER 

~ 

' 

WASHINGTON STATE SCHOOL DISTRICT 
GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE, RCW 40. l•.070 & WAC •1 ... 24-050 

DATE 

C\..ASS OISTRIBUT110N MINIMUM 
APPROVED RETENTION 

QPR Central Office 7 years after 
termination 
of policy 

OFM Transportation 3 years 
OFM Traffic Safety 3 years 
OPR State Patrol . 3 year1> /:film 
N/A, Insurance Company N/A 

OFM Traffic Safety Until super-
seded or new 
car obtained 

N/A Dealer N/A 
N/A Regional Ofc.Auto N/A 

Manufacturer 
OFM Dept. Of Mtr. Until super-

Vehicles seded or new 
car obtained 

QPR Accounting 7 years 
OFM Traffic Safety 3 years after 

termination of 
lease/purchase 
agreement 

OFM Purchasing Until super-
Traffic Safety seded 

OPR Accounting 7 years 
OFM Purchasing 3 years 
OFM Traffic Safety 3 years 
n"" ~ _, 

~- , -----

OCTOBER 1976 I PAGE 1 

DISPOSITION/REMARKS 

. -
STATE A. 

F\\: ATTO~AL CHIEF EXAMINER OF MUNICIPAL CORPORATIONS 'ft1ST• ( i--....... .Ir-/) A -;;i.... )~ ,,.,, / . . . 
')~ .• J. ~ 

-"}5&1>. 
. I -

( 

OF 2 PAGES 

. 

SUPERSEDED



•cHEsuo.:1 aUMBER I T'TCE TRAFFIC sAFETY OFFICE 

ITEM RECORD5-5ERIE5 TITLE AND DESCRIPTION 
NO 

7- ~l"'LICATION FOR PROGRAM APPROVAL 
~greement between State and School 
District - State Report#M-365B4 

8. CURRICULUM GUIDELINES 

9. t:LAIM FOR REIMBURSEMENT FROM STATE 
ON DISTRICT/NON-DISTRICT STUDENTS 

~O. rRAFFIC SAFEI'Y CERTIFICATES FOR 
DISTRICT/NON-DISTRICT STUDENTS 

ll. !RECEIPTS FROM MONIES FOR TRAFFIC 
SAFETY EDUCATION 

~2. INDIVIDUAL STUDENT.RECORDS 
"ncludes student's progress, daily 
program attendance, evaluative 
""esults. 

tl.3. 1LISTS: a. Students completing course 
b. Students completing course re-
ceiving failing grade~; c. Students 
officially withdrawn or transferred. 

FCI 
~E ATTORtZ~~ 

' 

~··SOA 

-- ( ) 

WASHINGTON STATE SCHOOL !>!STRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

DATE I PAGE 2 OCTOBER 1976 OF 2 PAGES 

CL.ASS DISTRIBUTION MINIMUM OISPOSITIONIREMJI. R KS 
APPROVED RETENTION 

OFM Traffic Safety l year after 
acceptance 

OFM Instruction/Traf- Until Super- See Instruction's Curriculum Guidelines 
fie Safety seded 

OFM School Until Super-
seded 

OFM Traffic Safety 3 years 
OPR Accounting 7 yea.rs 

OFM School District Until student 
reaches 18 yrs 
of age 

OFM Dept. of Mtr. 2 yea.rs 
Vehicles 

N/A Insurance Co. N/A 

OPR Accounting 7 yea.rs 
OFM School 3 yea.rs 

OPR School 7 years See Pupil Records Schedule 
See SPI Bulletin #9-76, 6/1/76, pg. 2. 

OPR Traffic Safety 7 years See SPI Bulletin #9-76, 6/1/76, pg. 2. 

• 
CHIEF EXAMINER OF MUNICtPAL CORPORAiTIO"IS STATE ARCHIVIST /' 1 .... 

.A-/2.- / ;) " _, 
1 1 - .. .J .<____.,...,. _....../r- .,, ~~lr//h.-, 

' v 

) ) 

SUPERSEDED



r 

REPORTS MANAGEMENT 

As stated previously, retention scheduling is only one objective of a Reports Management program. The 
objectives of Reports Management are: 

1. Identify reports being produced 
2. Provide visibility of report volume and cost 
3. Control the creation of new reports 
4. Establish a means of eliminating obsolete reports 
5. Determine the number of man-hours required for report generation 
6. Provide effective distribution and outlet capability 
7. Improve report quality and effectiveness 
8. Promote exception-type reporting where feasible 
9. Include reports as part of records retention program. 

·' 

A report is defined as a written or printed statement of statistical, operating status or administrative 
information which is designed to assist in the decision-ma.king process and is published on a periodic basis. 

For further information on Reports Management and the techniques of developing a district reports management 
program, write to the Division of Archives and Records Management, Room 218, General .Administration Building, 
Department of General Administration, Olympia, WA 98504; for the handbook entitled Reports Management. This 
is a 22-page "how to" manual, including forms format, definitions, implementation and systems maintenance 
procedures. (No charge.) 

SUPERSEDED



ITEM 
NO 

STUDENT RECORDS 

REC·:::=i=s SERIES TITLE AND DESCRIPTION 

STUDENT RECORDS DEFINED -
All personally identifiable informa­
tion maintained by a school district 
directly related to a student regard~ 
less of where or how the information 
is filed. Student records are nor­
mally devided in to the following 
separate records series for the pur­
poses of facilitating filing, refer­
ence and disposition. 

CLASS 

1. STUDENT PERMANENT RECORD CARD(S) OPR 
(may also be called GUIDENCE RECORD, 
CUMULATIVE RECORD CARD or TRANSCRIPT OPR 
Tilis series will probably contain 
one cacd each for the Elementary, 
Middle and High School levels, and 
may include the following informa~ . QPR 
tion: 
a. Student's legal name. 
b. Any other name by il!rich the stu~ 

dent is or has been known. 
c. Social Security Number. 
d. Sex. 
e. Date of birth. 
f. Student's address (last known 

while in school or school system) 
g. Names of parents or guardians. 
h. Date of ~ntry or admission into 

school or school system. 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCEo RCW 40. 14.070 & WAC 414.24.050 

DISTRIBUTION 

Elementary 

Junior High or 
Middle School 

Senior High 

RE TENTION 

Perm.anent 

Perman~nt 

Permanent 

PAGES 

OA.TE 

FEBRUARY 19177 I PAGE 1 OF 4 

OISPOSITIO>llFREMARKS 

SUGGESTED PROCEDURES: 
Forward with student to next level, or 
retain at school, or transmit to central 
records system - may be microfilmed in 
lieu of retatining hard copy. 

This series may also be abstracted from 
documents iI1l the "Student Cumulative 
Records" and filed with those records 
until the "Cumulative Records" are dis-· 
posed of. 

If the Perm6ment Records are to be micro"" 
filmed, they must be done so in accord 
with state s: tandards. Information regat r.: 
ding those s:tandards can be obtained 
from the Wa.,hington State Archives. 

F STATE ~IVIST 

~~ ~.//J• -

CH:~XAMINER OF MUNICIPA£;0RPORAT10NS 

ti. "'- .......... ' • ,, J - - ,,, __/ ) v ... 

~-50A 
. •' 

SUPERSEDED



SC .... ED:.Jso:1u9MBER 1 TITLE STUDENT RECORDS 
ITE-..i 
o,;o RECORDS SERIES TITLE AND CESCRIP~ION CLASS 

i. Name of school or institution 
from which the stu-ent was recei-
ved. 

j. Courses with applicable marks and 

I or reports (High School on li) -
' see appendix Ii for content detai 
ik. Progress data, GPA for completion 

(High School only). 
1. Date of withdrawlal. 
m. Transfers - where transferred. 
n. Racial or ethnic origin. 
o. Record of Acress sheets - documen~ 

tation of various parties reques-
ting information. 

2. STUDENT CUMULATIVE RECORDS (Student OFM 
Folder) - Student Cumulative Records 
·is a standard term for reports of 
continuous and current significant 
concrete information 01f the student' 
developmental progress during enroll"" 
ment in school and will generally 
consist of the following catagories 
of information: 
a. Personal identification. 
b. Family background and residence. 
c. Physical, health, sensory and re-

lated conditions. 
d. Mental, psycologica1·and profici-

ency test results and re lated con>-
ditions. 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24-050 

DATE I ?AGE FEBRUARY 1977 2 OF 4 PAGES 

OISTRIBUTION RETE ... TION DISF'OSITION/R EMA R KS 

The Cwnulative 5 years after SUGGESTED PROCEDURES: 
Record will be graduation or Purge folder according to district poli 
transferred from withdrawal from cy· at Elementary, Middle and/or Junior 
level to level as Senior High High levels. 
the student pro- -or-
gresses through 3 years after At end of retention period purge folder 
the school system. withdrawal (or and destroy all but the STUDENT PERMA-

no show) from NENT RECORDS CARDS (See Item Ill). 
Elementary, Mid· 
dle School or 
Junior High. 

-or-
Until parent re-
quest for dele-
tion (or request 
~Ya student ave 

\~E ATTO]JT5~RAL ' CHO;s;:::;U-;;-}!7;::::;;:;: STATE 7.VIST . 
,.....,,, 'A • J .,_ -e, Al'/,,,..,,,., 

( /loA-50A ' - , . 

) ) 

SUPERSEDED



SCHECU'-E NUMBS!'< T1Tl...E 

ITEM 
NO 

3. 

SD-19 STUDENT RECORDS 
REC OROS SERIES TITLE ANO OESCRIPTION 

e. Enrollment and attendance. 
f. Performance. 
g. Educational and vocational plan. 
h. Honors and activities. 
i. Work experience. 
J· Teach~r/counselor comments. 
k. Permanent Record Card as defined 

in Item #L 
1. Record of acces sheet - ·requests 

for records/information and appro 
vals. 

CONFIDENTIAL REPORTS AND RECORDS 
(May also be known as STANDARD RE­
PORTS, GUIDEN CE REPORTS or SUPPLEMEN . 
TARY REPORTS) - Confidential Records 
are confidential, in that, public 
access to such records is restricted 
to parents, guardians and the stu­
dent _in question (if over the age of 
18). Confidential records include 
confidential reports or anecdotal in 
formation from the records of cooper 
ating agencies and individuals such 
as Child Welfare Agencies,. hospitals 
Juvenile Courts , consulting psycholo 
gists, other private practitioners, 
corrections officers or agencies, et 

Cl.ASS 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

CATE 

FEBRUARY 1977 PAGE 3 OF 4 

OTSTFllBUTION FIE TENTION 

,the age of 18) 
·· !under the provi 

1sion.s of the 
·,Family Educatio l 
'Rights & Privac A.ct. 
Pub lie Law of 
1975 #20 . 
USC-12326, 45 
CFR, Part 99 

DISPOSITION/REMARKS 

PAGES 

OFM Elementary, Middle 
School, Junior or 
Senior High. 

5 years from 
date of gradua­
tion or withdra 

SUGGESTED PROCEDURE:" 
Any such ref~rt should' be accepted only 
with the api:•roval of the parents or 
guardians arnd with the understanding 
that it will not be incorporated into 
the Student Cumulative Records or the 
Special Studlent Services Records. 

al from Senior 
igh 

-or-
3 years after 
ithdrawal (or 
o show) from 
lementary, Mid­
le or Junior 
igh 

-or-
til parent re­

quest for dele..: 
tion (or request 
. y. student over 

8) under the 

SUPERSEDED



SCHEOUSD-N1U9MBER I TITLE 

STUDENT RECORDS 
ITEM REC OROS SERIES-TITLE ANO DESCRIPTION CL..t.SS 
NO. 

4. SPECIAL, HANDICAPPED & GIF'IED STU- OFM 
DENT SERVICES RECORDS - These rec-
ords originate as reports written by 
Student Services workers or other 
authorized shoal personnel for the 
express use of other professionals 
within ~he agency. Includes teacher 
or counselor observations, verified 
reports of serious or recurrent be-
havioral problems, and selected 
health data. Used to assess student 
for placement in special programs. 

5. STUDENT DISCIPLINE RECORDS - OFM 
1hese reports are prepared by school 
principals under the requirements of 
the Office of Civil Rights (Title IX 

·Section 90l(a)). The report include i 
a description of the violation in 
terms of the school's Student Rights 
and Responsihilities Code~ legal 
rights to appeal, the nature of the 
disciplinary action involved, the 
sex and race of the student, the 
signatures of the principal and the 
student. 

\ 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414.24-050 

DATE I PAGE FEBRUARY 1977 4 OF 4 PAGES 

DISTRIBUTION RETENTION OISPOSITION/REMAR KS 

District Special 5 ye?rS after SUGGES'lED PROCEDURE: 
Student Services provision of Special, Handicapped & Gifted Student 
Director to the educational ser- Services records should be separated 
extent that the vice has ended form the Student Cumulative Records 
Special Student (5 years after folder as per the limited access provi-
Files are kept graduation or sions of the Family Educational Rights 
separate from the withdrawal) Privacy Act. 
Student Cumulative or 5 years aftet 
Records. student has at-

tained the age 
of 21. 

School Principal, 2 years 
Office of Civil 
Rights 

FOR '5: AT~:::{:{tRA , 
h,XAM>NER OF MUN>C .. AL COR•ORAT•O" STATE 7V:t 

. u( I ./J ~-r 
.-

C.vl./l.L. 'I ./' ~ ;)))d: ~- / 
' 

'·~-SOA I ; 

) ) ) 

SUPERSEDED



• 
WASHINGTON STATE SCHOO\. DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

• 
•c·so"-"2o'P."''"'" I "~~·r ru::PoRis1AccREDITATION/'APPORTioNMENT .APPROVAL I PAGE ] OF 1 PAGES 

0°ATE 

MARCH 1978 
1·:"/'EM .• ,.. 

~ NO. 
C'LA.SS OISTftteUTION RETE'NTION 

1. C-300 ANNUAL SCHOOL DISTRICT REPORT OFM 
FOR ACCREDITATION 

Sch. Dist. Offices Until supersede 
State Board of Ed. Jntil superseded· 

2. C-303 SCHOOL DISTRICT REPORT FOR 
APPROVAL FOR THE PURPOSE OF 
APPORTIONMENT 

""·, 

""";\'.~TTOR~~GENERAL 

• v 

~!JSOA 

OFM Sch. Dist. Offices Until supersede 
SPI Pntil superseded~ 
State Board of Ed. Pntil superseded 

C~XAMINE.Fl OF MUNl.{:1PAL CORPORATIONS 

.~J~- ·" 

DISPOSITION/REMARKS 

(OPTIONAL) First issued 1971-72 
Suspended 1977-78 

First issued 1971-72 

STATE ""9HIVIST 

~A·>(~~J .. ~)/;I~ /;/,·/I' # 

' 

SUPERSEDED



ITEM 
NO. 

1. 

2. 

RECOR:::lS SERIES TITLE AND DESCRIPTION 

F-115 ADULT BASIC EDUCATION CLAIM 

P-173 CONTINUING SURVEY OF ENROL­
LEES IN ADULT BASIC EDUCATION PRO­
GRAMS 

CLASS 

QPR 

OFM 

3. M-220 ADULT BASIC EDUCATION LIST OF OFM 
MATERIALS 

4. D-227 ADULT EDUCATION - APPLICATION OFM 
FOR CERTIFICATE OF EDUCATIONAL COM- OPR 
PETENCE 

5. E-258 FINANCIAL STATUS REPORT FOR OPR 
ADULT BASIC EDUCATION 

6. C-259A APPLICATION FOR ALLOTMENT OPR 
ADULT BASIC EDUCATION 

7. M-736 MONTHLY ATTENDENCE FOR TITLE OFM 
XX INDO-CHINESE REFUGEE CONTINUING 
EDUCATION COURSE 

8. M-738 APPLICATION FOR APPROVAL OF OPR 
ADULT BASIC EDUCATION COURSES 

·i 9. , F-774 COMMUNITY EDUCATION PROGRAM I ! STATUS & ROSTER UPDATE 

. 

OFM 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

SA TE 

I PAGE 1 o~ l PAGES 

DISTRIBUTION 

School District 
SP! 

School District 
SPI 

School District 
SPI 

School District 
SPI 

School District 
SPI 

School District 
SP! 

School District 
DSHS 

School District 
SPI 

School District 
SPI 

RETENTION 

7 years 
7 years 

Until supersede 
3 years 

1 year 
1 year 

5 years 
Permanent 

7 years 
7 years 

7 years 
7 years 

l year 
3 years 

7 years 
7 years 

Until superollede< 
Until supereedec 

MARCH 1978 
DISPOSITION/ A EMA R KS 

First issued 1970-71 

First issued 1970-71 (previously OE 
3081) 

First issued 1970-71 (deleted 1976-77 

First issued 1970-71 

First issued 1970-71 

First issued 1970-71 

First issued 1976-77 

First issued 1976-77 

First issued 1977-78 

SUPERSEDED



SCHEDULE NUMBER TITLE 

SD-20C. SP! REPORTS/BUDGET 
ITEM RECORDS SERIES TtTLE AND DESCRIPTION NO. 

1. PRELIMINARY BUDGET REPORT: 

F-194 PRELIMINARY BUDGET 

F-201 CHECKLIST FOR REVIEW OF PRE-
LIMINARY BUDGET 

F-205 PRELIMINARY BUDGET REVIEW 
REPORT 

2. FINAL BUDGET REPORT: 

F-195 FINAL BUDGET 

F-202 CHECKLIST FOR REVIEW OF FINAL 
BUDGET 

F-203 REPORT OF ESTIMATED ANNUAL 
ENROLLMENT AND COMPUTED WEIGHTED 
ENROLLMENT 

F-204 COMPUTATION OF ESTIMATED PER 
PUPIL SUPPORT FROM LOCAL AND STATE 
LEVELS 

I F-752 PETITION FOR APPROVAL TO IN-

i CLUDE RECEIVABLE COLLECTABLE IN BUD-
f GET (OPTIONAL) 
~ 

' 
: . I 
J~ATTORl ruRAL ·, 

- ~ ' 
----~ 

A 

CLASS 

OFM 

OPR 

OFM 

(. 
. _,, 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414-24.0SO 

( 

DATE I F>AGE , MARCH 1978 OF ~ PAGES 

DISTRIBUTION RETENTION DISPOSITION/REMARKS 

School District Until supersede Package first issued 1971-72 
by final budget (deleted 1977-78) 
package (previously A-17-A) 

EDS Until supersede1 
by final budget 
package (previously A-17-B-2) 

SPI Until supersedec 
by final budget 
package (previously A-17-B-l) 

School Board Permanent Package first issued 1971-72 
Minutes 
School District Until after aud t (previously A-17-B) 
ESD 3 years 
SPI 7 years 
County Auditor 1 year (previously A-17-B-3) 

(previously A-17-1/A) 

(previously A-17-1/C, deleted 1977-78 
replac"d by F-203). 

F-752 first issued 1976-77 (sample 
form - may or may not be used) 

. 
c~~F' EXAMINE/I. of\MUNICIPA!_.. CORPORATIONS STATE ARVHIVIST 

~~R· .A 

I -
J / /£:_ __ : ;iT)ii,-,(/ f -,-t 

(/ ' 

I 

SUPERSEDED



5

~~~;~~E NUMOER I T>TL~PT R~PORTS/BUDGET 
ITEM 
NO. 

RECORDS SERIES TITLE AND DESCRIPTION 

3. F-196 (A, B & C) ANNUAI SCHOOL 
DISTRICT BUDGET REPORT: 

PART I - REVENUE 
PART II - EXPENDITURES 
PART III - COST ACCOUNTING 

4. F-198 MONTHLY BUDGET STATUS REPORT 

5. F-199 CONSOLIDATED BAIANCE SHEET 

6. F-200 REQUEST FOR BUDGET EXTENSION 

7. F-481 COMPUTATION OF ESTIMATED 
AMOUNT DUE AND ACTUAL AMOUNT DUE 
HIGH SCHOOL DISTRICT FOR EDUCATING 
PUPILS FROM NON-HIGH DISTRICTS 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24.0SO 

CLASS DISTRIBUTION 

OFM School District 
ESD 
SPI 

OFM School''District 

OFM School District 

OPR School District 
ESD 
SPI 
State Auditor 
County Auditor 
County Treasurer 

OFM School District 
ESD 
SPI 
County Auditor 
County Treasurer 

RETENTION 

2 years 
3 years 
7 years 

! ::A TE 

1 MARCH 1978 I PAGE 2 

DIS P OS I Tl ON/REMARKS 

First issued 1970-71 
(previously A-57-1) 

OF 3 PAGES 

Until supersedei *Optional unless budget extention 
requested 
First issued 1971-72 (previously MFD 
-1) 

Until super<Sede *Optional unless budget extension 
requested 

7 years 
3 years 
7 years 
7 years 
7 years 
7 years 

Until after 
Until after 
3 years 
Until after 
Until after 

First issued 1971-72 (previously MFD 
-2) 

First issued 1971-72 (previously IBD-
1) 

aud:t First issued 1972-73 (previously F-45' 
aud·t 

audi~ 

audit 

SUPERSEDED



I 

s;~~~~~E ~u~eEq I TIT~~PI 
REPORTS/BUDGET 

ITEM REC OROS SEP.IES TITLE AND DESCRIPTION 
NQ. 

8. F-658 REPORT OF PAYMENT TO FIRE 
DISTRICTS 

9. F-698 APPLICATION FOR WEIGHTING FOR 
A REMOTE SCHOOL WITHIN A SCHOOL 
DISTRICT 

10. F-780 LEVY LID CALCULATION WORK-
SHEET 

I 
I 
' ; 

I I 
~ 

1~~eE i'T 

;~Y;::C 
I I. 

:.~.··~SCA 

CLASS 

OFM 

OPR 

OFM 

OPR 

OFM 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14,070 & WAC 414-24-050 

DATE 

MARCH 1978 I PAGE 3 
DISTRIBUTION RE TENTION OISPOSI TION/REMARKS 

School District Until after aud t First issued 1975-76 
ESD Until after aud t 
SPI 7 years 

School District Until notificat' on First issued 1974-75 
ESD Until notificat:' Ion 
SPI 7 years 

School District 1 year First is: sued 1977-78 
SPI 3 years 

f~ EXAMINE+ Of,MUNIC !!='AL .,CORPORA T10NS 

.t.)~R~ 
STAT~711~1ST 

/' ~ ~ -
~ ' .:.1:·?r7'J/fr.:/l"'~~/_ . ' 

j I 

( 

OF 
3 

PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.0SO 

5So:2aoE ""~aER I SPIE REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS 
DA TE 

I PAGE 1 OF 6 PAGES 

ITEM REC=N:JS SERIES TITLE AND DESCRIPTION 

1. F-124 APPLICATION FOR GRANT/ESEA 
TITLE IV PART C 

2. F. 225A APPLICATION FOR GRANT/ESEA 
TITLE I MIGRANT - SUMMER PROGRAM 

CLASS DISTRIBUTION 

OFM School District 

SPI 

OFM School District 

SPI 

3. ESEA COMPREHENSIVE APPLICATION OPR School District 
(Dis continued Package) 

F-149A COMPREHENSIVE PROGRAM APPLI­
CATION FOR FISCAL YEAR 

C-230B FUND SOURCE FACE SHEET -
TITLE IV, PART B 

C-230C FUND SOURCE FACE SHEET -
TITLE IV, PART C 

_ C-230M FUND SOURCE FACE SHEET -
, TITLE I, MIGRANT 
I 

C-230R FUND SOURCE FACE SHEET -
TITLE I, PART A AND NED 

SPI 

RETENTION 

5 years or unti 
after Fed. audi1 
5 years or unti 
after Fed. audi1 

5 years or unti 
after Fed. audi 1 

5 years or unti 
after Fed. audi 

;; years or unti 
after Fed. audil 
5 years or unti. 
after Fed. audi1 

. 

MARCH 1978 

DISPOSITION IR EMA R KS 

First issued 1970-71 
(previously FBA 83) 
Program previously Title III 

First issued 1972-73 
Deieted 1977-78 
(previously F-175) 
*Replaced by F-747 (see item i/26) 

First issued 1975-76 
Deleted 1977-78 
*Replaced by Current Package 
(See Item 1126) 

STATE ARG)HIVIST 

u . 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

( 

·~~~;~~·NUMBER I TO~LPEI REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS 
CATE I PAGE 2 OF 6 PAGES MARCH 1978 

ITEM 
NO. 

4. 

5. 

6. 

7. 

RECORDS SERIES TITLE ANO DESCRIPTION 

F-263 TRANSFER OF UNEXPENDED ESEA 
TITLE I FUNDS FROM PREVIOUS YEAR 

P-334 CERTIFICATE OF PUPIL ELIGI­
BILITY - MIGRANT EDUCATION PROGRAM 

M-337 EQUIPMENT INVENTORY - MIGRANT 
EDUCATION PROGRAMS 

M-480 LOCAL SUMMARY OF ESEA TITLE I 
PROGRAMS 

8. M-487 TITLE I PART B LETTER OF IN­
TENT REVIEW FORM 

9. F-510 ANNUAL REPORT FOR ESEA TITLE 
III FROM PROJECT MANAGERS 

LO. F-579 TITLE I APPLICATION REVIEW 
CHECKLIST "APPLICATION FOR GRANT 
F-149" 

CLASS DISTRIBUTION 

OFM School District 

SPI 

OPR School District 

OFM School District 
SPI 

OFM School District 

SPI 

OFM School District 

SP! 

OFM School District 

SP! 

OFM School District 

SPI 

RETENTION 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 

5 years or unti 
after Fed. audi 

Until supersede 
Until supersede 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 

5 years or unti 
after Fed. audi 
5 years ·or unti 
after Fed. audi 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 1 

5 years or unti 
after Fed. audit 
5 years or unti 
after Fed. audi1 

DIS POSITION/REM.AR KS 

First issued 1971-72 
Deleted 1977-78 

First issued 1971-72 

First issued 1971-72 

First issued 1972-73 
Deleted 1977-78 

First issued 1973-74 
Deleted 1976-77 
*Replaced by F-744-48 (see item #30) 

First issued 1973-74 
Deleted 1975-76 

First issued 1974-75 
Deleted 1976-77 
*Replaced by F-580 

STATE ARC/J'~(tT 
... £/'. ')..7) //,./l{,L,) ~ 

d 
, 

SUPERSEDED



\ 

SCHEDULE NUMBER 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

OATE 

SD-200 
I TOTCE SP! REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 J PAGE 3 

ITEM RECOROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DIS PCS I TION/REMAR KS 
NO. 

11. F-580 TITLE I INSTRUCTION COMPONENT OFM School District 5 years or unti First issued 1974-75 
REVIEW CHECKLIST (F-745B) after Fed. audit 

SPI 5 years or unti 
after Fed. audit 

12. F-581 ESEA TITLE I INVENTORY REPORT OFM School District 5 years or unti First issued 1974-75 
FOR FISCAL YEAR after Fed. audit 

13. F-582 REQUEST FOR AUTHORITY TO DIS- First issued 1974-75 
POSE OF ESEA TITLE I 

13. F-583 REPORT OF DISPOSAL OF ESEA OFM School District 5 years or until First issued 1974-75 
TITLE I EQUIPMENT after Fed. audit 

SPI 5 years or until 
after Fed. audit 

14. F-597 UNEXPENDED OR UNENCUMBERED OFM School District 5 years or until First issued 1974-75 
FUNDS FOR MIGRANT CHILDREN EDUCATIOt after Fed. audit Deleted 1977-78 
PROJECT SPI 5 years or until 

after Fed. audit 

15. F-623 END-OF-PROJECT REPORT - TITLE OFM School District 5 years or until First issued 1975-76 
I, ESEA - MIGRANT after Fed. audit Deleted 1977-78 

SPI 5 years or until *Replaced by F-757 
after Fed . audit 

• 
F~Tt·k. ATTORr. 

~AL 
I ol:~XAMINER flF' tw(UNICIPAL crPORATIONS STATE J;_HIVIST 

~ .... j l_:" ..•• .J--1?.... . / J. d-J/l/a // IJ. ' -· ..,..,. .;--. 

~
1
·50A (j r 

c• 6 PAGES 

SUPERSEDED



( ( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-050 

CATE 

.u, "-:1i:-1 •MFNTARY SFCONDARY EDUCATION AC PRnGRAMS 
ITEM 
NO. 

16. 

RECO"l;:!S SERIES TITLE ANO DESCRIPTION 

F-626 STATEMENT OF AGREEMENT COVER­
ING RECEIPT AND EXPENDITURE OF TITL 
I & MIGRANT EDUCATION FUNDS 

CLASS DISTRIBUTION 

OPR School District 

SPI 

17.• F-667 ESEA TITLE I MONITORING FORM OFM School District 

18. F-674 SPECIAL INCENTIVE ESEA TITLE 
I, PART B APPLICATION 

OFM 

SPI 

School District 

SPI 

19. M-683" NO WIDE VARIANCE COMPUTATION OFM School District 

20. F-693 NOMINATION FOR ESEA TITLE I 
STATE ADVISORY BOARD 

21. F-696 FINAL PERFORMANCE REPORT -
SPECIAL GRANT ESEA TITLE II 

SPI 

OFM School District 
SPI 

OFM School District 

SPI 

RETENTION 

5 years or unti 
after Fed. audil 
5 years or unti. 
after Fed. audil 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audil 

5 years or 
after Fed. 
5 years or 
after Fed. 

unti 
audil . 
unti 
audil 

5 years or unti 
after Fed. audil 
5 years or unti 
after Fed. audil 

Until supersede 
Until supersede( 

5 years or until 
after Fed. audit 
5 

.. years or unt1. 
after Fed. audit 

MARCH 1978 
DISPOSITION/REMARKS 

First issued 1975-76 

First issued 1975-76 

First issued 1976-77 

First issued 1976-77 

First issued.1976-77 

First issued 1975-76 
Deleted 1977-78 
(previously SS-18) 

( 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414-24.050 

s~~~;~~E NuMeER I T<TLE SPI REPORTS/ELEMENTARY SECONOARY EDUCATION ACT PROGRAMS 
DATE I PAGE 5 OF 6 PAGES MARCH 1978 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION 
NO. 

22. F-700 MAINTENANCE OF EFFORT - ESEA 
TITLE I 

23. M-719 MIGRANT PROGRAM IMPLEMENTATIOI 
REPORT TITLE I 

24 •. M-722 WASHINGTON STATE MIGRANT ED-
UCATION PROGRAM MONITORY INSTRUMENT 

25. F-731 ESEA TITLE I IMPLEMENTATION 
REPORT 

26. ESEA COMPREHENSIVE APPLICATION 

F-744 COMPREHENSIVE PROGRAM APPLI-
1 CATION - PART I DATA SUMMARY AND 

·I ASSURANCES 
' 

I 

F-745A PART 2 TITLE I REGULAR PART 
A, N & D, PART B PUBLIC LAW 874 LRH 

' . FOR ,"\\E ATTORNEY \jERAL 

' .~i ~ " ... • ; ....__//'----
'::I..~-..- . 

. OA 

CLASS DISTRIBUTION 

OFM School District 

SPI 

OFM School District 

SPI 

OFM School District 

SPI 

OFM School District 

SPI 

OPR School District 

SPI 

RETENTION 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audii 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 

5 years or unti 
after Fed. audit 
5 years or unti 1 

after Fed. audit 

5 years or until 
after Fed. audi 1ij 
5 years or until' 
after Fed. audit 

OIS;:>OSI TIONIR EMA R KS 

First issued 1976-77 
Deleted 1977-78 
(previously F-149A) 
*Replaced by F-745D 

First issued 1976-77 

First issued 197.6-77 

First issued 1976-77 

First issued 1977-78 
*Replaces F-149A, F-225A, & C-230R, 

C, M & R 

STATE A/HIVIST 

/.I~· !} J 

SUPERSEDED



( ( 

WASHINGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

OATE s5;;:2oa· NUMBER I TITCE SPI REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 I PAGE 6 OF 6 PAGES 

ITEM 
NO. 

RECO'l'iDS SERIES TITLE ANO DESCRIPTION CLASS OISTRIBUTION RETENTION 

F-745B ESEA TITLE I INSTRUCTIONAL 
COMPONENT DRD 

F-745C ESEA TITLE I ADMINISTRATION/ 
SUPPORT ORD 

F-746 ESEA TITLE I ADENDA - PUBLIC 
LAW 874, LOW RENT HOUSING 

F-747 PART II, TITLE I MIGRANT 

F-748 PART II, TITLE IV PART B 

27. M-749 ESEA TITLE I EVALUATION (YEAR OFM School District 
END REPORT) 

SPI 

28. MIGRANT PROGRAM EVALUATION REPORTS OFM School District 

M-755A YEAR END EVALUATION REPORT SPI 

M-755B SUMMER SCHOOL EVALUATION REPCRT 

M-755C END OF YEAR EVALUATION - WRA' 
TEST DATA 

5 years or unti 
after Fed. audil 
5 years or unti 
after Fed. audi 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi1 

29. M-757 TITLE I MIGRANT PROGRAM EVAL- OFM School District 
UATION 

5 years or unti 
after Fed. audil 

. ' 
~Fa ~'{_HE ATTOR fE.Y ~ENERAL 

\! \ ". l Ii'-\ 
>.f;/)-SOA 

SPI 5 years or 
_.c .... ~r Fed. 

EXAM""E,R 10F ~ICIPAL C( RP ORA T!ONS 

'( ·'-- . /) 
'- Ja,, •• :,.t,y/("_ ·-

' 1 

unti. 
audi 

DISPOSITION/REMARK~ 

First issued 1976-77 

First issued 1976-77 
Delete>d 1977-78 
*Replatced by M-757 

First issued 1977-78 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.0SO 

DA TE 

I PAGE 1 OF 2 PAGES ·~~:~~~E NUMBER ! T>TLE SP! REPORTS/ENROLLMENT MARCH 1978 
ITEM 
NO. 

1. 

2. 

RECORDS SERIES TITLE AND DESCRIPTION 

P-105A SCHOOL ENROLLMENT REPORT 
(MINORITY) 

P-210 REPORT OF GRADUATES, DROPOUTS 
AND PUPILS ON TAX EXEMPT PROPERTY 

3. P-213 REPORT OF HIGH SCHOOL PUPILS 
RESIDING IN NON-HIGH DISTRICTS 

4. MONTHLY ENROLLMENT REPORTS 

P-223 MONTHLY REPORT OF SCHOOL DIS­
TRICT ENROLLMENT 

P-223H MONTHLY REPORT OF HANDICAPPE~ 
I ENROLLMANT ; 

P-223N MONTHLY REPORT OF NON~RESI­
DENT ENROLLMENT - INTERDISTRICT 
COOPERATIVE 

P-240 FINAL.ENROLLMENT REPORT OF 
PRIVATE SCHOOL STUDENTS ATTENDING 

; PUBLIC SCHOOL PART TIME 

F >\THE ATTOR~GENERAL f 

• Ai... ·1 ~ \ / ... 
\ G A-50A 

.J ~ 

CLASS DISTRIBUTION RE TENTION 

Until supersede OH! School District 
ESD Until supersede 1 

SPI 

OPR School District 
ESD 
SPI 

OPR School District 
ESD 
SPI 

OPR School District 
ESD 
SPI 

Until supersede 

7 years 
7 years 
7 years 

7 years 
7 years 
7 years 

7 years 
7 years 
7 years 

I 
I 

iC5 F EXAMINE!ll oFf M~~·cr.L CORPORA TIO-NS 

i .'- ~ . o 1--/J/. . o.; ... l ...._ u 

., 

DISPOSITION/REMARKS 

First issued 1971-72 
(previously M-70-S) 

First issued 1970-71 
(previously A-52) 

First issued 1970-71 
(previously A-60) 

First issued 1971-72 
(previously M-70) 

P-223H First Issued 1977-78 
(previously P-653) 

STAT2E A HIVIST 

/ - ~ o,• ,. ,, -
. -·• A--' J·l'lc/FF/ 

(} 

SUPERSEDED



---------------~-~--~- - --

( 

sc;~:~~~ NUMBER 1· Tl~L;I 
REPORTS /ENROLLMEtlT 

ITEM RECORDS SERIES TITLE AND DESCRIPTION NO, 

5. P-640 REPORT OF ACTUAL DAYS OF 
ATTENDANCE FOR COMPUTING AVERAGE 
DALY ATTENDANCE (ADA) 

6. M-750 SECONDARY SCHOOL COURSE ENROL-
LMENT REPORT 

I 
1.,~~E 0 ATTOF' EVENERAC • 

. • 11 

~""' 11.-SOA 

CLASS 

OFM 

OFM 

• 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DA.TE 

MARrH , Ci7l1 I PAGE 2 
DISTRIBUTION RETENTION DISPOSITION/REMARKS 

I ,. 

·School District 5 years or until( First issued 1975-76 
after Fed. audi~ 

ESD 5 years or unti. 
after Fed. audil 

SPI 5 years or unti 
after Fed. audil 

School District until supersede< First issued 1977-78 
SPI until supersede< 

~ 

l~XAMl4'EF\'OF" MUNICO CORPORA T10NS 

_/ ' - . ~.. • 't" - ,, 

STATE A7VIS.-T .-
'/~ , ">!1i;,f/£,~'t , ,. . (J 

( 

OF 2 PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

•c;~~2o~ NJMBER In~~~ REPORTS/FACILITIES & SCHOOL CONSTRUCTION 
DA7E 

I PAGE 1 OF 4 i=>•GES MARCH 1978 
1TEl.4 RECOR:JS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION 
NO. 

RETENTION DISPOS I Tl ON/REMARKS 

1. B-388 SUMMARY REPORT OF INSTRUC- OFM School District Until supersedec First issued 1972-73 
TIONAL ROOMS SPI 

I 
2. B-389 INVENTORY OF PERMANENT SCHOO~ OFM School District 

FACILITIES SPI 
First issued 1972-73 

Until super9edec 

Until superseded 
Until superseded 

3. B-389A INVENTORY OF TEMPORARY OFM School District Until supersede< First issued 1972-73 
SCHOOL FACILITIES SP! Until superseded 

4. BUILDING CONSTRUCTION REPORTS. OPR School District 7 years after 
completion of 
building & the 
contracts invol­
ved 

THESE REPORTS ARE INTERDEPENDENT & 
WILL BE FILED & USED AS A UNIT & 
THEREBY FORM A COMPOSIT RECORDS 
SERIES WHICH DOCUMENTS THE APPROVAL 
AND CONSTRUCTION OF THE BUILDING SP! 7 years after 

completion of 
building & the 
contracts invol­
ived 

INVOLVED 

F-267 LOCALLY FINANCED SUPPLEMENTAL 
COSTS TO SCHOOL BUILDING PROJECT 

B-531 NOTICE OF INTENT TO FILE AP­
PLICATION FOR STATE ASSISTANCE IN 
SCHOOL BUILDING CONSTRUCTION 

B-532 TRANSMITTAL OF APPLICATION FO, 
STATE ASSISTANCE IN SCHOOL BUILDING 
CONSTRUCTION 

First issued 1971-72 (deleted 1977-78) 

First issued 1973-74 (previously B-1) 

First issued 1973-74 (previously B-2) 

~XAMI~ OF MUNl~IPAnORPORAT!ONS STATE .6.RCi.flVIST 

J 'i~ . , kl .f...\.&'::311::!~~~::z.. ___ ...L_,,;./:'.:!£!2/'"....::::f:..· --~, ~::;rW,~iu~~~, ,~o·/~-~.:.· ____ J 
' u ' 

SUPERSEDED



/ ( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40. 14.070 & WAC 414-24-050 

( 

SCHEO~~~~~;·ER I T>TL~PT R•PnRTS'FACILITIES & SCHOOL CONSTRUCTION 
OATE 

t PAGE 2 OF 4 PAGES 
MARCH 19i'8 

ITEM 
NO. 

I 

'~ 

RECORDS SERIES TITLE ANO DESCRIPTION 

B-533 APPLICATION FOR STATE ASSIST­
ANCE IN SCHOOL BUILDING CONSTRUCTIOJ 
- PART ONE 

B-534 APPLICATION FOR STATE ASSIST­
ANCE IN SCHOOL BUILDING CONSTRUCTIOJ 
- PART TWO 

B-535 CERTIFICATION OF FINANCIAL 
STATUS OF SCHOOL DISTRICT 

B-536 AUTHORIZATION TO PREPARE FINA! 
PLAN & SPECIFICATIONS 

B-537 ARCHITECT'S CERTIFICATION OF 
FINAL PLAN, SPECIFICATIONS & FINAL 
COST ESTIMATE 

B-538 PRELIMINARY ALLOTMENT OF STAT! 
FUNDS 

B-539 STATEMENT OF PROJECT COST & 
TRANSMITTAL OF BID DOCUMENTS 

B-540 FINAL ALLOTMENT OF STATE FUNDS 

B-541 APPROVAL OF REVISED COSTS AND/ 
OR FINANCING OF SCHOOL BUILDING PRO­
JECT 

, 

CLASS DISTRIBUTION RETENTION DIS POS I TfON I REMARKS 

First issued 1973-74 (previously B-3A 

First issued 1973-74 (previously B-3B 

First issued 1973-74 (previously B-3C) 

First issued 1973-74 (previously B-4) 

First issued 1973-74 (previously B-5) 

First issued 1973-74 (previously B-6) 

First issued 1973-74 (previously B-7) 

First issued 1973-74 (previously B-8) 

First issued 1973-74 (previously B-SA) 

~~EXAMINER o.: "'f\'NIC)P;-i, CORPORATIONS 

J ,_. -· • -k-f<'_ '" -
STATE ARCHll'IJIST 

I / .-·,r ! 

' 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

;c~~-u2~FNuMeER I rnc;PI REPORTS/FACILITIES 
DATE 

I PAGE & SCHOOL CONSTRUCTION MARCH 1978 3 OF 4 PAGES 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION CLASS NO. DISTRIBUTION RETENTION DISPOSITION/REMARKS 

F-717A APPLICATION FOR PAYMENT First issued 1976-77 
INVOICE VOUCHER FOR PAYMENT OF 
FUNDS TO CONTRACTOR 

F-717B ESTIMATE OF WORK COMPLETED First issued 1976-77 

F-718 APPLICATION FOR PAYMENT First issued 1976-77 
INVOICE VOUCHER FOR PAYMENT OF 
FUNDS TO ARCHITECT 

5. B-572 SCHOOL CONSTRUCTION AND/OR OFM School District 2 years First issued 1975-77 biennium 
MODERNIZATION PROJECTS FOR THE SPI 2 years (deleted 1977-78) 
BIENNIUM 

6. RELOCATABLE BUILDING CONSTRUCTION QPR School District 7 years after First issued 1975-76 
REPORTS completion of 

THESE REPORTS ARE INTERDEPENDENT & 
building and 
termination of 

.WILL BE FILED & USED AS A UNIT & contracts in-
THEREBY FORM A COMPOSIT RECORD SERI s valved 
WHICH DOCUMENTS THE APPROVAL & CON- SPI 7 years after 
STRUCTION OF THE RELOCATABLE BUILD- completion of 
ING INVOLVED building and 

B-659 APPLICATION FOR STATE ASSIS-
termination of 
contracts in-

TANCE IN CONSTRUCTION OF RELOCATABL valved 
BUILDINGS 

B-660 PRELIMINARY ALLOTMENT OF STAT 
FUNDS FOR RELOCATABLE BUILDINGS 

\ 

"I R THE ATT( 
~· f ~ GENERAL 1 ( - ,......_EXAMINER ~F :£C CORPC•AT•ON; STATE ARC}iilVIST 

~. /'\ a ___ .. _ _, L(A,,,,_,_ 7/ffe ///,:; , 

~ JA-3ki' ' ~ 

' u -, 

SUPERSEDED



(. 
c 

TITLE 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

OATE 

( 

SPI REPORTS/FACILITIES & SCHOOL CONSTRUCTION MARCH 1978 I PAGE 4 OF 4 
ITEM 
NO. 

F:IECOR~S SERIES TIT!...E AND DESCRIPTION 

B-661 STATE OF PROJECT COST AND 
TRANSMITTAL OF BID DOCUMENTS FOR 
RELOCATABLE BUILDINGS 

7. B-740 CONTEMPLATED STATE PAYMENT 
SCHEDULE 

8. B-751 CERTIFICATION OF SCHOOL 
DISTRICT PAYMENTS FOR FURNITURE 
AND/OR EQUIPMENT 

NERAI... 

CLASS DISTRIBUTION 

OFM School District 

SPI 

OPR School District 
SPI 

• 

RETENTION 

Until supersedec 
or until com­
pletion of pay­
ment 
2 years after 
superseded 

7 years 
7 years 

'(Y't:.'"'{XAMINE~ OF "f.~ICIPAL CORPORATIONS 

i_ .J l ~ . ' kk?. -,, 

DIS POSITION/REMARKS 

First issued 1976-77 

First issued 1976-77 

STATE ARCJVl:T 

//< I - -;:;1)1f; &£.:.: 
) 

PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414.24.051) 

scrEc:-:....:=:: "-'·'='~= 

SD-20G , SP! REPORTS/FEDERAL PROGRAMS BUDGET REPORTS 1 OF 1 <=>AGES 

liE'-1 
NO 

1. F-125 PROJECT BUDGET SUMMARY 

! 
I 
! 

2.l F-146 INVOICE VOUCHER 

3. F-147 LOCAL PROJECT RECORD 

I 

4.[ F-148 DETAILED PROJECT EXPENSE DIS­
! TRIBUTION 

I 
I 
I 

5.l F-504 INDIRECT COST CONCURRANCE 

6. F-587 REQUEST FOR PROJECT REVISION 

• 
FO 'THE ATTORt EY f~N-=y-AL 

\ I ~ -. " -rt--'<' -
~-SOA 
~ 

:: LA SS =1:?:":"RIS'-'1"l::~< 

OPR School District 

SPI 

OPR School District 

SPI 

Ofl! School District 

SPI 

OEM School District 

SPI 

OEM School District 

SPI 

QPR School District 

SPI 

' . 

5 years or unti: 
after Fed. audit 
5 years or un ti 
after Fed. audit 

:;is =os 1-n ON !;:i Ei.>A H. KS 

*Items contained in "'this section relate 
to all Federal Programs. 

First issued 1970-71 

5 years or unti. First issued 1970-71 
after Fed. audit 
5 years or un ti 
after Fed. audit 

5 years or unti First issued 1970-71 
after Fed. audit 
5 years or unti 
after Fed. audit 

5 years or unti. First issued 1970-71 
after Fed. audit 
5 years or unti 
after Fed. audit 

5 years or untL First issued 1973-74 
after Fed. audit 
5 years or l.fil tiJ 
after Fed. audit 

5 years or unti. First issued 1973-74 
after Fed. audit 
5 years or unti: 
after Fed. audit 

"'EXAMINE,., OF f'1L;!N!,tli::>AL CORl=IORtl.T!ONS 

./)_ AL~ -~~ 
. 

SUPERSEDED
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:f; 
~SHlllGTOll STATE SCHOOL OISTRICT 

GENE:'R'A.L RECORDS RETENTION SCHEDULE 
RE;WRENCE' RCW 40.14.070 & WAC 41<1-24.0SO 

~~ s 

( 

·;:~~~E NUMSER I ~~~E Rtr,ORTS/FOOD SERVICES 
DATE l PAGE 1 OF 3 PAGES MARCH 1978 

ITEM 
NO. 

L 

~ 
RECORDS SERIES Tl*E AND DESCRIPTION 

,!# 
,~. 

CLASS 

OFM District 

RETENTION 

1 year 
1 year 

M-150A DISTRIBUT~N SCHEDULE FOR 
SHIPMENT OF COMM!fJITIES (FROZEN 

' FOOD) ;~ , i_:::,: . 

2. 

3. 

4. 

~ . 
M-150B DISTRIB~N SCHEDULES FOR, . OFM 
SHIPMENT OF CO !TIES (NON-FRO~EN 
FOOD) ! 

~ . 
M-177 NON-FOOD ~!STANCE APPLICA-_ . OPR 
TION - AGREEME~WITH SP! DESIGNED 
TO PROVIDE FUND~ TO BUY FOOD SER~ 
VICE EQUIPMENT A.j;ICORDING TO THE . 
NUMBER OF DISAD'fNTAGED STUDENTS . . 

fi· 
~!~iT (A, B & Cl~COMMODITY INVENTOR OFM 

~'""' 
~ 
~; 

?~ 

'ii 
.e:; 

M-193 COMMODITY ~FER SHEET 
ACCEPTANCE AND ]'' CEIPT) 

I 
• 

. 

. . 
........ . 

(OFFER, OFM 

.· . 

District 

District 

District 

Sc lol District 
SP 

1 year 
1 year 

Reimbursement + 
7 years 
Reimbursement + 
7 years 

1 year/or until 
after audit if 
no other inven­
tory 
1 year/or until 

•after audit if 
no other inven­
tory 

3 years 
3 years 

. .. CJ'\.IEF' EXA~Eft OF MUNIC~PA CORPIORATIONS 

. ''-• I ....._ '''• • - -""- ) ~"; ~ - -,, 

~-- . 

DISPOSITION/REMARK~ 

First issued 1971-72 

First issued 1971-72 

If not reimbursed, retain 3 years. 
First issued 1971-72 

First issued 1971-72 

*Items• #5-12 & 16 fall under Federal 
Requirement Section 7, Chap. 246, 
Laws of 1957. 
First: issued 1971-72 

STATE ARCF'l!VIST 

.. 
, (' / ~j/[/;,>L 

a , 

SUPERSEDED



"' 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

OATE SCHEDULE NUMBER I TITLE 

SD-20H SPI REPORTS/FOOD SERVICES MARCH 1978 I PAGE 2 CF 

ITEM RECORDS SERIES TITLE A.NO DESCRIPTION CLASS DISTRIBUTION RE TE .... TION DISPOSITION/REMARKS 
NO. 

6. M-280 STATE SCHOOL DISTRICT FOOD OPR School District Termination + First issued 1971-72 
SERVICES AGREEMENT 7 years 

SPI Termination + 
7 years 

7. M-280A NATIONAL SCHOOL LUNCH, USDA OFM School District \llltil after audi lt First issued 1971-72 
COMMODITY & SCHOOL BREAKFAST PROGRAI SPI !until after audi It *USDA SCHOOL LUNCH PROGRA'IS 
(SCHEDULE "A") BY STATE EXAMINER 

i ; 
M-280B NATIONAL SCHOOL LUNCH, USDA ' ' I ! SPECIAL MILK PROGRAM (SCHEDULE "B") J I i 

i i 
M-2'80C NATIONAL SCHOOL LUNCH, USDA I ' I I FREE AND REDUCED PRICE POLICY STAIE I ' MENT (SCHEDULE "C") I 

I 
i 

.. 
8. M-285 NONFOOD ASSISTANCE PROGRAM - OFM School District until after audi:: First issued 1971-72 

CLAIM FOR REIMBURSEMENT OF PROJECT SPI until after audil-

9. M-305 SPECIAL MILK PROGRAM CLAIM OFM School District until after audilt First issued 1971-72 
FOR REIMBURSEMENT SPI until after audilt 

10. M-323 ESTIMATE OF NUMBER OF CHILDREI OFM School District until after au di=: First issued 1971-72 
ELIGIBLE FOR FREE AND REDUCED PRICE SPI lllltil after audit 
LUNCHES 

11. M-324 REQUEST FOR CORRECTION-SCHOOL OFM School District !Until after audiL First issU€d 1971-72 
LUNCH/MILK CLAIM FOR REIMBURSEMENT SP! until after au di 

12; M-327 REPORT OF OUT-OF-CONDITION OFM School District µIttil after au di 
USDA COMMODITY (SPOILED COMMODITIES) SPI ""'til after audi~ First issued 1971-72 

F'I ~•:TO~ ~ENERAL- ., ...f._i-\IEJil: EXAMINE.R Of Ml•l'lilqtPAL CORPORA."rlONS STATEZVIST 

-' L )A • .A- d.7-~ ::?Jtf ;/{{-4/t:.: - - . ~ ,. 
~ ;S!_A ' I r --..· ............ 

3 
PA.GIES 

AUDITED 

SUPERSEDED



\ 

( 

SCHEDULE NUMBER I TITLE 

SD-20H. SPI REPORTS/FOOD SERVICES 
ITEM REC OROS SERIES TITLE A.NO OESCRIPTION 
NO. Cl.A.SS 

13. M-346 FOOD SERVICES VISITATION RE- OFM 
PORT (AUDIT CHECKLIST) 

14. F-398 SCHOOL LUNCH & BREAKFAST PRO- OFM 
GRAM FOR REIMBURSEMENT 

15. M-647 USDA COMMODITY INVOICE OPR 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

CATE 

MARCH 1978 
,.PAGE 

3 
OISTRIBUTION RETENTION DISPOSITION/REMARKS 

School District Until supersede' First issued 1972-73 
SPI 3 years 

School District Until after audj t First iss.ued 19 72-73 
SPI Until after aud: t (previously F-304 & F-309) 

School District 7 years First issued 19 75-76 
SPI 7 years 

! ii: '''.""!\{ ,;_~· l~XAMINE_i:I 01'\MUNICIPAL CORPbRATIONS STATE AR;f'.iv1sT 

!' ,,_ .~ -A- 6J)/f:4;1/_ ~ i :t - . ~- .... '(.' , . 
·.SOA d I 

( 

OF 3 PA<;ES 

/ 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-0SO 

SCHEDULE N-.J"'9E::: 

' 
-1 -:.. "' OATE I PAGE 

•~n- >nr ! SP! QFPORTSIGIFTED STUDENT PROGRAMS MARCH 1978 l OF l PAGES 

ITEM RECCq::s sE=1!::'.s TITLE AND DESCRIPTION CLASS 01STRl6UTION RETENTION DISP OS I TION/R EMAR KS 
NO. 

1. F-498 INVOICE VOUCHER FOR GIFTED OFM School District Until after aud t First issued 1973-74 
STUDENT PROGRAMS OPR SPI 7 years 

2. F-499 LOCAL PROJECT RECORD FOR OFM School District Until after aud t First issued 1973-74 
GIFTED STUDENT PROGRAMS SPI 3 years 

3. F-500 QUARTERLY PROJECT STATEMENT OFM School District Until after aud t First issued 1973-74 
FOR GIFTED STUDENT PROGRAMS SPI 3 years 

4. F-598 WASHINGTON STATE APPLICATION OFM School District 2 years First issued 1974-75 
FOR GIFTED STUDENT PROGRAMS OPR SPI 7 years 

5. M-783 MONTHLY CERTIFICATION OF OFM School District Until supersede First issued 1977-78 
ENROLLMENT IN GIFTED STUDENT PRO- SPI Until supersede 
GRAM COURSES 

.. 

. . 

~.F~E?L 
- EXAMINER OF(Mll~'PL CORPORATIONS STATE7!T 

L_) ;::i... 1..t.Lk !"' - • • 
-;;0, ~ -.....-:: _ _, ~ Y;(-'n.:• / .. 

y.. A ·SOA ' I ' 

SUPERSEDED



{ 

5

SD~2oJE NUMBER l "5J;i REPORTS/ INSTITUTIONS 
ITEM RECORDS SERIES TITLE AND DESCRIPTION NO, 

1. F-257A INSTITUTIONAL EDUCATION PRE-
LIMINARY BUDGET & REQUEST FOR STATE 
FUNDS 

2. E-257B INSTITUTIONAL EDUCATION FINA 
BUDGET & REQUEST FOR STATE FUNDS 

3. E-641 TRANSFER RECORDS OF HANDICAP-
PED TO LOCAL SCHOOL DISTRICT OR 
PRIVATE SCHOOL 

4. E-654 APPLICATION FOR GRANT ESEA 
TITLE I - HANDICAPPED 

5. E-672 MONTHLY REPORT OF INSTITU-
TIONAL EDUCATION PROGRAM 

" -
l\~HE ATT f~f:YERAL • 

• ' 1 • . 
\t..soA 

CLASS 

OFM 

OPR 

OFM 

OFM 

OPR 

OFM 

' 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 I!. WAC 414.24-050 

OAT'MARCH I PAGE l 

DISTRIBUTION RETENTION 015POSITION/REMARKS 

School District Until supersede< First issued 1970-71 
SPI Until supersede< Deleted 1976-77 

School Board Perm. in minute First issued 1970-71 
SPI 7 years 
School District Until after aud t 

School District 5 years or unti First issued 1975-76 
after Fed. audil 

SPI 5 years or unti 
after Fed. audi: 

School District 7 years First issued 1975-76 
SPI 7 years 

School District 2 years First issued 1976-77 
SPI 2 years 

~IE':F' EXAMINf:R f"\<:' MUNICl?At.. C@>RPORATIONS nATE Z"''"" _, ' - .... . . ,. / ~///; .. ./\ : • .... u.t....-~ - -r ·.t" ..... 

' I ' 

( 

OF 1 PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

s~;:~~~E NUMBER 1

7
'--E SPI REPQRTS/JQHNSQN-Q'MALLEY PROGRAMS 

ITEM 
NO. 

1. 

RECORDS SE?l::S TITLE ANO DESCRIPTION 

F-168 JOHNSON-O'MALLEY INDIAN ENROL 
MENT SUMMARY 

2. M-355 ORIENTATION CONFERENCE FOR AL 
JOHNSON-O'MALLEY AIDS 

3. F-337 SCHOOL DISTRICT REPORT ON 
JOHNSON-O'MALLEY FUNDED PROJECT 

4. E-376 APPLICATION FOR FINANCIAL 
ASSISTANCE FROM INDIAN EDUCATION 
FUND (JOM) 

5. F-616 APPLICATION FOR JOHNSON­
O'MALLEY INDIAN EDUCATION SiJMMER 
PROGRAM 

6. M-758 EQUIPMENT INVENTORY JOHNSON­
O'MALLEY 

CLASS D1STR\8UTION 

" 

OFM School District 

SPI 

OFM School District 
SPI 

OFM School District 

OPR School District 

SPI 

OPR School District 

SPI 

OPR School District 

SPI 

RETENTION 

5 years or unti 
after Fed. audi 
5 years or unti 
after Fed. audi 

Until supersedec 
Until supersedec 

5 years or unti 
after Fed. audi 

7 years after 
termination 
7 years after 
termination 

5 years or until 
after Fed. audit 
7.years after 
termination 

5 years or until 
after Fed. audit 

:7 years after 
disposition of 
last item 

DATE 

I PAGE l OF" 1 PAGES MARCH 1978 
DISPOSI T!ONIREMA R KS 

First issued 1970-71 

First issued 1972-73 

First issued 1971-72 

First issued 1972-73 

First issued 1975-76 

First issued 1976-77 

/' ,,. .. STAT2AR.C lVIST 

;...[.,, -~ ~%/0'£.; .... 
, , 

SUPERSEDED



ITEM 
NO. 

1. 

2. 

{ 

RECORDS SERIES TITLE ANO DESCRIPTION CLASS 

C-596 STATE OF WASHINGTON LEA/SEA OPR 
AGREEMENT 

M-697 SUMMARY OF CHANGES AS RESULT OFM 
OF RIGHT TO READ PROGRAM 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

OATE I PAGE l 

OtSTRIBUTION 

School District 

SPI 

School District 
SPI 

RETENTION 

7 years after 
termination 
7 years after 
termination 

2 years 
2 years 

MARCH 1978 
DISPOSITION/REMARK~ 

First issued 1974-75 

First issued 1975-76 

( 

OF 
l 

PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

·~~E:;~~ NUMB<R I TOCLE SPI REPORTS/SCHOOL DISTRICT ORGANIZATION 
OAT!:: I PAGE 1 MARCH 1978 

ITEM 
NC. 

RECOR~S SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION 

1. M-326 REPORT ON MEMBERSHIP ON OFM School District 
County Assessor 
County Auditor 

!County Treasurer 
1ESD 

COUNTY COMMITTEE ON SCHOOL DISTRICT 
ORGANIZATION 

2. TRANSFER OF TERRITORY AND SCHOOL 
DISTRICT REORGANIZATION REPORTS: 

M-514 PROPOSAL FOR TRANSFER OF 
TERRITORY 

M-515 PROPOSAL FOR DISSOLUTION OF 
SCHOOL DISTRICT & FOR ANNEXATION 
OF TERRITORY 

M-516 PROPOSAL FOR FORMATION OF 
SCHOOL DISTRICT 

M-517 NOTICE OF PUBLIC HEARING ON 
CHANGE OF SCHOOL DISTRICT ORGANIZA­
TION 

M-520 PETITION BY REGISTERED VOTERS 
FOR TRANSFER OF TERRITORY 

M-521 PETITION FOR FORMATION OF 
NEW SCHOOL DISTRICT 

F,~HE ATTORNECEi~ 

\~ .... ._(l ~ ~ 

, 

\sPI 
OPR School District 

SPI 

. 

ESD* 
County Auditor 
County Assessor 
County Treasurer 

' 
.,.. EXA .... 'N:t"" O'f' MUNttl,:i 

. ' ,/ 
. 

RETENTION 

Until superseded 
Until superseded 
Until superseded 
Until superseded 
IJntil superseded 
Pntil superseded 

D ISPOSI TION/R EMA R KS 

First issued 1972-73 

7 years after reDrg. First issued 1973-74 
7 years after reorg. 
7 years after reDrg. 
Jntil after reor,. 
Pntil after reor (previously D-1) 
Pntil after reor 

(previously D-2) 

(previously D-3) 

(previously D-4) 

(previously D-8) 

(previously D-9) 

CORPORATIONS STATE ARCH1VIST 

' 
. ././ 

I ' 

oe 4 PAGES 

SUPERSEDED



( ( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-0SO 

OATE 

SCSH;:;~~ NUMBER I TOTCE SPI REPORTS/SCHOOL DISTRICT ORGANIZATION MARCH 1978 I PAGE 2 
ITEM RECOR:iS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS NO. 

3. M-518 CERTIFICATE OF TRANSFER OF OPR School District Permanent (previously D-5) 
TERRITORY ESD Permanent 

SP! Permanent 
OFM County Assessor Until supersedec 

County Auditor Until superseded 
County Treasurer Until superseded 

4. M-519 CERTIFICATE OF DISSOLUTION OF OPR School District Permanent (previously D-6) 
SCHOOL DISTRICT AND ANNEXATION OF ESD Permanent 
TERRITORY SP! Permanent 

5. REPORTS OF PARTICIPATION IN THE OPR School District Completion of 
FINANCING OF HIGH SCHOOL DISTRICT participation + 

BY NON-HIGH DISTRICT: 7 years 
ESD Completion of 

THESE REPORTS ARE INTERDEPENDENT & participatiOn + 

WILL BE FILED AND USED AS A UNIT & 7 years 
THEREBY FORM A COMPOSIT RECORD SERI s SP! Completion of 
WHICH DOCUMENTS THE PARTICIPATION participation + 
OF NON~HIGH SCHOOL DISTRICTS IN 7 years 
THE FINANCING OF HIGH SCHOOL FAC- OFM County Assessor Jntil after term 
ILITIES. County Auditor Until after term 

County Treasurer Until after term 
M-522 NOTICE OF HEARING BY NON-HIGH (previously D-11) 
SCHOOL DISTRICT.IN FINANCING SCHOOL 
FACILITIES IN A HIGH SCHOOL DISTRIC" 

M-523 PROPOSAL FOR PARTICIPATION BY (previously D-12) 
NON-HIGH SCHOOL DISTRICT IN FINAN-
CING OF SCHOOL FACILITIES IN A HIGH 
SCHOOL DISTRICT 

. r 

( 

OF 

'"~~:J,t"•" J~ '~AMINE: OF ;u_:rJL CORP~RA:l:S STATE ARCH/'ST" 

-:;--~.wr;,:. 1'lt /~;:_ ·. ( ( 
~ ..l.-- - . , ./4.,/ ... 

G• -50. I ! / 

4 PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

DATE SCHEcu:...:: "<..:'-19£"1 ! ,.-:...: 

SD-20M i SP! REPORTS/SCHOOL DISTRICT ORGANIZATION I 'r'AGE 3 OF" 4 PAGES MARCH 1978 
ITEM 
NO. 

6. 

7. 

RE::oi:;.=:s SERIES TITLE AND DESCRIPTION 

M-524 CERTIFICATE OF PARTICIPATION 
IN FINA..~CING CONSTRUCTION OF HIGH 
SCHOOL FACILITIES 

M-526 ORDER DIRECTING THE CREDITING 
OF FUNDS OF NON-HIGH SCHOOL DISTRIC' 
TO HIGH SCHOOL FACILITIES 

M-528 PARTICIPATIVE FINANCE PLAN 
SHEET FOR FORM B 

M-529 SUGGESTED PARTICIPATIVE FIN-
ANGE PLAN WORK SHEET - ESTIMATE ONL' 

M-527 ORDER DIRECTING THE DISSOLU-
TION & ANNEXATION OF NON-HIGH SCHOOj 
DISTRICT FOR FAILURE TO FUND 

PURCHASE OF LEASED PUBLIC LAND RE-
PORTS - THESE REPORTS ARE INTER-
DEPENDENT AND WILL BE FILED & USED 
AS A UNIT & THEREBY FORM A COMPOSIT 
RECORDS SERIES WHICH DOCUMENTS THE 
PURCHASE OF LEASED PUBLIC LAND BY 
A SCHOOL DISTRICT 

' 
FO': -.E ft.TTORNE~EN C?A 

,,.-. ~\AAl L A. 
' .. l /"" 

CLASS DISTRIBUTION 

I 

OPR School District 
ESD 
SPI 

OFM County Assessor 
County Auditor 
County Treasurer 

OPR School District 

ESD 

SPI 

RETENTION 

Permanent 
Permanent 
Permanent 
Until supersede< 
Until supersede< 
Until supersede< 

7 years after 
purchase 
7 years after 
purchase 
7 years after 
purchase 

'""F EXAMINER OF ~U~At.. CORPORA TtONS 

j"\ .•I~ _,,,,. 
, ' 

• 

DIS POS I TIONIR EMA R KS 

(previously D-13) 

(previously D-14) 

(previously D-16) 

(previously D-17) 

First issued 1973-74 (deleted 1977-78 

STATE ARCf1'-';sT 

/::J_. ·- ");?/t:A'/1,,:r._ 
I ' 

SUPERSEDED



( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 8. WAC 414-24-050 

DATE 

( 

s:~~;~~E NUMBER ! TITLE SPJ 
R>DQRTS/SCHOOL DISTRICT ORGANIZATION MARCH 1978 I PAGE 4 OF 

ITEM RECORDS SERIES TITLE AND DESCRIPTION CLA.SS DISTRIBUTION RETENTION OIS?OSI TION/REMARKS NO. 

M-562 NOTICE OF INTENT TO FILE AP- (previously PLP-1) 
PLICATION FOR PURCHASE OF LEASED 
PUBLIC LAND 

M-563 TRANSMITTAL OF APPLICATION ( previcms ly PLP-2) 
FOR THE PURCHASE OF LEASED PUBLIC 
LAND 

M-564 APPLICATION FOR STATE ASSIS- (previously PLP-3) 
TANCE IN THE PURCHASE OF LEASED 
PUBLIC LAND 

M-565 STATE ASSISTANCE IN THE PUR- (previously PLP-4) 
CHASE OF LEASED PUBLIC LAND 

. 

I 

I 
i 

! 
' ...• ' ) \°' '"' ATTOX~ IG~ . EF" EXAMINER OF M~~AL CORPORATIONS STATE ARCHIVjST I' 

I. ~v..,....- /) ..... "' .... ~- _& __ . ..,._1 !. I ?r"')/J, IJ(/,L,-\_ , / f-r-.-e . - . . . ' 

4 PAGES 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414-24.050 

•c;;:;~~ N"Me<R "';~; RFPORT<ISPECIAL 
::A TE 1 RAGE EDUCATION MARCH 1978 1 

co 
4 P"' GES 

ITEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETEN710N DISPOS I Tl ONIR EMA R KS 
NO. 

1. E-130 PHYSICIANS CERTIFICATION FOR OPR School District 7 years 

l 
First issued 1970-71 (deleted 1976-7 ) 

HOME/HOSPITAI INSTRUCTION SPI 7 years Previously HC-RHH/DC 
Replaced by E-310 

2. E-157 REGISTRATION OF BLIND AS OF OFM School District 5 years.or until First issued 1970-71 
JANUARY 1 after Fed. audit 

SPI 5 years or until 
after Fed. audit 

3. E-222I INITIAI HANDICAPPED REPORT OFM School District Until superseded First issued 1974-75 
by E-222F 

SPI Until superseded 
by E-222F 

4. E-222R REVISED HANDICAPPED REPORT OFM School District !until superseded First issued 1973-74 . by E-222F 
SPI . !until superseded 

by E-222F 

5. E-222F FINAI HANDICAPPED REPORT OFM School District 5 years or until First issued 1970-71 
after Fed. audit 

SPI 5 years or until 
after Fed. audit 

6. E-308 SPECIAL SERVICES DIRECTORY OFM School District !until superseded *Optional for school district 
SPI Until superseded First issued 1971-72 

7. E-310 REQUEST FOR AILOCATION OF OPR School District 7 years First issued 1971-72 
FUNDS FOR HOME/HOSPITAL INSTRUCTION SPI 7 years 

. 

F\~A:TO;\ ;;JNERAL - CHOEF ExAMINER OF MUN~C CORRORAT'°N> HATE AR,<OT 

1 """\.- - . _,, . - . - - ., . 'c ' 
, /."~ (r-'")(/,//rZ1~7i 

3A ·SOA :J 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-0SO 

DATE 

( 
/ 

s~OE-02~~ NUMaER I TITLESPI 
REPORTS/ SPECIAL EDUCATION MARCH 1978 

,.PAGE 
2 

OF 
4 

PAGES 

ITEM REC OROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION OISPOSITIONIREMARKS 
NO. 

8. E-525 FINAL REPORT FOR HOME/HOSPI- OPR School District 7 years First issued 1972-73 
TAL INSTRUCTION SP! ' years 

9. E-569 APPLICATION FOR ROOM & BOARD OPR School District 7 years First issued 1973-74 
COSTS TO COVER PLACEMENT IN APPROV- SP! 7 years 
ED FOSTER HOME 

10. E-593 APPLICATION FOR APPROVAL OF QPR School District ' years after First issued 1973-74 
AGENCY OR INDIVIDUAL TO CONTRACT ~ermination of 
FOR SERVICES TO HANDICAPPED ~pproval or cert 

SP! ' years after 
ermination of 

approval or cert 

11. E-604 COMPILATION OF AMOUNT DUE OPR School Board erm. in minutes 
DISTRICT FOR EDUCATING HANDICAPPED SP! years 

OFM School District Until after stat 
audit 

12. E-653 SPECIAL EDUCATION MONTHLY OFM School District 'ntil superseded First iS1sued 1975-76 
STUDENT ENROLLMENT REPORT SP! "ear end report, Deleted 1977-78 

years Replaced, see P-223H, Enrollment Sec. 

13. E-678A SPECIAL EDUCATION MONITORING OFM School District ntil after audi First issued 1975-76 
WORKSHEET - REFERRAL PHASE BSD 'ntil after audi 

SP! 'ntil after audi1 

1 +. E-678B SPECIAL EDUCATION MONITORING OFM School District ntil after audi 
WORKSHEET - ASSESSMENT PHASE ~SD lntil after audi 

SPI ntil after audi 

""' THE'TT~AC ' C '=""'.EX,.MINER OF" MUNICIPAL CORPORATIO~lS STATE AR7_1s; 
I • f-)- - .,t.,/?_ , . I 

?- Jt!F [([/__,-.;:; ' \ 0::- - ..,, ....... · ... ~ ..... .... .. ,,., . 
• I SOA 

SUPERSEDED



WASHlNGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 S. WAC 414-24.0SO 

SCl-!EDU\..E NUMBER TIT\..E f DATE 

SD-20N SPI REPORTS/SPECIAL EDUCATION MARCH 1978 I PAGE 3 CF 4 i=.O.GES 

1TEM 
NC. 

1.5. 

16. 

17. 

18. 

19. 

20. 

21. 

RECORDS SERIES TITt..E ANO OESCRIP-;'10~ 

E-678C SPECIAL EDUCATION MONITORING 
WORKSHEET - PLACEMENT ELIGIBILITY 

E-679 MONITORING SUMMARY FOR}! FOR 
E-678A-C 

E-680 SPECIAL EDUCATION TITLE VI, 
PART B PROGRAM MONITORING 

E-702 SPECIAL EDUCATION MONTHLY 
SUPPORT SERVICES REPORT 

E-712 ANNUAL SURVEY OF ATTENDANCE 
OF HANDICAPPED CHILDREN IN LOCAL 
EDUCATION AUTHORITY 

E-713 LIST OF STUDENTS FOR ELIGIBLE 
PUPIL COUNT FOR TITLE I 

E-7 21 HANDICAPPED CHILDREN BY AGE 
RECEIVING SPECIAL EDUCATION SERVICE 

-
( 

Ct..ASS DISTRIBUTION 

OFM School District 
)':SD 
SPI 

OFM School District 
SPI 
ESD 

OFM l>chool District 

,pr 

OFM School District 
$Pl 

OFM 3chool District 

PI 

OFM School District 

PI 

OFM School District 

SP! 

RETE~T1CN 

tlntil after audi 
Jntil after audi 
Jntil after audif 

ilntil after audi 
Pntil after audi 
ntil after audi 

p years or until 
~fter Fed. Audit 

years or until 
fter Fed. audit 

1rntil superseded 
1> years 

5 years or unti 
after Fed. audi I 
5 years or unt i 
after Fed. audil 

5 years or unti 
after Fed. audi1 
5 years or unti 
after Fed. audi 1 

5 years or unti 
after Fed. audi1 
5 years or unti. 
after Fed. audil 

-.....!._EF EXAMINER OF MUNICIPAL. CORPORA TlOl\iS 

-

DISP OS I Tl ON/REMARKS 

First issued 1975-76 

First issued 1975-76 

First issued 1976-77 

First issued 1976-77 
Public Law 89-313 
(previously OE-9025) 

First issued 1976-77 
Public Law 89-313 

First issued 1976-77 
Public Law 94-142 

STATE ARCHf"'IS\. 

/,../ 
_// ·' 

/-

a -

SUPERSEDED



SCHEOULE NUM9ER 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 S. WAC 414-24.050 

CATE 

;o-20N SPI REPORTS/SPECIAL EDUCATION MARCH 1978 
ITEM 
NO. 

REC OROS SERIES TITLE ANO DESCRIPTION 

22. E-772I INITIAL HANDICAPPED REPORT 
FOR PUBLIC LAW 94-192 FUNDS 

CLASS DISTRIBUTION I RETENTION 

OPR School District ! years or until 
after Fed. auditl 

SPI 5 years or until 
after Fed. audit 

F EXAMINER OF MUNlCl~CORPCRATtONS 

J' - ....... LI', ~ •-' 

• 

DISPOS1TION/R EMA RKS 

First issued 1977-78 

STATE ARCHl\f'IST . 

0 
, 

( 

OF 4 PAGES 

SUPERSEDED



SSD~20LO NUM6ER I TITLE 

SP! REPORTS/TRAFFIC 
ITEM RECORDS SERIES TITLE AND DESCRIPTION 
NO. 

1. M-365A APPLICATION FOR PROGRAM AP-
PROVAL FOR TRAFFIC SAFETY EDUCATION 
/SCHOOL DISTRICT 

M-365B PROGRAM APPROVAL FOR TRAFFIC 
SAFETY EDUCATION/SCHOOL DISTRICT 

2. F-592 APPLICATION FOR TRAFFIC SAFE-
TY EDUCATION CERTIFICATION/TEACHER' 
AFFIDAVIT FOR CERTIFICATION TO BE A 
TRAFFIC SAFETY INSTRUCTOR 

3. M-764 TRAFFIC SAFETY EDUCATION PAR-
ENT PERMISSION STATEMENT 

4. M-765 A & B TRAFFIC SAFETY EDUCATIOI 
CERTIFICATE 

-
F\~E ATTOR~Y :EPRAL < 

. . " ~ ' -i 

\ 
""AA.5QA 

. -

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DATE 

SAFETY MARCH 1978 I PAGE 1 
CLASS DISTRIBUTION RETENTION 01SPOS I TION/R EMA R KS 

OFM School District Return to SPI First issued 1972-73 
OPR SPI 7 years 

OFM School District Until after aud·'t First issued 1972-73 
OPR SPI 7 years Deleted 1977-78 

OFM School District Until after tea- First issued 1974-75 
cher's term as 
traffic safety 
instructor. 

OPR SPI Term of ins true· 
tion + 7 years 

OFM School District 1 year First issued 1976-77 
(previously TSE-11) 

OPR School District Entered into First issued 1976-77 
Student Cumula- (previously TSE-15) 
tive Record (see 

OFM Dept. of Licensing 
SD-19) 

11 year 

~Ex A MINER OF MUP CORPORATIONS STATE Jo.RC7-T 

~ !) -;y·~,/// _/ l--: .... I "\ _ .- ,,. , . • - 7 

OF 2 PAGES 

.. 

~ 

SUPERSEDED



{ 

SCHEDULE NUMBER I T"C~PI SD-20 0 REPORTS/TRAFFIC 
ITEM RECORDS SERIES TITLE ANO DESCRIPTION NO, 

5. M-766 TRAFFIC SAFETY EDUCATION AG-
REMENT FOR USE OF CAR 

6. M-767 TRAFFIC SAFETY EDUCATION 
STUDENT RECORD CARD 

~ 

!'.. -
~:T:OR !lrc__:___ 

l "'' . 
-f'.A SOA 

SAFETY 
CLASS 

OPR 

OFM 

OPR 

• 

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

DA.TE 

MARCH 1978 (PAGE 2 
DISTRIBUTION RETENTION DISPOSITION/REMARKS 

School District 7 years after First issued 1976-77 
termination (previous 1 y TSE-16) 

Car Dealer 7 years after 
termination 

Dept. of Licensing 1 year 
Regional Auto 
Office 1 year 

School District Enter into First issued 1976-77 
Student Cumula- (previously TSE-18) 
tive Record ( seE 
SD-19) 

( 

OF 2 

CHlc.,...,EXAMINER OF MUN'P CORPORATIONS STATE _'/"iT . 
j )_, .,J "' :;>-/.// /// £ ""'"'-I '" ~ .... 

'.) 

PAGES 

SUPERSEDED



SCHEDULE NUMBER 

--- - --- -------------------

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-0SO 

DATE 

SD-20P I ,.-cE SP! REPORTS/TRANSPORTATION MARCH 1978 I PAGE 1 OF 3 PAGES 

ITEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISF'OS I TION/R EM" RKS NO, 

1. F-179 SCHOOL BUS ACQUISITION OFM School' District Until supersed- First issued 1970-71 (previously T-5) 
INFORMATION ed by F-184 

ESD Until supersed-
ed by F-184 

OPR SP! 7 years 

2. F-182 APPLICATION FOR STATE REIM- OPR School District Completion of First issued 1970-71 (previously T-20-A 
BURSEMENT FOR SAFEWALK-WAY CONSTRUC- OPR SP! project + 7 Deleted 1977-78 
TION OFM ESD years 

3. F-183 IN LIEU - BUS TRANPORTATION OFM School District Until after aud't First issued 1970-71 (previously T-2) 
ESD Until supersede< 
SP! 1 year 

4. F-184 BUS DEPRECIATION SCHEDULE OFM School District Until supersedec First issued 1970-71 (previously A-54-D 
OFM ESD Until supersede< 
OPR SP! 7 years 

5. F-216 TRANSPORTATION REQUEST TO AP- OFM School District 3 years First issued 1971-72 
PROVED SPECIAL PROGRAM FACILITIES OPR SP! 3 years 

6. F-260 SCHOOL BUS LEASE AGREEMENT OPR School District Termination + First issued 1971-72 
7 years 

OFM SP! 3 years 

7. F-387 EXPENDITURE OF DEPRECIATION OFM School District Until supersede< First issued 1972-73 
FUNDS FOR MAJOR REPAIRS SP! Until supersede< 

School Board Until supersedec 
Minutes Until superseded 

-
~ ~TT,ORJU~C • _ ~IEF EXAMINER OF MUNICIPAL COR?OR.6. T10NS STATE ARcy1v1;.T 

I 'I I./?_ - - ~ ,., ~~LL. ~ /t~ / ~ -·- - ' " 
'~·SOA . ' I 

--

SUPERSEDED
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( 

-------~ ---- ---· ------

( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414.24-050 

( 

•cHEOUL~o"_";~;" I T•Tc• SPI REPORTS/TRANSPORTATION MARCH 1978 I PAGE 2 OF 3 PA.GES 

DA.TE 

ITEM REC OROS SEl"{IES TITLE ANO DESCRIPTION NO. 
8. M-454 TRANSPORTATION ADJUSTMENT 

SUMMARY 

9. F-624 SCHOOL BUS DISPOSITION INFOR-
MATION 

10. M-642D SCHOOL BUS DRIVER/PHYSICIAN 
STATEMENT 

11. M-642E SCHOOL BUS DRIVER'S DOCTOR's 
CERTIFICATE 

12. M-689A MONTHLY REPORT OF SCHOOL BUS 
OPERATION - REGULAR 

13. M-689B MONTHLY REPORT OF BUS OPERA-
TION 

14. M-689C DAILY LOG SUMMARY OF BUS OP-
ERATIONS - REGULAR 

15. M-689D DAILY LOG SUMMARY - HANDI­
CAPPED 

16. M-689E DAILY LOG OF SCHOOL BUS OP­
ERATION - REGULAR 

o \HE ATTORNE'f,~NFR,) • 

' -·· "'"" ·-'-' A" U"C~ 
AA 50A 

CLA.SS DISTRIBUTION 

OFM School District 
ESD 
SPI 

OFM School District 

ESD 

OPR SPI 

OFM School District 
SPI 

OFM School District 
SPI 

OFM School District 
SPI 

OFM School District 
SPI 

OFM School District 

OFM School District 

OFM School District 

RETENTfON DISPOSITION/REMARKS 

Until supersede First issued 1972-73 
Until supersede< 
Until supersede 

Until supersedec First issued 1974-75 
by F-184 
Until supersedec 
by F-184 
7 years 

Until supersedec First.issued 1975-76 (previously TlOlE) 
Until supersedec 

Until supersedec First issued 1975-76 (previously TlOlF) 
Until supersede< 

Until supersedec First issued 1976-77 (replaces F-108 & 
3 years F-188) 

Until supersede< First issued 1976-77 
3 years 

Until supersede1 First issued 1°976-77 
by M-454 (Qtly) 

Until supersedec First issued 1976-77 
PY M-454 (Qtly) 

3 years First issued 1976-77 

CHl'S.F EXAMINER OF MUNICIPAL CORPORATIONS 

./ )_ ~/J/,f/ &<~­
• { 

. 

SUPERSEDED



\ 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DA TE 

----------------

SCHEDULE NUMBER I TITLE 

SD-20P SPI REPORTS/TRANSPORTATION MARCH 1978 I »GE 3 OF 3 PAGES 

ITEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION fR EMA RKS NO. 
17 SCHOOL BUS OPERATION PERMIT (AT OFM School District Jntil bus dis-

PRESENT DESIGNATED BY S.F. NUMBER) posed of 
Bus Until bus dis-

posed of 
County Auditor until bus dis-

posed of 

-
F\'\:~ AT0TOR.f\Jt~AC - • C_~ EX·AMINER OF MUNICIPAL CORPORATIONS STATE 7VIST 

.J '\ --.. 
-t-~~ -;Y)ff//1/,£ ,_ 

-- • A _JI -- _,, 

AA SOA . - ) t 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

( 

sc~~:i~; Nu><••" ! ~;~·REPORTS/URBAN RURAL RACIAL & DISADVANTAGED EDUCATION PROGRAMS PAGES I PAGE 1 
OATE 

MARCH 19i'8 OF 2 
ITEM RECOROS SERIES TITLE ANO OESCFHPTION NO, 

1. F-159 CLAIM AND REPORT FOR URRD -
INVOICE VOUCHER 

2. F-160 LOCAL PROJECT RECORD - FOR 
URRD 

3. F-438 URRD PROJECT FLASH SHEET 

4. FINAL PROJECT REPORT FOR URRD 

5. M-479 LETTER OF INTENT - TO SUBMIT 
A PROPOSAL UNDER FUND SOURCE - FOR 
URRD 

6. F-497 PROJECT FINANCIAL STATEMENT 
(QUARTERLY) FOR URRD 

7. F-505 EDUCATION PROGRAM PROJECT 
APPLICATION - FOR URRD 

8. F-622 SMALL DISTRICT PRELIMINARY 
PLANNING GRANT APPLICATION - FOR 
URRD 

I [ 9. F-668 LETTER OF INTENT REVIEWER'S 
; FORM - FOR URRD 

IF9i~ATTO~RAL , -

CLASS DISTRIBUTION 

OPR School District 
SP! 

OFM School District 
SPI 

OFM School District 

SPI 

OPR School District 
SPI 

OFM School District 
SPI 

OFM School District 
SP! 

OFM School District 
OPR SPI 

OFM School District 
OPR SP! 

OFM School District 
SPI 

RETENTION OISPOSITION/REMARt<S 

Until after aud t First issued 1971-72 (previously URD 
7 years 40) 

End of project First ii.sued 1971-72 (previously URD 
+ 3 years 41) 

Combined with First i:ssued 1972-73 
final report 
Compined with 
final report 

7 years 
7 years 

1 year First issued 1973-74 (deleted 1977-78 
1 year 

Until after aud't First issued 1973-74 
Until after audit 

Until after audit First issued. 1973-74 
7 years 

Until after audit First issued 1975-76 (deleted 1977-78 
7 years 

1 year 
1 year 

First issued 1975-76 (deleted 1977-78 

( 1 '-~F EXA.MINER OF MUN_;:;.i)AL CORPORATIONS 

J \... .. .L. //.. . '?/ 
, 1 

SUPERSEDED



WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

ssc;:;~~E NUMBER I T~~LIE 
DATE 

I PAGE REPORTS/URBAN RURAL RACIAL & DISADVANTAGED EDUCATION PROGRAM: MARCH 1978 2 OF 2 PAGES 

ITEM REC OROS SERIES TITLE A.ND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITIONfR EM,t.,R KS 
NO. 

10. F-677 URRD PROPOSAL REVIEWER'S OFM School District 1 year First issued 1976-77 
ASSESSMENT GUIDE SPI 1 year 

' 
. 

FO ~ATTORo }\~GEN-ERAL EF" EXAMINER OF MUNDl.. CORPOR:ATIONS STATE»T ' -.. ,,,../ ) - .,. """ ,. i ;-1 _.. • • I/") -;:YJ//,. ., J , 
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SUPERSEDED



I ( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

DATE 

( 

s~~~;~~E NUMBER I T~~L; REPORTS/VOCATIONAL EDUCATION/VOCATIONAL-TECHNICAL INSTITUTES MARCH 1978 I PAGE l OF 2 PA GE.S 

ITE~ RECORDS SERIES TITLE ANO DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS NO. 
1. C-132 DESCRIPTION OF VOCATIONAL ED- OFM School District Until supersede a First issued 1970-71 

UCATION INSTRUCTIONAL PROGRAMS SPI Until supersede 

2. F-133 DOCUMENTATION OF COSTS FOR OFM School District Until receipt o *If class is not offered every year 
NEW VOCATIONAL CLASSES approval Notice of Approval should be kept 2 

SPI Until after aud t years as proof of previous program 
approval. 
First issued 1970-71 (previouslySPIV 

3. SPECIAL PROJECT REPORT: 

F-136 VOCATIONAL EDUCATION - BUDGET OFM School District 2 years First issued 1970-71 
ESTIMATE FOR SPECIAL PROJECT SPI 1 year (previously SPIV-3) 

F-137 LETTER OF INTENT FOR SPECIAL First issued 1970-71 
VOCATION EDUCATION PROJECT (PUBLIC 
LAW 90-576) 

M-739 GRANT APPLICATION FOR REPLACE First issued 1976-77 
MENT OF MEMBERS OF PROJECT FEASTING 

M-754 GRANT APPLICATION FOR FOOD First issued 1976-77 
SERVICE SEMINAR 

4. M-138 LETTER OF TRANSMITTAL 5 YEAR OFM School District Until supersede< First issued 1970-71 
PLAN SPI Until supersede< 

5. WORK STUDY APPLICATION: 

I P-151 APPLICATION TO PARTICIPATE IN QPR School District 7 years First issued 1970-71 
VOCATIONAL EDUCATION WORK/STUDY PRO- SPI 7 years (previously WS-1) 

' GRAM . 
I FO\ ~ TTORNJ;~·:•••L / 

~XAMINER OF MUNICIYRPORATIONS • STATE 2'~".T . 
1 ~ v _/ J - .~ • ~ , -"""' ,I ?,-')-//; // / ,,{ -, " 

I ~:;/ 
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SUPERSEDED



SC~EDULE NUMBER 

ITEM RECORDS SERIES TITLE ANO DESCRIPTION 
NO. 

P-152 STUDENT APPLICATION FOR WORK-
STUDY 

P-153 WORK-STUDY MEMORANDUM 

P-154 WORK -STUDY EMPLOYMENT AND EX 
.PEllDITURE REPORT 

P-155 VOCATIONAL EDUCATION FINAL 
WORK-STUDY REPORT 

P-156 VOCATIONAL EDUCATION WORK-S 
PROGBAM - REPORT OF MATCHING LOCAL 
FUNDS 

6. r'-186 BUDGET ESTIMATE FOR VOCATIO 
EDUCATION 

F-187 BUDGET SUMMARY FOR VOCATIONAL 
EDUCATION (PROGRAM 28) 

7. F-218 FINAL REPORT OF VOCATIONAL E 
UCATl:ON FOR SCHOOL YEAR 

F-219 ADDITIONAL VOCATIONAL EDUCA-
TION CLASSES OPERATED . 

·-

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCEo RCW 40.14.070 & WAC 414-24.0SO 

CLASS DISTRIBUTION RETENTION 

OFM School District 

OFM School District 
SPI 

Until supersede 

Until after aud" 
Until after aud. 

PAGE 2 CF 2 

DISPOSITION/REMARKS 

First issued 1970-71 
(previously WS-2) 

First issued 1970-71 
(previously WS-4) 

First issued 1970-71 
(previous 1 y WS-5 ) 

First issued 1970-71 
(previously WS-7) 

First issued 1970-71 
(previously WS-8) 

First issued. 1970-.71 
(pr.eviously SPIV-4B) 

First issued 1970-71 
(previously SPIV-4C) 

First issued 1970-71 
(previously VEL-4) 

First issued 1970-71 
{previously VEL~l) 

-

PAC.ES 

SUPERSEDED



( 

·50~2o5E NUMBER 1 TOTL;Pr REPORTS/GENERAL 

ITEM RECORDS SERIES TITLE ANO DESC1=!1PTJON NO, 

1. D-162 ESCROW AGREEMENT 

2. M-259 ANTICIPATED SCHOOL LEVY OR 
BOND ELECTIONS 

3. D-282 APPOINTMENT OF SCHOOL DISTRIC' 
DIRECTOR 

4. D-320 CERTIFICATE OF ELECTION OF 
SCHOOL BOARD PRESIDENT OR CHAIRMAN 

5. D-657 CERTIFICATE OF ELECTION OF 
SCHOOL DISTRICT DIRECTOR 

6. P-728A STUDENT ACCIDENT REPORT 

I 
! . I y"E 'TTo!:6v GENERAL (_ 

(._"""' . }\ . _, ___ v \ 

~ ,.JA 
I 

WASHINGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE• RCW 40.14.070 & WAC 414.24-050 

OATE 

MARCH 1978 
,.PAGE 

1 

CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS 

OPR School District All primary cop es First issued 1971-72 
period of escre>1 
+ 7 years 

State Bd of Ed. All primary cop es 
period of escrm 
+ 7 years 

Contractor All primary cop· es 
period of escro• 
+ 7 years 

OFM School District Until superseded First issued 1971-72 
SPI Until superseded 

OFM School District Until superseded First issued 1971-72 
SPI Until superseded 

OFM School District Until superseded First issued 1975-76 
SPI Until supersede<i 

OFM s·chool District Until supersedec First issued 1975-76 
SPI Until supersedec Deleted 1977-78 

*Replaced by D-282 

OFM School District Enter in Student First issued 1976-77 
Cumulative Recor :l 
(see SD-19) 

~F EXAMINER O~AL CORPORATIONS 
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AGENCY PROGRAM DIRECTIVE AND ANNOUNCEMENT 
(Sample) 

TO: All Departments 

SUBJECT: Records Management Program 

Appendix A 

Because organizations are experiencing an information and paperwork explosion, 
it is the policy of this School District to encourage efficient and economical ,. 
paperwork practices. This policy will be manifested by compliance with· state 
law relative to the retention, d.isposal and protection of all district records. · 

It is believed that a formal Records Disposition Management Program will help 
us in several ways. It develops effective guidelines for the timely disposal 
of obsolete records. It will reduce the requirement for· additional file 
equipment, release present equipment and space for other uses, save time in file 
handling, and insure the preservation of essential and permanently valuable 
records. 

To initiate and maintain a more effective program, (Mr. Ms.) Xxxxxx has been 
appointed as District Records Officer. (Mr. Ms,) Xxxxxx has the full support 
of the Superintendent's Off.ice in this effort, and it is requested that (he, 
she) be given your complete cooperation. 

Superintendent 

71 

SUPERSEDED



"-· 
SUBJECT: 

I. 

POLICY & PROCEDURE 
(Suggested Format and Content) 

RECORDS DISPOSITION MANAGEMENT 

Purpose: 

Appendix.B 

To establish the policy and procedure for the identification and systematic 
retirement and/or disposal of obsolete, inactive, semi-active and archivfl 
records from costly office space and equipment in accord with the provisions 
of RCW 40.14. 

II. Offices Affected: 

All District Offices. 

II I. Pol icy: 

It is District policy to promote efficient records management practices. 
It is desirable that all District records be inventoried and analyzed for 
administrative, legal, financial and historical values to insure that: 
1. only active records are retained in high cost office space. 
2. valuable historical records are adequately preserved. 
3. inactive and semi-active records are removed to low cost inactive 
records storage, and 
4. obsolete and valueless records are effectively eliminated in accord with 
the provisions of RCW 40.14, to insure the efficient use of file equipment, 
office space and storage facilities. 

IV. Definitions: 

PUBLIC RECORDS: 
As defined by RCW 40.14, the term "public records" shall include any 
paper, correspondence, form, book, photograph, film, sound recording, 
map drawing, or other document, regardless of physical form or 
characteristics, and including all copies thereof, that have been made 
by any agency of the State of Washington or received by it in connection 
with the transaction of public business. 

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

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

RECORDS OPFICER: 
An individual appointed by appropriate authority to supervise and 
coordinate the District's Records Management Program, to serve as 
liaison with the Division of Archives and Records Management and to 
represent the agency before the Local Records Committee. 
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RECORDS COORDINA'I'OR: 
An individual assigned to an office of the District who coo-rdinates 
the Records Management Program between the Records Officer and offices 
of the District. 

V. Procedures and Responsibilities: 

1. RECORDS OFFICER 
a. Coordinates the District Records Management Program. 
b. Conducts Records Management Workshops with Records Coordinators 
and other District personnel. 
c. Packn[2;es and distributes General Schedules t.o Records Coordinators. 
d. Serves nn records liaison with the Division of Archives and Records 
Managen1ent. 
e. Represents the District before the Local Records Committee in matters 
related to the disposal of agency records. 
f. Approves records retention schedule revisions and updates submitted 
by offices on GAA-24, Public Records Retention Schedule & Destruction 
Authorizations; consults with Records Coordinators regarding records 
retention and transfer reconunendations for final disposition of records. 
Establishes primary Offices of Record and the location of official copies. 
g. Submits Schedule revisions to the Washington State Local Records 
Committee and distributes approved revisions returned from the Conunittee. 
h. Assists with physical disposal of records eligible for destruction. 

2. RECORDS COORDINATOR (OFFICE OF RECORD) 
a. Supervises Records Disposition Management Progrrun.within an office. 
b. Maintains Records Management Files. 
c. Recommends records retention schedule revisions to the District 
Hecords Officer and prepares GAA-24, Public Records Retention Schedule 
& Destruction Authorizations, for Records Officer's approval. 
d. Monitors physical destruction of records eligible for disposal and 
sees that records retention schedules are updated and implemented 
annually. 

3. DIVISION OF ARCHIVES AND RECORDS MANAGEMENT 
a. Provides agency Records Officer with forms, procedural instructions 
and materials for agency use. 
b. Presents program orientation and instructions to District Records 
Officer and Records Coordinators upon request of District Records 
Officer. 
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ANNUAL RECORDS MANAGEMENT CHECK-UP 
(FOR R!CORDS OFFICERS) 

ITIU~ VEI NC 

1. Has responsibility for coordinating the Records Management 
Program in your district been assigned to one individual1 lndi• 
cate in the "Comments" column the name of the individual 
appointed by the superintendent as Records Offlcer. 

2. Has a Policy and Procedure containinpJ procedure• and re-
sponaibilitiea for an effective Records anagement Pro1ram 
been published and disseminated to all Offices of Record? 

3. H:tove !!.!I record~ been irtventoried and scheduled for diepo-
shlon? 

4, Do the Schedules promote minimum retention of records cort-
sistent with operating requirements? ls a revision necessary 
due to program or other changes? 

5. Are copies of Schedules available to those persona respon• 
si.ble fot their application? Each office maintaining records 
should have a current School District General Schedule and 
appropriate GAA·24s as may be required, 

6, Are there adequate instructions for applyi.nt Schedules? 
Procedures should be developed and implemented t at establi1h 
individual responsibilide.s •• to when records are ucut•off1" 

placed in cartons snd tranaferred to atorage or destroyed, 

7, ls timing of the •ptlicadon af the Schedulea coordinated 
with. other workloada? he preparation and tranafer of record• 
to storage should be accomplished when the requirement for 
other duties is at a point of low activity, 

B. Have file 11breaks 11 or "cut·off" been established to facilig 
tate the removal of records from office space? Once estabo-
Hshed, file "breaks" or "cut•ofr' procedures should be closely 
followed to provide for a systematic records db!lposition plan, 

9. Is purging of file material held to a minimum? The careful 
knowledgeable preparation of records inventories and Schedules 
will provide the infonnation as to documentation content of each 
Records Series, keeping purging and screening to a minimum, 

10. Has the Scl'ie,Jtle been 
(Referea.c:e ln:m 6 alJo.re) 

applied in tl'ie last twelve monthsl 

II, Are all disposition instructions 
staff? (Reference Item 4 above) 

satisfactory to dl•uict 

12, Does your district control the assi,nment of additional 
office space and the purchase of additiona filing equipment to 
be sure that they are not wasted on. records not needed in cur-
rent operations? Is filing equipment surplus to office needs 
transferred within the agency? 

13. Has the effectiveness of the Schedules been reviewed by 
<he agency Records Officer within the past year? 
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This pock.Oge contains the Records Retention Schedules for. 

Washington Stote School District 

GENERAL RECORDS RETENTION SCHEDULE 
District Records Officer 

Telephone 

NAME OF DEPARTMENT OR SCHOOL. 

( 

These Schedules should be maintained, updated and implemented in accord with the School District: Records Management Manual, School District Policy &: Procedure and/ or Washington State 
Records Disposition Regulations for Agencies of Local Gov~ent. 

GENERAL EXPLANATIONS 

Minimum or legal retention peri<>?s ar~ being established for records of all agencies of state and local government, including school districts, in accord with rhe provisions of RCW 40.14. 
The enclos~ Schedules should 1denufy each record created or received by the depa.ront!Dt or office by tide, purpose and/ or function, its classification as an Official Public Record (OPR) 
or Office F 1le_s and Memoranda (0Ft.0, loc~don of official and other copies, ret~tion period and disposition authority. The number of Records Series listed on the Schedules will usually 
~be extensive but the total records holdings of ,..acb depaamcnt and office musr have the approval of the Local Records Committee prior co any disposition a.ctlon. If the Schedules do not 
mclude all of the r_ecords of your department or office~ additions or changes should be accomplished in accord with the School District Records Management Manual, School District Policy & 
Procedure or Washington State Records Dispositioo Regulations for Agencies of Local Government. Unlisted records or records not having che 2~roval of the Local Records Comm.in~ may 
oot be legally destroyed. , 

Adlltl.ini.suators are encouraged to dispose of records in accord with the Schedule guideline; howevei::, disposal is not mandatory aa.d reco.cds may be retained in a department or office louger 
ch• specified, providing there is a justifiable need and adequate low cost on•site storage is available. Retention periods are allnimwn as established by the Washington ~e Lotti Rcavds 
eo-ittee. Contact your School Disttict Records Officer for insttncrions on revising General Schedules, preparing a 51Jt1iPlcmental Schedule for records unique to your office, new reco.Ms or 
.redac:ing ietentions of Scheduled records. 

·~ng,"' "weeding.'' or "screeningu of documents in a Reaxds Series should be held to a minimum as it is a costly procedure. Wherein pwgin8 is necessary, it should be done with great 
can:1 lest valuable papers that c3llllot be replaced a.re destroyed. Many records which have no apparent further admib.isuative value may be extremely i.Jllportaat for an:hiYal or historical 

--4 purposes. 

"' EXPLANATION OF WASHINGTON STATE SCHOOL DISTRICT GENERAL RECORDS RETENTION SCHEDULE COLUMN HEADIMGS 

RECORDS SERIES TITLE & DESCRIPTION: This tltle should be a brief concise descriptlon of the Records Series. A Records Series may be defined as '"a group of re:cords performing a 
particular function for the department or office, which are filed as a unit, used as a unit, and which may be transferred and disposed of as a unic.'• This may be a grouping of copies of a 
single fonn, such as Purchase Requisitions, a grouping of correspondence and form records in a General Correspondence File, or a grouping of various_ forms and _other docum«:Dts in a case 
file_ such as Personnel Record Folders. This will be followed by a brief statement or statements ez:plaioing what function or pwpose the Records Senes serves 10 the operation of the 
departllDe:llt or office. 

CLASS: Short for classification. All Washington State rtcords are classified as either Official Public ~-cords (OPR) or Offic;:e Files .and !olem:nao.d~ (OFM). Offi~ial ~~lie Records ~OPR) 
shall iflclude all original vouchers, receipts and other documents necessary to isolate and prove the validity of every traosacuon relatwg to thl.!' receipt. use and di5f1?S1hon of all public 
p!Qpetty and public income from all sources whatsoever; all agreements and contracts ro which the State of 'l'ashingroo o_r any agency th.er~ ma>.'. be a pattY; all fidelity, surety a!ld 
perfocmance boQds; all claims filed against the State of Washington or any agency thereof; all recocds or documents reqwred by law tO be filed with or kept~ any ag~cy of the State of 
Washiagton; and all other documents or records determined by the Records Committee to be Official Public Rei;ords. (R.efe~ce: RCW 40:14.010)_ Office Files and hf:emoranda_ (OFM) sba!Jal 
ioclc.de all records corresnr.ndence ei:::hibits OOot.::s bookl~s maps blank fonns or documents not above defined and classified as Official Po.bhc Records; all duphcate ~1es of Offia. 

• r-- ' ' ' • • • d f h - l _.,1_: • • I h lfi h" h thy rtain bur not rei')wred by law to P11blic Records filed with any agency of the Srate of Washiogton· all documents 31)d reports ma e or t e 1ntema oawm.D1strat1on o t e o ice to w 1c e pc . . 
be filed or kept with such agency; and all other docwnents or re:~ords, determined by the Records Committee, to be Office Files aud Memorandll. (Reference: RCW 40.14.010 Official Pnblic 
ReCD£ds have a minimum retention period of seven years. 

DISTRJBUTION: A listing of the departments and/or offices 'Which wHl uldmately retain copies of each·Records Series. 

RETENTION: Opposite the name of each department or office retaining ~opies of ea.ch Records Series wi~l be found the Washington Stare LOC11ll Records Committee's recommend~d ~tion 
period.. 

DISPOSITION/REMARKS: Additional pertinent information pertaining to each Records Series. 

LOCAL RECORDS COln.~ITTEE 

RC1i 40.14.070 escablishes a :..ocal Records Committee which shall. have au~hority to af'P.roveCothe dest.ructlonf ohr 08f~r dii~~t~A:~i%1r r:n7~~~ ~~~~r:fi:j~~s ~~ ~':i~~k°::Cd1:described 
committee consists of an appo:ntee of the Attorney Gen~l, the Chief Exanuner of Mu.n1c1pal _ rporauons o t e ice O t > 
in RCVi 40.14 or any loca1 ag.;ncy may be legally dcsuoyed withoat che approval of this comm1ttee0 :g 
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Appendix E 

A.· PREPARING A GAA-24 

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION 

The GAA-24 is a letter size bond paper form which should be prepared on a typewriter 
when being submitted to the District Records Officer for final forwarding to the 
Local Records Com!nittee. Three copies should be received by the Committee, so that 
the Records Officer and each Office of Record concerned will receive ap~roved copies. 
One copy will be retained by the Local Records Committee. See Appendix F, Page 80, 
for sample. The GAA-24 will be prepared as follows: 

' l. AGENCY TITLE: Enter name of department, institution, board, commission or other 
parent agency unit . 

. 2. OFFICE OF RECORD: Enter name of the activity for which the Records Series 
inventory is being taken. 

3. NAME & TITLE OF RESPONSIBLE OFFICER: Enter name ar\d title of the person who has 
the custodial responsibility for the records being reported. 

4. PHONE: Enter telephone number of the person described above. 

5. DATE OF SUBMITTAL: Enter the date the GAA-24 is submitted to the District 
Records Officer. 

6. NO.: Line item sequence number of Records Series reported. Double space 
between Records Series line items. (During subsequent annual reView and update, 
when new ReoordB Series are added, start with the next number foUowing, to 
provide oontinuity to the program) 

7. RECORDS SERIES TITLE: Enter title of Records Series being reported. This title 
should be a brief concise description of the Records Series. Extreme care should 
be taken to be certain the Records Series title clearly demonstrates it is 
identifying a group of records. A Records Series may be defined as "a group of 
records perforrrtlng a particular funotion for the offi.ae, w-hiah are filed as a 
unit, used as a unit, and whiah may be transferred and disposed of as a unif." 
A functional unit may be described as a General Correspondence File, a Reading 
File, or it may consist of copies of a single form such as Personnel Actions or 
Purchase Requisitions. In each instance, regardless of whether it consists,of 
copies of a single form or contains copies of several forms as in a case or 
project file, each identifiable unit is a separate Records Series. A Records 
Series continues to be a single Records Series even if part of it is in storage, 
on microfilm, missing by inadvertent destruction or other cause, but title and 
function remain the same. (If the reporting offiae has the responsibility for the 
program doawnented by the Reaords Series and, as suah, maintains the offiaial or 
reaord aopy, indiaate this by an asterisk following the Reaords Series title. If 
not, indiaate in Bloak 11 the offiae having the offiaial or reaord aopy followed 
by an asterisk) When reporting copies of a single form found in the General 
Records Retention Schedules which make up one Records Series, include form title, 
form number and copy number as the title. If several forms from one Gen~ 0 1 
Records Retention Schedule are batched together to form one Records Series, assign 
an appropriate Records Series title and enter that title in this block. In 
Block 8, FUNCTION/PURPOSE, identify each form that makes up the Records· Series by 
form title, form number and copy number, followed by a brief statement of function 
or purpose. For example: In Block 7, RECORDS SERIES TITLE, enter: Vendor Payment 
PU,•s. In Block 8, FUNCTION/PURPOSE, enter: Warrant Register, Al, Copy 2; Vendor 
Remittanae Adviae, A2, Copy 2; and Invoiae Vouoher, A19, Copy 2; used to maintain 
a reaord of vendor payments. 
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A. PREPARING A GAA-24 (continued) 

PUBLIC RECORDS RE TENT! ON SCHEDULE & DESTRUCT! ON AUTHOR! ZATION 

8. FUNCTION/PURPOSE: Indicate briefly the function, purpose and contents of the 
Records Series. For example: Vouchers, authority for payment to claimant 
for• services or goods. Record contains claimant's name, date, purpose, amount 
and authorizing signature. The comments made in this block are particularly 
important where the functions are not self-evident by their Records Series 
t.i tle. (Avoid one 1.wr•d descriptions of purpose and/or function, as these are 
quite often anibiguc>us and do not contribute clearly to the funcHon or purpose 
of the Flecords Serles) 

9. UPH or OF'M: Officiu.l Public Recurds or Office Filen Ftnd Memoranda. (Reference 
!>CW 40.14) Official Public Hecords (OPR) shali include all original vouchers, 
receipt 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 incorne from all sources whatsoever; all agreements and 
contracts to which the State ot' Washington or any agency thereof shall be a 
party; all fidelity, su.rety and performance bonds; all claims filed against 
the State of Washington or any agency thereof; all records or documents re­
quired by law to be filed with or kept by any agency of the State of Washington; 
all legislative records as defined by RCW 40.14.100; and all other documents 
or records determined by the Local Records Committee to be Official Public 
Records. Office Files and Memoranda (OFM) shall include all records, corres­
pondence, exhibits, books, booklets, drawings, maps, blank forms, or documents 
not above defined and classified as Official Public Records; all duplicate 
.copies of Official Public Records filed with any agency of the State of 
Washington; all docwnents and reports made for the internal administration of 
t.h<' office to which they pertain but not required by law to be filed or kept 
with such agency; and ·all other documents or records, determined by the Local 
Hecords Committee to be Office Files and Memoranda. 

J.O. INCLUSIVE Dl\'l'ES: Enter the date (month, abbreviated, and year) the Records 
Series began in the block ''FROM." In the block "TO," enter the word 11Present0 

for Records Series of a continuing nature. If the Records Series has been 
discontinued, enter the date of discontinuance. 

U. LOCATION OF OTHER COPIES: Enter the na.rre of one other known office having an 
act;i.ve copy of the same documentation found in the Records Series. (As in 
Block 7, pZace an asterisk foZlowing the name of the office having the official 
or record copy) Do not indicate Archives, Records Center or other inactive 
storage locations. 

12. VOLUME OF RECORDS: Enter the total volume of fil of the Records Series pre­
sently accumulated, regardless of where the location may be. Estimate in 
File Drawers, Cubic Feet or Linear Inches, whichever ·is most convenient and 
applicable. Estimate about 2 cubic feet of letter size material per letter 
"ize drawer, and 3 cubic feet of legal size material per legal size drawer. 

13. HJ~'rJo:N'l'ION Pl!:RIOD: Officiti.l Public Records have a statutory minimum retention 
of 7 years. 'I'he retention periud for Office Files and Memoranda is based 
on operational req_uirements of each individual office. Regardless of the 
duration of the retention period, Records Series should be kept in office 
files after "cut-offn only as long as is necessary for (1) active reference, 
(2) audit, when rectuired, and ( 3) other operational rectuirements. Once these 
three factors have been satisfied, the records should be transferred to the 
Records Center for low-cost storage. Indicate in this block your realistic 
recommendations as to retention in the office, Records Center and total. 
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A. PREPARING A GAA-24 (continued) 

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION 

13. RETENTION PERIOD: (continued) 

14. 

15. 

Years may be abbreviated "Yrs, 11 months as "Mos," weeks as "Wks, 11 and 'Perman­
ent as "Perm." It is quite helpful to establish the office retention for an 
auditable Official Public Record. When this has been done, use this same 
office retention for fil Records Series having equal or longer total reten­
tion period. This provides tor a once a year transfer of all eligible record£ 
to the Records Center at the same time. 

REMARKS: If Records Series is to be micrafilmed, enter "Microfilm." Other­
wise, leave blank for conunents by the Local Records Committee. Under normal 
circillilstances, records of all offices in the immediate Olympia area will be 
forwarded to the Records Center for destruction. Records found in 01 n.ces 
outside the Olympia area may be destroyed from their respective areas. If, 
however, upon receipt of the GAA-24 by the reporting office, it is noted the 
words "Archival" or "Potentially Archival" in this block as pertains to 
individual Records Series, this means the State Archivist will assume custody 
of these records at the termination of their retention period to extract . 
historical information. Records Series bearing either of the stated notations 
may not be destroyed from their record keeping area, regardless 0£ office 
locations. At the termination of their retentions, they will be forwarded to 
the State Records Center. 

AGENCY APPROVALS IF REQUIRED: Obtain the signatures of those individuals 
designated to review prepared schedules, including the person whose name is 
typed in Block 3 and the Agency Records Officer. 

DISPOSITION AUTHORITY NUMBER: If the Records ·Series being reported has pre­
viously been inventoried and the Local Records Committee has assigned a 
Disposition Authority Nwnber, enter that number here. If the Records Series 
is found in the General Records. Retention Schedules, enter the appropriate 
General Schedule in which the record is found, as GA 1 for General Schedule 
l, GS 2 for General Schedule 2, etc. If no Disposition Authority is avail­
able, leave blank. 

SIGNATURE: The signature of the Records Officer indicates a careful review 
has been made and a concurrence with all i terns listed by the Records OffiC'er. 
After sil',lling, the Records Officer will forward the GAA-24 to the Di vision 
of Archives and Records Management, where it will be reviewed by the Local 
Records Committee. 

B. ADMINISTRATIVE APPROVAL 

Upon completion of the inventory of all records of an office preparation of 
Public Records Retention Schedule & Destruction Authorization, GAA-24, these 
forms will be forwarded to the agency Records Officer, who will review tbem. 
He will consider the entire agency records program, looking towards the 
elimination of duplicated files, possible microfilm programs, improved methods 
of storing and other rooans of improving the overall records management system. 

C. STATUTORY APPROVAL 
Washington State Local Records Corrumttee 
Ree,n•d..q Destruction A uthoriaation 

l. S'rATU'I'E: RCW 40.14 specifies that state r>ecords shall not be destr>"d' d 
without the approval of the Washington State Local Recor>ds Conmittee. Public 
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PREPARING A GAA-24 (Continued) 

c. STATUTORY APPROVAL (Continued) 

Records Retention Schedule & Destruction Authorization, GAA-24, provide 
1.hal means by which departments and offices apply for approval of the 
l,oc!il Records Cammi ttee to destroy records of temporary value. 

2. PROCEDURE: Subsequent to inventory review by the District Records 
Officer, GAA-24 forms for all records are submitted to the Washington State 
Records Corrunittee, in care of the Division of Archives and Records Management, 
218 General Administration Building, 01.ympia, Washington 98504. 

The Committee consists of the Chief Examiner for Municipal Corporations of the 
Off-ice of State Auditor, an Assistant Attorney General and the State Archivist. 

3. RECORDS COMMITTEE ACTIONS: The Local Records Committee meets regularly 
and in extra session as required by volume of requests. 

District records destruction recoITlinendations must be unanimously approved by 
the Committee members, and any member may veto a request. A district 
recommended records disposition may be changed as the Committee deems necessary 
to comply with legal, fiscal or historical requirements for the record under 
consideration. 
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1~0UNTT, c1-_·: 'i oT!41:11go\lL "i"D· . #400 
2. 0,.1'"1C£ or llECOllO 

ercer -s and c oo 1str1ct 
4160 86-:.r-. Avenue, Food Se:rvice s. E. 

" 7. il!EC0"0S SElll[S TITLE IS, P'UNCTIOM/PU1'P05[ .•. 
l. Daily Meal Count l!c Record of meals served by 

Cash Receipt each school reported daily 
Records for income records and 

reimbursement claims 

2. Dairy & Bakery For audit purposes 
Invoices 

3. Recaps of Annual Used for federal reimburse-
Meal Count Records ment purposes 

4. Commodity Receipts Signed delivery invoices 
for commodities delivered 
to schools 

5. New Equipment Bids Bids received from potentia 
vendors 

.. 
••• •• 

STATE OF WASl!IH(;TOH 
LOCAL. RECORDS COMIMITTEE 

I 

PUBLIC RECORDS RETENTION SCHEDULE &, DESTRUCTION AUTHORIZATION 
REFERENCE' RCW 4D,140711 

.a. N ... Mr. II. TITLE OP' llESPQNSlaLIC or,.1er:.l ~· PHON'66 
!I, !:JiTE OF' 9U8MITTAL 

Jeanette Johnson L32-l 0 3/16/76 Sul'ervisor of Food Services IFxt. 241 
10. INCL.uslV£ OATES 

''·LOCATION or OTH£11 tz. VOLUME 1 S, llETttMTION 
lo&, llEMAIU~S COPll:.S or 11r.co11os 

o•w l"lllOM TO P[lllOD 

OPR 9/68 tpresent 2 Ct;L, ft. 7 years 

QPR 9/63 !Present 4 cu. ft 7 years 

OFM 9/67 Present 2 cu. ft 3 years 

OFM 9/70 Present 1 cu. ft 3 years 

OFM 6/60 Present \cu. ft 3 years 

. 

IS. AGEMCY APPROVALS- IF REQUIRED (See Reverse Side) 

i•. ACl ,QN 9V LOCAL RECORDS COMMITTE.£ D APPROVED D APPJllQV~O AS AYENDltD D UNAPPROVED 

ll19P4iSfTIOM AUTMDlllTT NUM.ER FOR THE 4TTORNEY GENERAL FOR THE STATE AUDITOR FOllll THI: STATE AftCHIV1ST 

GAA.2; (Rev J.7S] SUPERSEDES GAA-lll & GAA-24 

~ 
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:< 
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• Appendix G 

GENERAL INFORMATION FOR THE RECORDS OFFICER ON RECORDS RETENTION SCHEDULING 

A. THE IMPORTANCE OF GOOD RE.CQRDS UlENTIPICATION 

The segregation of records into groupings, or Records Series, provides a means 
whereby the various fUnctions and responsibilities of any agency can be documented. 
The maintenance of all records pertaining to a particular function in the sBJ!le 
location provides a means of ready access to the establishment, development and 
progress of that function. 

The importance of identifying these Records Series becomes apparent when it is 
necessary to retrieve certain information. Proper arrangement and content of each 
Records Series provides a 13ystematic means monitoring progress, ma.king deci.s_icns, 
and the countless other details so important and necessary to the successfUl· 
accomplishment of the many programs under the jurisdiction of any agency. 

The identification of each Records Series takes on additional meaning in terms of 
records disposition. Most records, in order to satisfy program requirements, become 
quite voluminous with the passage of time. Included in the devlopment of Records 
Series should be an organized plan of systematic transfer of inactive records from 
high cost office space and equipment to low-cost storage. Identification of records 
also plays and important part in transfer procedures. Therefore, appropriate Records 
Series titles must be assigned. In order to be most effective, these titles should 
be brief, yet meaningful. They must be a clear indication we are identifying a group 
of records, not people, organizations or equipment. It would be extremely redundant 
to attach words such as "files," "records," "papers," or "documents" to titles for 
this purpose alone. We must avoid idiomatic and other familiar expressions that do 
not provide adequate information pertaining to each Records Series. Similarly, 
abbreviations cannot be used as too often the same abbreviation has different meaning·s 
for different people. 

'.l'hroughout the Records Management Program, the word "function" plays an important 
part. Webster defines "function" as "the normal or characteristic action of any­
thing ... a special duty or performance required in the course of work or activity . 
. . to act in a required or expected manner; do its work." If we apply these 
definitions to a Records Series, we might say, "the role or part a Records Series 
performs in providing documentary resources in the accomplishment of the office, 
concerned." 

The scope of each Records Series should neither be too broad or tcio narrow. In an 
Accounting Office, for example, the term "Accounts ·Receivable" may seem to be 
appropriate but, by virtue of different funds, different sources of revenue, revenue 
received for different purposes, these would seem to indicate the term "Accounts 
Receivable" would be too broad to be effective. Similarly, the term "Personnel 
Records" would also be too broad, This is especially true in this instance due to 
retention requirements. A "Request for Leave of Absence" need not be retained for 
any extended period, while an "Employees Permanent Record" should be kept throughout 
the employee's term of employment. A Records Series titled "Payment Voucher" would 
seem too narrow as that is only one document of several in a batch necessary to 
identify complete transactions. In the cases of forms used, when copies uf only 
one form are necessary for reference, the form title can become the Records Series 
title. For example, "Purchase Requisitions." But, when several forms make up a 

'- Records Series such as in a case or project file, an appropriate title must be 
assignell. 
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In order to determine app~opriate Records Series titles, it might be helpful to 
ask a few questions. What reference service is provided? What types·Of actions 
or transactions are found in the documents? How are the functions of the office 
affected by the utilization of the Records Series? What established the requirement 
for the Records Series? Perhaps a review of the office's Functional Chart can 
provide effective clues as to what titles to assign. Inasmuch as most files are 
created in which to house documentation pertaining to the functions of the office, 
functional titles can be extremely appropriate. 

'!'he woriJ..s listed and defined below can be very useful when determining Reconls 
Series titles. But, in view of the many different types of functions associated 
with them, other "functional desoriptives" in brief form should accompany them. 
For example, the word "Permits" would not provide sufficient information for a 
Records Series title, but "Fishing Permits" or "Motor Vehicle Permits'' are very .. 
effective. Similarly, "Requisitions" by itself could be interpreted to mean many 
different types of requests, but "Printing Requisitions" or "Requisitions for 
Expendable Supplies" provides a clear indication of the Records Series. 

B. GLUES IN IDENTIFYING RECORDS 

ABSTRACT •••••••• A summary, an excerpt 
ACCOUNT •.....•.. A report, a description, a 

financial category 
ACKNOWLEDGEMENT.A receipt, an admission 
AFFIDAVIT .•• , ••• A declarat:l.on 
AGREEMENT ••••••• A contract 
ALLOTMEN'T .•••••• A distribution, a portion 
APPEAL •.••...••• A request to review a decision 
APPLICATION ..... A paper instrument for applying, 

putting to use 
APPOINTMENT ••••• An assignment, a scheduled 

meeting 
ASSIGNMENT •..... A transfer, ari appointment 
AUTHORIZATION ... A permit for action 
AWARD .........•. A conference, a judgment 
BID •••••••.••.•• An offer for a price 
BILL ••.••••••••• A creditor's claim, an invoice 
BOND •••••••••••• A binding agreement 
CERTIFIGATE ..... Evidence of truth, ownership, debt 
CLAIM ...•....... A demand, an assertion 
COMMUNICATION ... Interchange of information 
COMPLAINT ....•.. A formal allegation 
CONTRACT ........ A binding agreement 
DEED ..•......... A record of transfer or contract 
DIARY ........... A record maintained regularly 
DIGEST •••••• , ••• Condensed data 
DRAFT ........... A preliminary version, payment 

drawn on another 
ENDORSEMENT ..... .An assignment, approval 
ESTIMATE ....•... An approximation 
GUIDE •.......... An instruction for an action 
INDEX .....•..•.. A guide or reference 
INQUIRY ......... A request for information 
INSTRUCTION ••••. A direction 
INVENTORY ....•.. An itemized record 
INVOICE ...•.•... A bill 
ITINERARY •••••.• A record of a trip 
JOURNAL .•.•••.•• A record of transactions 
LEASE ••••••••••• A contract of rental 
LEDGER .......... A record of accounts 
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LIST ...•.......• An itemized tabulation 
LOG ••••••••••.•• A record of progress 
MANIFEST., ... , •. A list of carao 
MIEMlRANDUM. , •••• An informal communication 
MEBSAGE., .••.... Any communication 
NOTE ••.••..•.... Acknowledgement of a debt 
NOTICE •. ,,,.,, .. Notificati_on 
NOTIFICATION .... Advice, information 
ORDER •••• ,,, •.•• A command or instruction 
PASS •••••••••••• Authorization of a passage 
PERMIT .....•.... Authorization of a specific 

activity 
PETITION •••••••• A formal request 
QUESTIONNAIRE ... A list of questions 
RECEIPT ••••••••• An acknowledgement of delivery 

or payment 
RECOMMENDATION •• A proposed course of action 
RECORD .•.•.•.••. An account of facts or everits 
REGISTER •....... A record of events or actions 
RELEASE ........• A discharge from obligation 
REPORT ••••.•••.• An account of action or status 
REQUEST ....•..•. Ask 1 apply, requisition 
REQUISITION ••••• A form of application 
ROLL ••.•.•••.••• A list of related itelllS 
ROSTER ..•...•••. An itemized list 
BCHEDULE .•.•••.• Document at future or recurring 

actions 
SPECIFICATION,, .A detailed requirsment 
STATEM:DfT •••••.• An accoWlt of condition, e. 

declaration 
SUMMARY •..••.••• A condensation of a fuller account 
SURVEY .••••.•.•. An analysis 
TABULATION •••.•• A systematic summary 
TRANSMITTAL •.. ;.A paper instrument to send or 

tranBf'er data 
TRANSCRIPT ••••.. A written copy 
VOUCHER •......•• A receipt or record of a 

transaction 
WARRANT ......... A guarantee 
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Once the various Records Series have been established, there comes the need to make 
a determination as to the retentive value of each one. Some Records Series are of 
only minor value and should only be kept for a brief period of time. Others will 
vary according to the fUnctions the records themselves perform. Each Records Series 
must be thoroughly and carefully studied for a determination as to what va.lue or 
vaiues it may have. As each Records Series is being reviewed, the following criteria 
may be helpful in making records value determinations. 

C. WHAT VALUES SHOULD BE CONSIDERED 

ADMINISTRATIVE VALUE. Records are created to help accomplish the functions for 
which an agency is responsible. They have administrative value as long as they 
assist the agency in performing either current or future work. The primary 
administrative use of most records is exhausted when the transactions to which they 
relate have been completed. From that point on they lose their value rapidly. 
However, some administrative records contain basic facts concerning an agency's 
origin, policies, functions, organization, and significant administrative decisions. 
These records should be preserved to provide adequate documentation of an agency's 
operations. 

LEGAL VALUE. Records have legal value if they contain evidence of legally 
enforceable rights or obligations. Examples of these are records that provide the 
basis for action, such as legal decisions and opinions; fiscal documents representing 
agreements, such as leases, titles and contracts; and records of action in particular 
cases, such as claim papers and legal dockets. 

FISCAL VALUE. Records of fiscal value are those which pertain to the financial 
transactions of the agency, such as budgets, allotments, payrolls and vouchers. After 
those records have served their basic fUnction, they may still have sufficient fiscal 
value to justify their retention in storage for a t.ime to protect the agency against 
court action or to account for the expenditure of funds. 

RESEARCH, HISTORICAL or ARCHIVAL VALUE. Some records have enduring value because 
they reflect significant historical events or document the history and development 
of an agency. The importance of preserving such records is obvious. Not so apparent, 
however, is the need to re-evaluate them periodically to insure that the material 
being accumulated is actually filling a valid research need. 

What Types of Records are There? 

1. ACTIVE RECORDS - Retained in office areas, referenced daily or frequently. 
2. SEMIACTIVE RECORDS - Records referenced less frequently and may be transferred to 

intermediate storage. 
3, INACTIVE RECORDS - Records referenced infrequently should be transferred to· 

low-cost storage. 
4. PERMANENT RECORDS - Records of permanent value administratively, legally, 

financially and historically and may be active or inactive 
but not disposable. · · 

5. DISPOSABLE RECORDS - Records which reach a point of inactivity and are of no 
further administrative, legal, financial or historical value. 
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0. DETERMINING RETENTION PERIODS 

Keeping records, either in offices or storage areas, costs large sums bf money. The 
actual or potential value of the records should be weighed against the cost. There 
is a calculated risk in this business, and a good records disposition program requires 
that we take it. There have been instances when an organization became so enthusiastic 
about the possibility of freeing office space by clearing .out old records that it went 
too far and discarded material too soon. But, usually, this is not the problem. Most 
of us tend to be ov.erly cautious and to exaggerate the frequency of our references to 
material.being considered for disposition. The following.notes may help in evaluating 
total or office retention of a Records Series1 

1. The aost of maintenanae of a file dr>aWel" of r>eaor>da in an offioe file ia many 
timeH the aost of' maintaining an equaZ voZwne of recor>da in Zow-coat ator>age. 

2. Per>manent means forever•. Few recor>da are wor>th pr>eserving for>eVel", and the 
·vaot majority ahouZd be r>eaZiatiaaily Zimited in r>etention. 

3. Few r•eaol'd& have Zegal and finanoiaZ vaZue beyond 7 years and moat r>eaol'ds 
have Bel'Ved administl'ative .needs aftel' 1 to 3 yeal's. 

4. Eighty pel'aent of l'eferenaes to most records oaaur within 1 year from date 
of 1'ece·ipt, the subsequent twenty pe1'aent on a deaUning basis after' the first year. 
The1'efo1'e, as a general rule, r>eaords older than one to three years beaome inaative 
and should be transferred to a storage facility for permanent or temporary retention 
or destruation on the basis of a retention schedule. 

E. RECORDS DISPOSITION INFORMATION 

On the basis of your inventory and appraisal of a Records Series, it will, in many 
cases, be determined that a record is eligible for destruction after a specific 
retention or after microfilming. A GAA-24, Public Records Retention Schedule & 
Destruction Authoriz.ation, is a request to the Local Records Committee for approval 
of records destruction after a specific retention period. It must be completed and 
submitted to the Committee !'or authorization to destroy any record deemed to be 
.di sposabl~~mless on a General. Schedule. The following guidelille.s will assist in 
evaluating the records of your office: · 

1. RECORD CLASSIFICATION: (Reference RCW 40.14) All records are designated 
"Public Records" and are classified as either "Official Public Records (OPR)" or 
"Office Filer, and Memoranda (OFM)." 

c:ectlon 1. As used in this act, the term "Public Records" shall include any 
paper, correspondence, form, book, photograph, film, sound recording, or other 
Uocu.ment, regardless of physical form or characteristics, and including all copies 
thereof, that have been made by any agency of the State of Washington or received 
by it. in connectiotJ with the transaction of public business. 

'"or the purposes of this act, public records shall be classi'fied as follows: 

(1) Official Public Records shall include all original vouchers, receipts, 
and other documents necessary to isolate and prove the va).idity 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 
•;l1ich the State of Washington or any agency thereof may be a party; all fidelity, 
surety and performance bonds; all records or documents required by law to be 
filed with or kept by any aJ'lency of the State of Washington; and all other 
docrnnent.s or records, determined by the Records Committee, to be Official Public 
HL'curds. 
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(2) Office Ji'iles and Mcmora.ndt:1. shall include all recordo, C'orreHpondenC'e, 
exhibits, books, booklets, drawings, maps, blank forms, or documents not above 
defined and classified as Official Public Records; all duplicate copies of 
Official Public Records filed with any agency of the State of Washington; all 
documents and reports made for the internal administration of the office to 
which they pertain but .not required by law to be filed or kept with such agency; 
and all other documents or records, determined by the Records Conunittee, to be 
Office Files and Memoranda. 

According to RCW 40.14, Official Public Records must be retained for a period of not 
less than 7 years before they can become eligible for destruction upon the approval 
of the Local Records Committee. Office Files and Memoranda are eligible upon the 
approval of the Local Records Conunittee after a retention period recommended by the 
Office of Record. 

2. JUSTIFYING REQUEST TO DESTROY RECORDS: The primary reason that we destroy records· 
is they become too voluminous and hence too costly to retain permanently. There are, 
however, supporting reasons. A record may be obsolete and of no further administrative, 
legal, financial or research value after a specific retention. It may be a duplicate 
and not required except for a short reference period. A combination of these and 
other factors may apply to nullify the continual maintenance of a Records Series 
a~er a specific retention. 

3, OTHER STATUTORY REQUIREMENTS: There are a few statutory requirements governing 
records destruction and preservation other than RCW 40.14 for Washington State 
records. However, some records do have specific statutory requirements for creation 
and destruction. Some records may be created as the result of a federal requirement 
and hence bear federal retention schedules or may require mainten.ance for lengths of 
time specified by the federal government due to its financial or other involvement 
in the program. SUPERSEDED



Appendix H 

WASHINGTON STATE RECORDS MANAGEMENT PROGRAM 

RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE .l\RCHIVES 

40.14.010 DEHNI'l'ION /\ND CLAGSil'ICA'rION OF PUBLIC RECORDS 
As used in this chapter, the term "public records" shall include any paper, cor­
respondence, form, book, photograph, film, sound recording, map drawing, or other 
document., regardless of physical form or characteristics, and including all copies 
thereof, that have been made by or received by any agency of the State of 
Washington in connection with the transaction of public business, . end legislative 
records as described in RCW 40.14.100. For the purposes of this chapter, public 
records shall be classified as follows: 
(1) Official Records (OPR) shall include all original vouchers, receipts and 
~ther 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, .•urety 
and performance bonds; all claims filed against the State of Washington or any 
agency thereof; all records or documents required by law to be filed with or kept 
by any agency of the State of Washington; all legislative records as defined in 
RCW 40.14.100; and all other documents or records determined by the Records 
Committee, hereinafter created, to be Official Public Records. 
(2) Office Files and Memoranda (OFM) shall include all records, correspondence, 
exhibits, books, booklets, dra~ings, maps, blank fonns, OT documents not above 
defined and classified as Official Public Records; all duplicate copies of Official 
Public Records filed with any agency of the State of Washington; all documents and 
reports made for the internal administration of the offl.ce to which they pertain 
but not required by law to be filed or kept with such agency; and all other docu­
ments or records, determined by the Records Committee, hereinafter created, to be 
Office Files and Memoranda. (1971 First Extraordinary Session, Chapter ·102, 
Section l; 1957 Chapter 246, Section 1) 

. 40.14.020 DIVISION OF .l\RCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - PO\~ERS 

AND DUTIES - DUTIES OF PUBLIC OFFICIALS 
/\11 public records shall be and remain the property of the State of Washington. 
~~ey shall be delivered by outgoing officials and employees to their successors 
and shall be preserved, stored, transferred, destroyed or di.sposed of, and other­
wise managed, only in accordance with the provisions of this chapter. In order 
to insure the proper management and safeguarding of public records, the Di vision 
of Archives of the Department of General Administration is designated as the 
Di vision of Archives and Rt•cords Management, and, under the administration of 
the State Archivist, who sh All have reasonable access to all public records, 
wherever kept, for purposes of information, surveying, or cataloguing, shall 
undertake the following functions, duties and responsibilities: 
(1) To manage the Archives of the State of Washington; 
( 2) To centralize the Archives of the State of Washington, to make them avail­
able for reference and scholarship, and to insure their proper preservation; 
(3) To inspect, inventory, catalog, and arrange Retention and Transfer Schedules 
on all record files of all state departments and other agencies of state gow·mment; 
(4) To insure the maintenance and security of all state public records and . 
establish safeguards against unauthorized rem:>val or destruction. 
(5) To establish and operate such State Records Centers as may from time to time 
be authorized by appropriation, for the purpose of preserving, servicing, screening 
and protecting all state public records which must be prese·rved temporarily or 
permanently, but which need not be retained in office space and equipment. 
(6) To gather and disseminate to interested agencies information on all phases of 
records management and current practices, methods, procedures and devices for ef­
ficent and economical manae;ement of records. 
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES (continued) 

( '7) To operate a Central Microfilm Bureau which will microfilm, at cost, records 
approved for filming by the head of the office of origin Md the Archivist, to 
approve microfilming projectn undertaken by state departments and all other agencies 
of st.n.te government; and to maj_ntain proper standards for this work. 
( 8) 'l'o maintain necessary facilities for the review of records approved for des­
truction BJ'id for their economical disposition by sale or burning; directly to 
supervise such destruction of public records as shall be authorized by the terms 
of this chapter. (1957 Chapter 246, Section 2) 

40.14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST 
All public records,· not required in the current operation of the office where they 
are made or kept, and all records of every agency t conunission, cozruni tt.ee, or any 
other activity of state government which may be abolished or discontinued, shall 
be transferred to the State Archives so that the valuable historical records of 
the state may be centralized, made more widely available, and insured permanent 
preservation; PROVIDED, That this section shall have no application to public re­
cords approved for destruction under the subsequent provisions of this chapter. 

When so transferred, copies of the public records concernecJ shall be made and 
cprLI fied by tl1e Archivist, which certification shall have the llame force and 
ef!'ect as thoup,h made by the officer in charge of them. Fees may be charged to 
<•over the cost of reproduction. In turning over the archives of his off'i.ce, the 
c,t'['icer in charp;E-~ thereof, or his successor, therby loses non~ of his rights of 
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3) 

40.140.040 RECORDS OFFICERS - TRANSFER SCHEDULES 
Each department or other agency of the state government shall designate a Records 
Officer to supervise its records program BJ'id to represent the office in all con­
tacts with the Records Committee, hereinafter created, and the Di vision of Archives 
and Records Management. The Records Officer shall: 
(1) Coordinate all aspects of the Records MMagement Program. 
(?) Inventory, or manage the inventory of all public records at least once during 
a,biennium for disposition scheduling and transfer action, in accordance with pro­
<oedures prescribed by the State Archivist Md State Records Committee, PROVIDED, 
That Essential Records shall be inventoried and processed in accordBJlce with 
Chapter 40.l(J at least annually. 
( 3) Consult with any other personnel responsible for maintenance of speci fie re­
cords within his state organization regarding records retention and transfer 
r~commendations. 

{Ji) /\na.l,yze 1·1~cords jnventory do.ta, examine and compare divi.sional or unit in­
Vf'nlucies ft)r duplication of reeords, and recommend to the Gtn.te Archivist and 
~;Lat.c:> Hecords Cununittee minimal retentions for all copi{~S corrrrnensurate with legal, 
f'inanc.laJ and administrative needs. 
( 5) Approve all records Inventory and Destruction Requests w:hich are submitted 
to the Local Records Committee. 
(6) Review established Records Retention Schedules at least annually to insure 
that the,v are complete an<l. current. 
(7.) Exercise intern.al control over the acquisition of filming and file equipment. 
( il) Report annuaDy :ill s'l.vings resulting from records disposition acti.ons to his 
management, the State Archivist and the Office of Program Planning and Fiscal 
Management. 

If a particular agency or department does not wish to transfer records at a time 
pt'eviously scheduled therefor, the Records Officer shall, within thirty days, 
notify the Archivist and request a change in such previously set schedule, including 
his reason therefor. (1973 Chapter 54, Section 3; 1957 Chapter 246, Section 4) 
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40.14.050 RECORDS COMMITTEE - COMPOSITION, MEETINGS, POWERS AND. DUTIES -
RETENTION SCHEDULES 
1I'here is created a corrun.lttee, to be known as the Records Committee, composed of 
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney 
General. Committee members shall serve without additional salary, but shall be 
entitled to traveling expenses incurred incident to committee records. Such ex­
penses shall be paid from the appropriations made for their respective offices. 

The He cords Cammi ttee shall meet at least once every q_uarter or oftener as busines" 
dictates. Action by the Committee shall be by majority vote and records shall be 
kept of all Committee business. 

It shall be the duty of the Records Connni ttee to approve, trndi fy or disapprove 
the recorru11endati ans on Retention Schedules of all files of public records and to 
act upon req_uests to destroy any public records, PROVIDED, That any modification 
of a request or reconnnendation must be arproved by the agency originating the 
request or recommendation. 

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

40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND 
MEI-ORAN DA 
Official Public Records shall not be destroyed until they are either photographed, 
microphotographed, photostated, or reproduced on film, or until they are seven 
years. old, except on a showing of the department of origin, as approved by the 
Records Committee, that the retention of such records for a minimum of seven 

'-' years is both unnecessary and uneconomical, parttcularl:; where lesser federal 
retention periods for records generated by the state under federal programs are 
involved; PROVIDED, That any lesser term of retention than seven years must 
have the additional approval of the Director of the Budget, the State Audi tor 
and the Attorney General, except where records have federal re·tention guide­
lines, the State Records Committee may adjust the retention period accordingly; 
PHOVIDED, PURTllER, That an automatic reduction of retention periods from ten to 
seven yeflrs as provided for in this 1973 amendatory section for Official 
Public Records shall not be made as to records on existing Records Retention 
Schedules but the same shall be reviewed individually by the Local Records 
Committee for approval or disapproval of the change to a retention.period of 
seven years. 

Recommendations for the destruction or disposition of Office Files and Memoranda 
shall be submitted to the Records Committee upon forms prepared by the Records 
Officer of the agency concerned and the Archivist. The Committee shall determine 
the period of time thflt any Office File or Memorandum shall be preserved and 
may aathorlze the Division of Archives and Records Management to arrange for its 
destruct.inn or disposition. (1973 Chapter 54, Section h; 1957 Chapter 246, Section 
6) 

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVl\TION FOR HISTORICAL 
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES 
County, municipal, and othe!' local government agencies msy req_uest authority to 
destroy non current public records having no further administrative or legal value 
b,V submi.tting to the Div-Lr.Lon of Archives and Records Mana.gement, lists of such 
records, in triplicate on forms prepared by the Di vision. The Archivist and the 
Chief Examiner of Municipal Corporations of the Office of the State Auditor and 
a representative appointed by the Attorney General shall constitute a committee 
to be known as the Local He cords Cammi ttee which shall review such lists, and 
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40.14.070 DESTRUCTION OF LOCAL GIJVERNMENT RECORDS - PRESERVATION FOR HISTORICAL 
INTEREST ~ LOCAL RECORDS COMMITTEE, DUTIES (continued) . , . 

'""Y VF?to tile destruction or any or all. items contained therein. 

I\ loc1.ll government "gency, tw llll. altematJve to "ubm1t,t'ing llots, mo.y ·f.lect to 
r~:~tablish n records control pfiogrr:1.m ba.Fled on re(•u.-rri.ng Dispos:l tlon fJc:ht~·dllJ(•n recom­
mvn,Jed by the agency to the Loca1 Hecurd3 Cammi tl.ec::. 'J.1he .. ·flc_hedu1cs ar~~ to bt.-' 
submitted on forms provided by the Division of l\rc:hi.ves anJ )lec0 rds Man~emcnt 
Lu the Local Records Comrn:i ttee, which may €i ther veto, approve~. or amend the 
:~chedule. l\pproval of such Schedule Ol' amended :Jchedt1l e,. Gha:Ll, 'be by .ooanimous votf' 
of the Loco.l Records Committee. Upon such approval, the Schedule shtll constitute 
authority for the local government agency to destroy .the .records listed thereon, 
after the required retention peri_0d, on a recurring D.~9-?-J> ·W1til the Schedule is 
either amended or revised by the Cammi ttee. 

No public rvcortl other than Office Files and t1emora.ndq. of ._;.iny local governmep.t 
agency shall be der;t.royed until it is either pl)otogra,phed, micr.ophotographed, 
pb(JtC1stated, or reproduc:ed on filn1, or until it iG seven yen.rs .clJ, ru1d except 
as otherw:i :~e pr-.-)viried by law no puhlic record shall be destroy'ed nntil a-pproved 
f'or dl'uLructiun by the Local Records Conunittee; PROVIDED, 'rhat where reco:rds 
Ital/"' .f0clt~raJ l'Qtcntion gu.i.delines. the Local RecorO.s Committee m~1y ad,just the 
r(·tt"nt1nn pc·rind n.ccordingly; PROVIDfo:D, FURrrHER, That. an aulom11ti.c reduction of 
retention periodJ fro111 ten to seven .vears as provided for in this 1973. aJll_end..'.. 
atnry :;1:-~ctinn fn.r 0.fficiaJ Publjc Hecords shu.11 not be.' Made nH. 1 .. _. r·ecords :on 
i•x i .;L.inp, Hecnrd~; Hr~t1.:_•ntJ.on t~ehedules but the HH.me shall be .r•eviewed individua1.l;,r 
IJy tht• l.<1eo.l. HtJcorcls ConunittAe for approval or d.ina.pp.roval of the cluu1ge to a 
retP.nt.ion µc~rJod of seven years. 

1J1he State Archivist may furnit>h appropriate information, sugg~st.lons, .Md g;y.Jde7, 
Jines to local e,overnment agencies for their assistance in .. the ,preparation of. ,, . 
·i i~~l.o:; ruid Schedules or any other matter relating to the retention, prese:rv~t·i~n;(,: 
cu· destruct.1.on 0f records Wlcler th Lr; chapter. The .. Local_ ·'fle;ords Commtttee _n\b_y 
:_uL"i pt appropriate regulations estc1blishing proced.u:r~s .to;:br-;l f'.<;llo~H~d .- ;i_n,_,_such 
uui. L t.e rs • -•.... ' 

h:pc;.-Jrds of county, munic:i.pul, or other local goyernment agencles, de~;ig10ater1 by 
~,ht·· /\.rchivi.sl as of primarily historical interest, may be-~,11r.ansferr~d to a .. 
r2cogr1izcd devository agency selected by the Archivist, in order-to reJieve Jo.cal 
u!'l"':.~es of the burden of housing them, to insure their pro~erv~t ion,- an4;.to .n1ake 
lil•'Jll avai:l"bl•' for .reference or study. (1973 Chapter 51,, Section 5; 19"{1 First 
l'>ol c"c,urdinary Session Chapter JO, Section l; 1957 Chapte.t:,.,<~h6, Section 7) 

40.14.080 CHAPTER NOT TO AFFECT OTHER LAl~S . . . 
'1'111· provi:~iour; uf this chapter ~ih~-1.ll not be eonstruecl as r{~pealJ.ng.or inodit'ying 
-'H1J .-_oL.her rv:ts nr parts of act1J authorizing the destruction of public records 
.-~:LVt-· Cur tho:_\';~ tipeci ficflll,v named in Section 9 of this flCt.; nq.r shall this 
,;hapter al't'ect the provisions of RCW 40.04.020 re(luiring .th<; '.deposit of &11 state 
pub1 i"o.tions i.n the State Library. (1957 Chapter 246, Section 8) - . ' ' . . . 
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