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I.

INTRODUCTION

A.

THE_PROBLEM _

Our ability to control records has not kept pace with our provensity to
create them. Typewriters, duplicating, copying and data processing

machines spew out tremendous quentities of correspondence, forms and reports.
Technology has accelérated the accumulation of records and intenszified

the problems of filing, retrieval and storage.

The lack of control over the creatlon, maintenance and disposition of
records manifests itself in a number of ways. Look, for exsmple, 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? Could district
forms be redesigned to provide maximum clerical efficiency?

Does Anyone Know: The volume of records in your District's custody?
What portion of them are active and what portlon innctive or obsolete?®
How often they uare used, by whom and for what purpose? How rapidly are
they expanding? How much it 1s costing to house these records? How much
professional and clerical staff time is devoted to maintaining these records?
How much money has 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 operations in or after an_emergency and how to protect them?
Finally, has anyone considered whifth regords could/ be dispensed with
altogether without impairing the fumections ef.the District? JAfter asking
thése| questions, you will probably agree that there is a/ major administrative
Problem, responsibility and cost.

CONSIDER OUR INVESTMENT IN RECORDS

1. RECORDS CREATION

Each inch of flle cabinet space can contain approxlmately 160 pieces
of correspondence, reports or forms. UOriginal correspondence will
cost a minimum of $2.65 in professional eand secretarial time to prepare.

A representative inch of records will cost approximately $.09.00 to
create.

2. RECORDS MAINTENANCE

The annual cost of records maintenance, (filing end retrieving! will
cost sbout $2.64 per file inch, based on clerical salary, supervisory
time and other overhesd, 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.



CITATIONS :

1. Cost Bstimate obtained from study by Washington State Depariment of
Motor Vehieles, 1875, for First-Line Supervisor letter preparation.

Executive level - §3.41,

2. National average estimated in 1970 by Management Information Services
of Detroit. Page 333 of Records Management Hondbook - 1970.

3. Boeing Atreraft Corporation - 1875.

NOTE: Local sources were used where pogsible in order to reflect 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 end efficlency 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, trensfer 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, recelpt and refiling, analysis of effectiveness of -
records keeplng systems, analysis of individuasl Records Series for determination of
realistic retentlon periods and microfilm systems and applications.

The scope of Records Management is graphically illustrsted below in a diagram
prepared by the Paperwork Menagement Sub-Committee of the Governor s Management
Improvement Council.

PAPERMORK MANARGEMENT
1 L

RECORDS CREATION .. ... RECORPDS OTSPOSITION N

] T -

REQUIRENENT DEVELOPMENT PROCUREMENT B PROCESSING

ANALYSIS OF PROCEDURAL PRODUCTION & \  RECORD PREPARATION DISTRIBUTION srumz &
v FILING REVRIEVAL DISPOSITION

T

| |

s DIRECTIVES/KANUALS MANAGEMENT @ REPRODUCTION/PROCUREMENT CONTROLS o COPTER MANAGEMENT » RETENTION SCHEDULIRG
o FORMS RANAGEMENT o EDP b OFFICE EQUIPMENT STANDARDS @ PAIL MANAGEMENT o ESSENTIAL RECORDS PROTECTIOM

® REPOATS MAMAGEMENT ¢ CORRESPORDENCE WARARTRENT ® HICROFILM MARAGEWENT o ARCHIVAL HANAGEMENT

FPAPERWNORK HANAGENERNT CONTROL PROGRAMNS



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 retantion 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 menagement. Revised Code of Washington Chapter 42.17.250-3L0,
the records section of the Public Disclosure Act and U.S5. Public Law
93-380, Title D, Section 513, 1974 amendment, relative to the protection
bf the right of parents and students, are but several 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.

THE SCHOOL DISTRICT RECORDS MANAGEMENT MANUAL
Concept and putpose.

-The Ides of a School District Records Masnagement Manual was conceived by

a group of Washington State Gchool 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
committtee be formedpbomaddressmthesemissues. wThis committeetsmfirstpcharter
was to develop retords retention and disposal guidelines that could be
utiliged throughout thelpublie sechoolmg¥stem where 1t wae 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 distriet edministration. 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 appreoved by the Washington Association of Bchool Business Officials
(WASBO) Board, reviewed and endorsed by the Office of the Superintendent of
Public Instruction and legally suthorized by the Washington State Local
Records Committee as required by RCW 4Q.14,070.

—



I1.

DEFINITIONS, LEGAL TERMS, STATUTORY REQUIREMENTS

A.

STATUTORY REQUIREMENTS: CHAPTER 40.1l RCW (See Appendiz G for full text)

No public record, other them 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
geven yeers old. Except as otherwise provided by law, no public record
including Office Files and Memoranda shall be destroyed until spproved
for destruction by the Local Records Committee.

PUBLIC RECORDS DEFINED ’

"Public Records' means any paper, correspondence, form, book, photograph,
film, sound recording, mep drawing or other document regardless of
physical form or characteristics, and ineluding all copies thereof, that
have been made by any agency or received by it in connection with the
transaction of public business. Reference RCW 50.1%.010 ana'wgc‘ﬂih,oaf
020. :

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, trensferred, destroyed snd otherwise
managed, only in accordasnce with the provisions of RCW Chapter Lo.14 RCW
and as otherwise provided by lsw. WAC 41h-12-010.

CUSTODY OF PUBLLIC RECORDS

Unless otherwisegprovided by’ law,public records must remsingin the custody
of the office in which they were originally filed, whieh shall be considered
the Office of Regord, or should be destroyed,.or transferred pursuant, o
instructions from the Local Records Committee as required by Chapter 40.1h
RCW. They shall not be placed in the custody of any other person or agency,
public or private, or released to individuals, except for'diSPOSition
pursuant to law or otherwise expressly provided by law or by these
regulations. WAC 41h-12-020.

AUTHORITY TO TRANSFER RECORDS TO THE STATE ARCHIVES

In lieu of retention in the Office of Record, records of archival or
historieal value may be officially transferred to the Washington State
Archives or other depository officially designated by the State Archivist.
Reference: WAC 41L4-12-030 for further information concerning records
transfer. (See Appendix G) !

AUTHORITY TO ADOPT GENERAL SCHEDULES

RCW 40.14.070 and WAC 41h-2h-050 provide that the Local Records Committee
may &approve and issue Records Retention Disposition Schedules, whi-h
shall constitute authority to dispose of specific records, held commonly
by many agencies, after a required retention period on & recurring basis
until the Schedule is either amended or revised by the Committee.



IMPLEMENTATION OF SCHOOL DISTRICT SCHEDULES

The School District General Records Retention Schedules constitute authority
for any School District in the State of Weshington to dispose of the records
listed thereon after ihe specified retention, per the General Schedule
authority of the Local Records Committee pursuant to Chapter LO.14.0T0 RCW.

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 & penal sum of not less than $100,000. or
the face value of the records being sold, whichever is least.

(3)gmRecords shellpnotebe keptwin unattendedsend unprotectedwstorage

‘awaiting their destruction.

(L) he district shald’ obtaifivand preserve evidence"sf"the destructien"6f
such records in the form of a certificate from the person or entity to whom
theymdre sol@ Reference WATWHIL-24-0T0 threugh L14=plzgs0,

It is recommended that the district records officer or person{s) charged
with the destruction of records prepare and keep either & records destruction
log or records destruction certificates recording the Records Series title,
office of corigin, inclusive dates of the records, date destroyed, place

and method of destruction and guoting the appropriste General Schedule or
GAA-24 Disposition Authority Number authorizing disposal.



ITl.

IMPLEMENTING 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 all sizes of distriets. The following is an outline of how a Records
Management Program can be implemented step by step. Any of these steps
may be modified to meet local needs on situations.

A. (ESTABLISHING THE PROGRAM - SYEP BY STEP

SECURE AGREEMENT OF DISTRICT MAMAGEMENT

The success of any progrem is dependent upon top management support.
Menagement must be aware of the program oblectives, i.e., save space,
save money, save clerical processing time, reduce ex =nditures on
equipment, comply with SBtate and Federsl laws, etc.

APPOINT DISTRICT RECORDS OFFICER

A member of the administrative staff should be appointed Records
Menagement Program Officer. (This sppointment may include respon-
sibilities for disclogure of information under RCW 42.17.)

NOTIFY STAFF OF PROGRAM INAUGURATION

By issuing a program announcement end directive indicating the reasons
for the program, showing msnagement support, snnouncing the appointment
of the Becords Officer and requesting support. See Appendix A for
sample directive.

APPOINT A DISTRICT RECORDS) MANAGEMENT COMMITTEE (optional)

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

- officer alone.

ESTABLISH RECORDS MANAGEMENT FILE

Obtain the necessary forms, menusls end supplies incidental to the
program, i1.e., State Records Management Handbooks, Public Records

Retention Schedules and Destruction Authority forms, GAA-24, desk

or office file space, typing essistance 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 orgenization. A district organizational chart will

be helpful for this purpose.



B.

7.
/

RELEASE SCHOOL DISTRICT RECORDS DISPOSITION MANAGEMENT POLICY AND
PROCEDURE

-J

This Policy and procedure should state the purpose of the program,

who is affected by 1t, district policy regarding the program, define
terms unique to the progrem and ocutline the responsibilities of each
person or department affected, and the procedures 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 orlentation meetings with funetional or departmental records
coordinators, managers or other . concerned persons.

b. Distribute applicable General Records Retention Schedules to each
functional 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 40.14 end general information data
concerning records retention scheduling. (See Appendices E and G)
These materials may be copied from appropriate Appendices.

¢. Have each Records Coordinator review the General Schedule, deleting
items that are not applicable and prepare s GAA-24 for records in that
office not ongthegSehedulespnlollectyrevisions andgsubmitythese forms
to the Local Records Committee for dpprovel and redistribute %o each
office or school. (

N

dwImplement General Schedules. Conductan™Operation Reund File!
asking each office to dispose of eligible reccords and tally the volume
disposed. Arrange assistance for disposal of large quantities of"
records, T

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 & 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 permitiing file equipment purchases.

g. Conduct a survey of each department or school's net record heldings

"and available file space., Require a reporting of file space freed by

disposal of records,

PROGRAM MAINTENANCE

1.

2.

See that officeg update and implement their Records Retention Sechedules
at least annually to insure that new records are included on the
Schedules and that obsoclete Series are deleted. from the system as soon o~

as they are eligible for disposal. . g

Audit Retention Schedules to see that they provide for minimum retention
of records compatible with legal, financial, administrative and op-rntinpal

requirements.



REPORT RESULTS TO MANAGEMENT

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 WASBC Records Retention Committee or the
Waghington State Local Records Committee, suggesting that particular
items may be found in other districts and should be considered for
inclusion in the General Schedules. These committees will review
the items and, if applicaeble, include them in subsequent revisions
to the schedules. The WASBO Records Retention Committee and the
Waghington State Local Records Committee welcome suggestions to
improve the General Schedules.

Volume of new records added.

Volume of records deleted by
program.

Net holdings at end of year.

Cost Savings

Statistical
Number of file cabinets emptied Cost of file equipment'
for reuse through the program. released for reuse through
program. '

Cost of floor space converted
or released for reuse.

Clerical time saved by
eliminating handling of
inactive records.




IV. RECORDS RETENTION

A. COMMENT AND DEFINITION ON THE USE OF SCHEDULES

1.

Records Retention Schedules do not obligate a school district or any

_department or school thereof to destroy any of the records vhich it

depsires to preserve for longer periods than scheduled. Rather, the
schedules provide recommendations as to the length of time various
regords should ordinarily be retained and authority to dispose of
the listed records on or after the recommended retention.

Even though there is great similarity of record types among school
districts, there is no total uniformity. Therefore, it is impossible
to create genersl schedules which are totally comprehensive. Nor®

is it possible to obtain total agreement on how long any particular
record should be retained. All that can be done is to arrive at

some guldeline for as many records as possible and provide the tools
vhereby those guidelines may be modified to suit differing needs:

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-2L,
Public Records Retention Schedule & Destruction Authorization, to the
Washington State Local Records Committee. If you wish to delete &
schedule item as not applicable to your district, simply line it out.
If you need to &dd to your schedule, prepare and submit a GAA-2h.
(See Appendix E for example and instructions)

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 .amgeneral schedulépl{See definition, page 5)g.or,a GAA-2L
signed by the Washington State Local Hecords Committee.

With few exceptions the WASBO Committee has not made recommendations
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-2h requesting such authority.

Records Series. A Records Series méy 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 bhe transferred and disposed of as

a wmit."

Definition of Official Public Records (OPR) and Office Files and
Memorands: (Reference RCW 40.14) Official Public Records (OPR) shall
include all originel wvouchers, recelipts 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 whatsocever; all agreements and contracts tc 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 required by law to be filed with or kept by any agency of
the Btate of Washington, end all other documents or records determined
by the Washington State Local Records Committee to be Officiel Public
Records. (See Appendix E, Preparation of a GAA-2L, Ttem 9)

10
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(continued) _
Office Files and Memorande {OFM) shall include all records, corres-—

pondence, exhibits, books, booklets, drawings, maps, blank forms, or
documents not wbove defined and classified as Orficial 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 Committee to be Office
Files and Memorands. :

Retention Period: Official Public Records have a statutory minimum
retention of T years. The retention period for Office Files and
Memoranda is based on operational requirements 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 samé 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 1; all fiscal year
records can be "cut-off" on June 30 and s new file established on

July 1. 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, such as "termination of contract," "final payment of a
contract,” "termination of employment," etc. Regardless of the
durgtion of the pretentionmperiodymRecordsgSeri cspshould beskept im
office files after "cut-off" only as long as 4s necessany to satisfy
(Imective referencel (2)7audit, wheh requived, and™(3) other
operational requirementg. Once these) three factors have been
satisfied{"the records sHoUY@ " be transterred to a"léWw=cost Storage
area or a records center for the remainder of the retention period.

11
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SECTION Iv - RECORDS RETENTION SCHEDULES

The School District General Records Retention Schedules on the following pages constituce
authority for any school district in the State of Washington to dispose of the records listed
thercon after the specified approved retection, per the General Scheduie zathority of the
Washington State Local Records Conmmittee pursusnt to Chaprer 40.14070 Revised Code of
Washington and Washington Administrative Code 414-24-050, :
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WASHINGTON STATE

SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-.24.050

FOR

A

GHENER .
N

ﬁ*mag
“n.A .

S5CHEDULE NUMBER T'TLE DATE
) PA 5
Sp-1 DISTRICT FOQD SERVICES AND/OR SCHOOL CAFETERIA MARCH 1976 Rl e T
oM RECORDS SERIES TITLE AND BESCRIPTION CLASS DISTRIBUTION “'"':g?E‘NPT",SS"“ CISPOSITION/REMARKS
1. |APPLICATIONS FOR GRANTS-IN-AID OPR |Supt. of Public T years
. Instruction
2. |CAFETERTA RECEIPT BOOKS QPR |School Cafeteria |T years Unless copy held by District Central
or Dist. Food Svesd ' Accounting Office, in which case, Food
Office Services or Cafeteria copy can be dis-
posed of after audit.
F3. lcATERING REQUESTS OFMmjlyn DistunFood S¥esyUntiilmafte naudit
Same as requisition. Used for [in- Office
stances when spec¢ial groups on 2. School CafEteriﬁ 1 year
functions, ite., PTA, reguest kitchek
services.
fL4. |DATLY LUNCH & MIIK COUNT REPORT OFM 1. Dist. Food Svcsj 3 years
Daily record of meals & milk served. Office
Completed by kitchen and/er lunch- 2. School Cafeterid Until after
room servers. Accompanies monies to audit
Food Services Supervisor balanced
with funds received. Forms basis for}.
claims for Federal Reimbursement.
5. |FOOD SERVICES CASH RECEIPTS INVOICE |OFM |District PFood Sves. Until after
; For sale of commodities or catering Office audit
services.
e L .
£ ATTORNEY EXAMINEA CF MUNICIPAL CORPORATIONS &

STATE ARC?\MST
N

Z

“BhLIA
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER [TITLE DATE . R
SD-1 DISTRICT FOOD SERVICES AND/OR SCHOOL CAFETERIA MARCH 13976 TROE @ o7 g "hem

'Jg_“ RECORDS SERIES TITLE AND DESCREIPTION CLASS DISTRIBUTION Mm':::ﬂ;::;ggvgb CISPOSITION/REMARKS

6. |FOOD SERVICES DELIVERY SLIP OFM [District Food Sves. 1 year
Centralized system only, used as pack Office
ing slip to deliver pre-cooked &
packaged lunches from central com-
missary to school kitchens. Indicate!
number of lunches ordered, returned
and comments.

7. {FOOD SERVICE RBEQUISITION OR ORDER OFM School cafeteria 1l year

8. {FREE OR REDUCED-PRICE LUNCH OFM E. DPist. Food Sves. 3 years or until
Application & copies of letters of Office after Federal
acceptance or rejéctions. Sent to audit.
householders for epplication for re- P. School Principal} 1 year .
duced or free lunches for children
based on income - in compliance with
|National School Lunch Act.

19, |HOME ECONOMICS COMMODITY REQUISITION;OFM [. Dist. Food Sves.] 1 year
For supplies Office

OFM €. School Cafeteria 1 year

10. {LUNCHROOM DATLY CENSUS OFM [L. Dist. Food Sves.| 1 school year
Used by teachers to report lunches Of'fice .
sold. |OFM E. School Cafeterial 1 school year

11, |[MEAL, TICKETS OFM PBchool Cafeteria 3 months Provided log is kept. If a log is not

' kept, tickets must be retained three
years.
—— 1
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 4142405

SCHERULE NUMBER TiTLE DATE
rHoT¢
$D-1 DISTRICT FOOD SERVICES AND/OR SCHOOL CAFETERIA MARCH 1976 PROE 3 oF g4 e
'Jg” RECORDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTION Mlm:gr;:;;gg\reb DISFOSITION/REMARKS
12. |MEAL TICKET IOG OFM |Schcol Cafeteria 3 years
13. ;PURCHASE ORDERS OFM |1. Dist. Food Swves. 3 years or
May inciude duplicate invoices, proof Qffice until after
of delivery i.e., packing slips. gudit.
CPR 2. Dist. Central T years
Office (Acctg.)
114, IREIMBURSEMENT CLAIMS OFM 1. Dist. Food Sves. 3. years or
B For State or Federal Aid. ffice or Dist( mtil after
Accoumting. gudit.
OPR [2. SPL T years
15. |REVENUE & EXPENDITURE LEDGER OPR {School Cafeteria T years
16. |STOCK CONTROL RECORDS OFM |Dist. Food Sves. Until completef
Inventory cards, sheets or computer Office & superseded.
runs, showing quantities received,
used & balances by commodity.
17. |SURPLUS COMMODITIES -~ STOCK INVEN- |OFM [1. Dist. Food Sves. 1 year after
TORIES 0ffice audit
2. School Cafeteri 1 year
18. |TIME CARDS - OR TIME SHEETS OPR [. D‘J.strlct Food
For lunchroom servers & kitchen Bemces
: OPR . 8chool Cafeteri T years May be disposed of after audit if wveri-
fied summary is sent to District Food
Services and/or payroll is used as
authority to pay.
?j%x_ANHNER GF MUNICIPAL CORPORATIONS STATE ARCH 5T
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WASHINGTON STATE SCHOOL DISYTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

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

9T

SCHEDULE NUMBER TVTLE DATE
: : PA F
SD-1 DISTRICT FOOD SERYICES AND/O TERIA MARCH 1976 E g Om g mhem
"TEM SECORDS SERIES TATLE AND DESCRIPTION cLass CISTRIBUTION M A RO ED DISPOSITIONREMARKS
NOTE : 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 items 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.
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.050
SCHEDULE NUMBER TITLE . DATE
SD-2 DISTRICT HEALTH OFFICE AND/OR SCHOOL NURSING SERVICES MARCH, 1976 PACE ] °F 3 PeesEs
tioM RECORDS SERIES TITLE ANG DESCRIPTION CLASS DISTRIBUTION M T uTIon. DISPOSITION/REMARKS
1. | ACCIDENT INJURY REPORT. OPR; District Health Retain until 5
Office years after 2lsi
|pirthday.
OFM {School 3 years.
OFM [District Health Until data trang- Retain until graduation if placed in
‘ ferred to pupil| student folder.
health card or
re-examination.
3. { COMMUNICABLE DISEASE REPORT. OFM |(District Health Until summary
office reportwis made
to DBHS.
4. | CONSERVATION OF VISUAL PROGRAM. OFM |District Health Corrective actidn Retain until graduation if placed in
Office taken on next student folder.
report or until
placed in studenqt
health card.
5. | DAY BOOK. Log of students report- OFM |School Nurse 1 year
ing to school nurse for wvarious
causes, showing reason for reference
and nurse's findings.
&.| FINDINGS AND CORRECTIORS WORK OFM |School or School |Until dsta trang-
SHEET. Form used by school to0 re-. Nurse, ferred to pupii
cord healtl, data, weight. vision, health card and
hearing, teeth, to report to parents| reported to par-|
‘ ents as appropripte
—— N/A |Parent N/A -
FO! HE ATTORNEY, GE ER% (C EXAMINER OF MUNICIPAL CORPORA TICGNS STATE ARCHWST
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER

SD-2

TITLE

DISTRICT HEALTH OFFICE AND/OR SCHOOL NURSING SERVICES

DATE

MARCH, 1976 o 3

PAGE 2

tTEM
NG,

RECQRDS SERIES TITLE AND DESCRIPTION CLASS

CISTRIBUTION

MINIMUM APPROVED
RETENTION '

DISPOSITION/REMARKS

7.

10.

11.

' athletic activity & parent signa-

HEALTH EXCUSE FROM PHYSICAL EDUCA- | OFM

TION.

HEALTH INFORMATION SHEET. Indicati OFM
health history prior to entry inte

school, may include restrictions on

ture - emergency data.

HEATLTH NOTICE. Advice to parent
that student needs medical services
with physician's/ report of action
completed, to be returned to school.

OFM

IMMUNIZATION SURVEYFORMS =FURNISHED
by STATE (DSHS 13-206x) used to
determine to what degree a child has
been immnized, per State Health
Board requirements. Sent to.parents
and returned, completed to District
Health Office. '

OFM

MEDICATTON ORDERS. Physicians orderL OFM
to school to administer medication
t0o a specific student.

MEDICATION REQUEST. Parents request|OFM

for giving medication at school.

1. School Health
Office

2. Physical Ed.
Instructor

Scheol

1. School

2. Parent/NA
District Health
Office

School Nurse

District Health
Office

|sehooi Year

While applicabld
Until superseded
or data trans-

ferred to pupil
health card.

School Year

While applicable

5 years as re-
quired by DSHS.

While applicableg

Updated if applicable.

If giving medicetion is an accepted

action, approved by the school district

attorney.

Same as above.

—

———
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WASHINGTON STATE 5CHOOL DISTRICT

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

' ‘@A-sm

SCHEDULE NJMBER THTLE DATE
SD-2 DISTRICT HEALTH OFFICE AND/OR SCHOOL NURSING SERVICES NOVEMBER 1976 [™°®=2 °° 3 "*°%=
1TEM RECGRDS SERIES TITLE AND DESCRIPTION cLass DISTRIBUTION approY Y TiON DISPOSITION/REMARKS
7. HEALTH EXCUSE FROM PHYSICAL EDUCA- OFM! School Health Off-|While applicab14 Updated if applicable,
TION. ice.
Physical Education|{While Applicabld
Instructor
8.| HEALTH INFORMATION SHEET. 1Indicat+ | OFM|School Until superceded
ing health history prior to entry or until trans-
into school, may include restrictio ferred to pupil
on athletic activity & parent signa- health card.
ture - emergency data.
9. HEALTH NOTICE. Advice to parent OFM| School School Year
that student needs meédical services, Parent/NA
with physician's repoxt of action
completed, to be returned to scheool.
10.) IMMUNIZATION SURVEY FORMS - FURNISH~ OFM|District Health S5chool Year *SUPERCEDED by "CERTIFICATION OF IMMUNI-
ED BY STATE (DSHS 13-206x) Used to Office ZATTION"(DSHS-13-263)
determine to what degree a child has
been immunized, as pet State Health
Board requirements. Sent to parents
and returned completed to District
Health Office.
11.|MEDICATION ORDERS. Physicians'_or~.{ OFM|School Nurse While Applicabl% 1f giying medication is an accepted
ders to adwinister medication to action approved by the school district
specific students. attorney.
12 . {MEDICATION REQUEST. Parents' requesp OFM|District Health 5 years as re— | Same as above.
for giving medication at school, Office quired by DSHS.
‘W} EXAMINER OF MUNICIPAL CORFPORA TIONS STATE Aﬁ%ljs'r -
. S
AY pa /



WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE

SD-2

DISTRICT HEALTH OFFICE AND/OR SCHOOL NURSING SERVICES

DATE

PAGE OF PAGES
3 3

NOVEMBER 1976

Requisition for supplies.
{Internal use only.)

mm

fice

District Central
Supply

Schocol Health Offi

:

1 year

e 30 days

i REC=90S SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION APPRG\:‘El;I:z:ENﬂou DISPOSITION/ REMARES
13.] IMMUNIZATION NEEDS/IMMUNIZATION RE- OFM|District Health 5 years as re-

PORT STATEMENT. Sent by District tJ Office quired by DSHS.

parents for permission to administer

shots. (DSHS 13-215)

14.] PUPIL HEALTH CARD. Card listing OFM| School Until graduatiod May be filed in student folder.
immunization, height, weight etc.
by grade; date of examination and -
examining physician by pupil; data
recorded from other forms submitted
by parents, doctors etc.

15.{ STUDENT HEALTH REPORT. Physical OFM| School Until Data Tran&- Retain unlil graduation if placed in
examination prepared by parents and ferred to Healtll student folder. This activity may be J
physician (if physician is required.] Card. handled by Physical Education Departme

. 1 (Same as BEALTH INFORMATION SHEET.) (See Physical Education Schedule.)
16.| SUPPLIES REQUISITION. School Healthl OFM|District Health of+ 30 days

rt
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE

SD-3

RECORDS S5ERIES TITLE AND DESCRIPTION

ITEM
NO.

CLASS |-

DISTRICT MAINTENANCE SERVICES

DATE

MARCH 1976

PAGE oF

1

PAGES

4

DISTRIBUTION

MINIMUM APPRQYED
RETENTION

DISPOSITION/REMARKS

1. |ENGINEERING AND ARCHITECTURAL
DRAWINGS
Architecturel, Structural, Plumbing,

Electrical, etc.

. |BUILDIRG SPECIFICATIONS

OPERATING MARUALS

Prepared by contractors for use of
the distriet in maintaining eguip—
ment installed in buildings.

. {MATNTENANCE FOLDER

File folders for each school showing
maintenance performed. Contains
copies of work orders, work order
requests, maintenance tab completion
reports, Purchase orders, supporting
documents, and other forms that may
also be listed seperately on this
schedule, and correspondence. May
contaln copies of state and/or insur
ance company inspection reports.

OFM

OFM

OFM

OFM

{ oM

OFM

OFM

OFM

LOFM'

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

2. School

1. District Main-

tenance or Central
Office

. School
2. School

While site is
District prop-
erty

Same

While site is
District prop-
erty

Same

While site is
Distriet prop-
erty

Same

T years eXcept
eapitol improve
ments documents
for which shoul
be kept as long
as site is dis-
trict property,
i.e., furnace
replacement

Same

NOTE: Dumlicates should be available anﬁ
stored off-site for Essential Records
protection. Microfilm is inexpensive
and considered a suitable substitute.

-

Duplicates should be available and

stored off-site for Essential Records
protection. Microfilm is inexpensive
and considered & suitable substitute.

Duplicates should be available and
stored off-site for Essential Records
protection. Microfilm is inexpensive
and considered a sultable substitute.

Documents in this file should be removed
rand destroyed after T years old. Folders
for each school for each of T years
ficould be established to eliminate time-
consuming annual review effort.

NOTE: "Maintenance Folders" may or may ng
not be kept by any particular ditrict.
If such folders are kept as a matter of
practice, the retention schedule is
applicsble. This holds true for other
forms or items as shown on the following

pages.

Yy
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14,070 & WAC 414.24.050

CATE

SCHEDULE NUMBER TITLE
SD-3 DISTRICT MAINTENANCE SERVICES MARCH 1976 TREE 2 °F g e
bTEM RECCRDS SERIES TITLE AND DESCRIPTION CLASS PISTRIBUTION MINTLLM A P RROVED CISPOSITION/REMARKS
5.|WORK ORDER REQUEST O™ |1. District Main- T years May be filed in Maintenance folder
Request from school or other districk tenance :
cffice to maintenance department for|CFM |2. Scheol 1 year
performance of maintenance work, OFM |3. Extra copies 1l year or less
shows where work is to be performed,
date requested, job description.
6. |WOFK ORDER OPR |1. District Main- T years Filed in maintenance folder with sup-
Prepared from Work Order Request. tenance porting documents.
OFM |2. School 1 year
OFM |3. Maintenance 1l year
T.  COMPUTER REPORTS OFM |1. Accounting Refer to See Computer Report Section for detail.
Copies of computerggenerated reports Accounting Off-
on General and Building Funds, Pay- ice's Schedule
roll, Equipment, Inwentory, official|0FM ||2unDistrictsMain- Currentefiscal
coplies of which are retained else- tenance Office year
where, primarily inwthe Accounting
Office.
8.|REPAIR TAG OFM [Districet Main- Until after re-| If used.
tenance QOffice pair is made
9. |MILEAGE REPORT OFM |District Main- 1 year Attached to Maintenance copy of Account-
Shows use of private vehicle in de- tenance Office ing Mileage Claim, if used.
termining maintenance work. Shows
stops per week, mileage, claimant,
date, used to summarize to District
Mileage Claim Form.
b h .
FOR WHE &TTORNV\@L CHIEF EXAMINER OF MUNICIFAL CORPORA TIGNS STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 4142405

SCHEDULE NUMBER

TITLE

S0-3

DISTRICT MAINTENANCE SERVICES

DATE

MARCH 1576

PAGE OF 4 PAGES

3

ITEM
NQ.

RECQRDS SERIES TITLE AND DESCRIPTION CLASS

DISTRIBUTION

MINIMUM APPRQAVED
RETENTION

DISPOSITION/REMARKS

10.

11.

12.

13,

L.

15.

MIIEAGE CLATM FORM OFM
Voucher form for reimbursement of

private car useage. OPR
WAREHOUSE PICKUP REPORT OFM

Requests 'to warehouse to pick up product
from private wvendor or school,and to

pick up and deliver from warehouse.

VANDALTSM REPORT

Date, place, date reported, damage
sustained, data pested to a card form OFM
in School Maintenance) Folder.

OFM

LAUNDRY CHECKLIST OFM

To verify retum of mops, smocks, etg.
sent to accounts payable after wer-
ification. Attached to wvoucher as
art of pay batch in Accounting.

OFR

OILER INSPECTION REPCRT

ent by Custodian to Maintenance
onthly.

S5EL RECORD

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

OFM

OFM

1. District Main-
tenance Office
. Distriet Ac-
counting Office

Distriet Mainten-
ance Office

1, District Main-
tenance Office

. _District Central
pffice

L, District Main-
tenance Office

P. District Ac-
counting O0ffice

District Mainten-
ce Office

District Mginten-
rnce Office

1 year

T years

As soon as pro—
duct is de-
livered.

1l - 5 years

3 years

1l year

T years

6 months

Until boiler is
disposed of

If applicable.

Depending on research use.

Internal Report only, if prepared

EF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCw 40.14.070 & WAC 41424.050

TeTLE

SCWUELL_LE NUMBER

SD-3

DISTRICT MAINTENANCE

SERYICES

CATE

MAR;_H 1976 PAGE 4 oF 4

PAGES

ITEM

NO RECORDS SERIES TITLE AND DESCRIPTION

CLASS CISTRIBUTION

MINIMUM APFPROVED
RETENTION

CISPOSITION/REMARKS

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 Maintenance
showing needs for bulldings & grounds
equipment and maintenance equipment.
Used by Maintenance to build operat-
ing znd capital budget.

18. [PERSONNEL RECORDS

OFM District Mzinten-
ance Office

OFM District Mainten-

ance Office

2 years

I

Until supersedef

Budget back-up material

Persornelwrecordairetention will be
fourd in the persommel function schedule
See Distriet Records Officer for copy cof
that scheduie.
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 41424050

SCHEDULE NUMBER TITLE DATE

SD-4 DISTRICT TRANSPORTATION SERVICES MARCH 1976 TACE 1 °T 4 Thee
e RECORDE SERIES TITLE AND GDESCRIPTION CLASS CISTRIBUTION “'"’:‘;_,";E‘N“T‘:g:"“ GISPOSITION/REMARKS

1. | BUS DRIVER PERSONNEL FOLDER OFM ja. Distriet Trans. [ years after
Consisting of the following: or Central Person- jtermination of
a. Bus Driver Application Form mel Qffice employment
b. Employment Reference -- Employ~ [OFM (b. District Trans. "

ment reference letters or memec or Central Person-—
form mel Office
¢. Bus Drivers Persomnel Agreement [OPR [c. 1} Distriet LT:;rears after
d. Employee Experience Card Summary Trans. or Central Ilermination of
of salary, dates of physical ex- Personnel Office mpl oyment
ams. X-rays, expiration date of P) Ass't Supt. til terminatiop
v driver certificate, name, dates 3) Drivers /A
= of employment, ete. OFM {d. District Trans. years after
orgCentral Person=ptermination of
nel Office mpl oyment

2.| GAS, DIL & DIESEL REPORTS FOR BUSES|OFM |District Trans. or g years
AND EQUIPMENT Central Office
Prepared by Transportation service
staff at district garage. State comy
puter report, F-188, prepared from
this data. Shows Bus nc., mainten=
ance and service performed, etc.

3. | VEHICLE TROUBLE REPORT |OFM [. District Trans. [L. After correc-
Prepared by driver, daily for shop Pr Central Office {ion of problem
foreman to correct trouble. Shows ¢, Completion of
Bus no., description of mechanical ?. Trans. Shop Forer- work.
or other trouble, drivers signature man :

-
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.05

T

SCHEDULE NUMBER TiTLE DCATE .
SD-4 DISTRICT TRANSPORTATION SERVICES MARCH_1976 TAGE  p OF 4 PreEs
|rIoE.M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION “'"':‘;'}‘;::;gﬁ““ DISPOSITION/REMARKS

4.] DRIVER SIGN-IN SHEET OFM]|1. District Trans. |Date of prepara-

Check-in sheet for bus drivers. For or Central Office |tion.
Transportation Dispatch Office to OFM [2. Dispatch [Wone
insure arrival of all personnel

scheduled for work, (not a time

sheet.)

5.1 NOTICE OF IMPROPER STUDENT COKDUCT | OFM|1l. Distriet Trans. {l year School copy may be filled in student
{on the bus) or Central Office records.

Report of student improper conduct | OFM 12, School Principal]l year
on bus. Shows bus route, time of
incident, nature of incident,
student{s) name(s).

6.{ DISTRICT VEHICLE REQUEST & ASSIGN+ OFM | I Distr iet"Trans 4|1 year
MERT LOG or Central Office
Summary of vehicle "Trip Ticket”
showing date of request, nature of
trip, destination mileage, requestot
driver, time released, time returnefl

T.{ DISTRICT VEHICLE "TRIP TICKET" OR OFM|1. Distriect Trans. {As soon as transf
REQUEST or Central Cffice |ferred to log
Same data as above.

B8.! BUS SCHEDULE FOR ALL SCHOOLS & BUSES OFM 1. District Trans. [4 years Required minimum of three years as pot-
Shows route, stops and time for ~ Jor Central Office ential exhibit in any possible litigs-
each bus. Includes state approved | OFM |2, School Until revised tion ineluding accidents.
route map. OFM 13, Driver Until revised

OFM 4. students Until revised
n .
Fﬁ" E ATTORYEY ‘{ . C'—‘:g:”'usn OF MUNICIPAL CORPORA TIONS STATE ARCHIWAST
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NUMBER TTLE DATE
SD-4 DISTRICT TRANSPORTATION SERVICES MARCH 1976 Pase 3 oF 4 PAces
WM RECORDS SERIES TITLE AND DESERIFTION CLASS CISTRIBUTION fada b OISPOSITION/REMARKS
9.| EMPLOYEE TIME SHEET OFM {District Trams. or |2 years or until
Prepared by garage or shop personnel. Central Office efter andit
Used for entries for labor portion ]
of gas & 01l report. Used for F-188
state report. Shows vehicle repair-
ed description of werk, time,
employee performing work.
10.| BUS TIME SHEETS OFM |[District Trans. or |4 years Required minimum of three years as pot-
Used as payroll input for hourly Central Office ential exhibit in any possible litiga-
o bus drivers, data“transferred to tion invelving metor vehicle accidents.
Oy time cards, sent to Central Offlice
for preparation ofypayroll. Shows
bus route, time trip began,/time
trip ended, number of pupils carrieé,
drivers signature.
11.; STATE SUPT. OF PUBLIC INSTRUCTION OFM 1. District Trans. |3 years
Reports, F-188, F-1Tk, F-108. or Central Office
2. SPI 3 years
12.| PURCHASE ORDERS OFM (1. District Trans. QL year If District, Central, Purchasing or
Coples of inveices. 2. Central Office [] years Accounting does not maintain ccpy of
3. Purchasing Off. [3 years PO/pay voucher for T years, Trans. copy
t would be considered OPR & retained 7 yrs
23.} ACCIDENT REPORTS OFM District Trans. or B years QPR at Washington State Patrol.
Washington State Patrol - [Central Office
ih.| SAFETY REPORT OFM L. District Trans. Pntil superceded|
L & I report s<.t to state twice a jor Central Office o
. year. [ |- . L &I
o :'E ATTOR Y GENERAL . .C:.:EF‘ EXAMINER OF MUNICIPAL CDRPC:‘RA TrONS STATE ARCHIVIST
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WASHINGTON STATE SCHQOL DISTRICT

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

SCHEDULE NUMBER TITLE DATE
SD-4 ISTRICT TRANSPORTATION SERVICES MARCH 1976 PREE 4 °F g4 PheES

PTEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION M A oY Ee DISPOSITION/REMARKS

5.1 CAFETY REGULATIONS OR PROCEDURES  |OFM |L. District Trans. [Until superceded

AND SCHOOL SAFETY POLICIES

16.| TRANSPORTATION CONTRACTED SERVICE |OFM |[1. District Trams. |4 years
For school busing, contract and OPR 2. Central Acctg. |7 years

supporting documents. Office

ATTORNEY BENERAL crms.g EXAMINER QOF MUNICIPAL CORPCRA T:ONS . STATE ARCHIYIST
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & wAC 414.24.050

SCHEDULE MUMBER TITLE DATE
SD-5 ATHLETICS /RECREATION Rev. FEB. 1977 Pace ] oF 2 eaces
ITEM RECCRDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/ REMARKS
1. | REGISTRATION FORMS FOR VARIQUS OFM 1. Athletic/Recre-| 1 year
RECREATION ACTIVITIES ation Office
Softball, baseball, swimming, gymnag-COFM |2, Central Acctg. | Until after
tics, etc. Qffice audit
2. | SUMMER RECREATION REGISTRATION FORMY OFM [1. Ath./Rec. OfficT 1 year* ¥] vesar or until after audit for regis=
Record of registration which may be . OFM | 2. Central Acctg. | Until after tration forms only. Booklets, brochur
cortained within a brochure or Office audit and pamphlets are non-record materials.
informational bocklet in certain
instances.
3. | SCORE SHEETS OFM |1. AthT/Rec. Officell year Or until recorded, if summarized.
Baseball, softtall,ete. OFM | 2. Central Acctg.
ffice’
L, | RECREATION QFFICE TIME RECORD OFM | Ath. /Ree. Office 3 years Or until data transferred to work sheet,
card or sheet, payroll input of em-
ployee time which gces to data pro-
cessing or accounting office,
5. | RECREATION DEPARTMEHT'RECONCILIATIOA OFM*| Central Acctg. O0ff] 1 year or until *May be OPR if Central Office does not

SHEETS
Amount of currency or checks receivJ
ed, tickets sold, receipts, registra-
tion issued, recap of tickets, tot

& signature of program director. aﬁ

L]

i

after audit

have receipht.

e
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE -

REFERENCE: RCW 40.74.070 & WAC 414-24.050

sSeason

SCHEDULE NUMBER TITLE DATE
e A
SD-5 ATHLETICS/RECREATION Rev. FEB. 1977 TREE g o
o AECORDS SERIES TITLE AND DESCRIFTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
6. | RRQUEST FOR RECRATION FACILITIES OFM 1. Central Accig. Until after
: Office audit

OFM |2. Facility Manager 1 year

OFM |3. Ath./Rec. Office 1 year

OFM 4. Requestor N/A
T. {ROSTERS FOR RECREATION TEAMS OFM |Ath./Rec. Office Until end of

-

o —t
¢
= E ATTORMEY/GHNERNL

EF EXAMINER OF MUNICIFAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.050
SD-6a . hﬁlsTRIET ACCOUNTING SERVICES - ACCOUNTS PAYABLE MARCH 1976 PaGE ] ©OF 4 Paces

I

<

el regular routes.
to b above.

attendees, amount of claim.

ded amount due, inexpended amount
retiyrped.

Entries similar

d) EXPENSE CLAIM FOR MEETINGS, ex-
cluding travel, itemized expenses,
dates, purpose of meeting, location,

e} TRAVEL ADVANCE REQUEST AND CLAIM
FORM. Name of applicant, destination
purpose of trip, amount requested,

date, approval, check number, budget
account number, total trip cost, ad-

oM RECORDS SERIES TITLE AND DESCRIPTION cLAsS DISTRIBUTION M Y enriag = ° TISPOSITION/REMARKS
1, |ALL VOUCHER FCRMS USED AS CLAIMS OPR |1. District Account- T Years
AND SUPPORTING INVOICES, BATCHED. ing Office (Here-
after referred to
a) TRAVEL, CONVENTION OR MEETING as Accounting)
CLAIM. DName of claimant, organiza- | N/A |2. Vendor N/A
tion, purpose of meeting, proposed | OFM 3. 0ffice request-iUntil after Applies to Ttems la through lg.
itinerary, ETA, authorization claim ing and receiving [audit
for lodging, transport, food and services or goods.
registration. OFM |4. Accounting sus- [Agency Option
pense copies, if [{Less than 1
b) MILEAGE CLAIM.for privategcar any. year )
usage, prepared by traveler, from-to
dates, purpose ofntrip, miles trav-
eled, claim amount, signatures.
¢) MILEAGE CLAIM, REGULAR ROUTE. For
use by school nurses, others who tray-

5 0 [

e

} 504 ‘

N A

CHIEF EXAMINER OF MUNICIFAL CORPORA TIONS
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GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.050

= P

ik =

SCHEDULE NUMBERER TITLE

SD-6a DISTRICT ACCOUNTING SERVICES - ACCOUNTS PAYABLE

DATE

MARCH

]9‘76 PAGE 2 orF 4 PAGES

MINIMUM A P
1TEM RECORDS SERIES TITLE AND DESCRIPTION cLAss CISTRIBUTION NIy PROVED

PISPOSITION/REMARKS

THE ATTORNEY G L . EXAMINER OF MUNICIFAL CORFPORA TIONS
‘ Y .
e O P e e
et R el

NO, RETENTION
f) GENERAL FUND CLATM VOUCHER FORM.
Contains: Vendor name and address,
vendor invoice mumber, Purchase Or- :
der number, quantity, 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 number, attached to claim -
Torm to reimburse them for minor

purchases,

h) BUILDING FUND CLAIM FORM. Same | OPR |Accounting {T Years

‘entries as f) above. Autherity to ' : L

pays A .
2.-:APPLICAT10N FOR DUPLICATE INSTEUMENTBOBR Accounting 17 Years

' | AFFIDAVIT AND BOND. Authority to is- . : -
1sue duplicate check or warrant in
case of loss. Notarized oath that
original warrant was lost and requesf-
ing a replacement.

Exeept for major constructign vouchers
and support dataz which shouid be main-
tained for life of building.

",T‘\ s Ot gt AC-{
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WASHINGTOM STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050
SCHEDULE NUMBER TITLE DATE
SD-6a DISTRICT ACCOUNTING SERVICES - ACCOUNTS PAYABLE MARCH 1976 macs 3 oF 4 races

ITEM RECORDS SERIES TITLE, AND DESCRIPTION CLASS DISTRIBUTION e Tention. —° DISPOSITION/REMARKS

3. [SUBSTITUTE PACKING SLIP. Prepared iq OFM {Accounting T Years {Until after audit) if nmot filed with
instances when no packing slip was OPR. copy of Purchase Order.
received with product, showing item
description, gquantity, serial num-
bers, date received, Purchase Order
number, person and office receiving
product. Filed with Accounting copJ
of Purchase Order.

%, |COPY MACHINE READING. Auditron mete# OFMlAcecunting 1 Year
reading report for'ecopy machine,
sent to using office and returned
for internal @illing purposes.

5. |OVER 90 DAY TRACER. Sent to vendor | OFM |1. Accounting As soom as mer- [Unless filed with Purchase Order or
to track Purchase Order items which chaendise is re- fvoucher, in which case retention would
are overdue. BShows item, quantity, ceived be 7 years unless the file was purged.

| vendor, vendor response. OFM |2. Reguesting Advisory only, -
Office dispose of at
office cption

€. | ACCOUNTS PAYABLE CONTROL. Lists in-| OFM Accounting - Until end of
voice totals, taxes, ete. Used tec Fiscal Year
balance sgainst computer generated
warrant register.

7. | BUDGET ACCOUNT CODE MEMO. Advice to | OFM |Receiving Office {Until Requisitidn

any district office that a requisi-
tion was incorrectly coded or that
an Account Cod: was changed and to
gdjust records accordingly. )

Account Code iz
changed or Ac-
count Code
revised

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS

STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT

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

3 »

SCHEDULE NUMBER TITLE

SD-6a

DISTRICT ACCOUNTING SERVICES - ACCOUNTS PAYABLE

" MARCH 1976 or 4 exces

race &

‘Jg_ RECORDS SERVES TITLE AND DESCRIFTION ClLASS CISTRIBUTION “‘"';‘3:‘5“&".23_"5“ DISPOSITION/REMARKS
8. |COMPLETION OF PURLIC WORKS CONTRACT | OFM ‘|Contracting Agency|Not retained Associated correspondence retained with
MEMO. Used to notify of any company contract documents.
that board accepts contract work as
completed and payable except for 5
10% until RCW 60.28 releases are 1
sent, approved and returned by Dept
of Labor & Industries and County
Auditor.
9. | CONSULTANT CONTRACT. Personal Ser- | OPR {1. Accounting T Years after
’ vices Contract form, name of contrach completion of
tor, dates, specific services. contract
OFM (2. District office{lUntil expiratiod
for which work was{of contract
performed
110.| PURCHASE ORDERS AND/CR PURCHASE "OPR {1. Accounting T Years
’ REQUISITIQNS used as pay documents. 2. Purchasing 13 Years
1 11 .| WARRANT REGISTERS. OPR |{1. Accounting 1T Years | Any secondary copies generated for L
i | ' ' 1 ' "  informational purposes can be disposed i}
. 1 of at agency option. . .

oy

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTOM STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 4142405

SCHEDULE NUMBER TITLE DATE
SO-6b DISTRICT ACCOUNTING SERVICES - GENERAL MARCH 1976 Pace | oF 2 eacEs

'Jgr"- RECCRDS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION "'N“;:':EA:TP,,:SVED ‘ CISPOSITION/REMARKS

1. | EQUIPMENT INVENTORY CHANGE FORMS. OFM |i. Accounting Destroy when
Input forms to computer to update Copy #2 is
egquipment inventory. Shows date of returned
purchase, item, Purchase Order numbey ,0FM|2. Data Processing|3 Years cor un-
quantity, unit cost. til verified

OFM |3. School 1 Year
2. | RECORDS OF UNAVOIDABLE ABSENCE. Ex- | OFM |School Immediate Obsolete.
" tceeding 5 days. Obsolete form used disposal

when state paid on attendance. Shows

student name, student . number, dates

of departure, dates of return, rea-

son for absencéwnlsed by Accounting

for purposesgof reporting attendance

to SPI for State Adid.

3. | REPORT OF STUDENTS CLASSIFIED AS OFM (1. Accounting Until after
FART TIME. Used once a year to gath- audit
er data for September enrollment re- 2. School (if sec-|Until after
port to SPIL, shows student name, ond copy prepared)|audit
number, full time equivalency.

4, | CLASSROOM COUNT REPORT. Also used OFM |1. Accounting 3 Years or Possibly done by School, Superintendent'ﬂ
tc gather data for enrollment report o after audit |0ffice, or Data Processing. -
to BPI by teacher, grade, class. -} OFM |2. School {if sec-{1 Year

ond copy prepared}
5. | LONG DISTANCE CALL RECORD. Accom- | OFM |Accounting 1 Year T Years if filed with voucher, unless

panies long distance toll charge de-
tail to offices to verify billings,
accounts receivable record.

purged.

CHIEF EXAMINER OF MUNICIFAL CORPQORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE

SD-6b DISTRICT ACCOUNTING SERVICES - GENERAL

CATE

MARCH 1976 pace 2

OF

2

PAGES

ITEM
NO.

RECORDS SERIES TITLE ANC DESCRIPTION

MINIMUM APPROYED

CLASS DISTRIBUTION RETENTION

DISPOSITION/REMARKS

6..

STATE AUDITORS REPORT.

GENERAL LEDGERS
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)

OFM |Accounting ' 5 Years

QPR {Accounting T Years

CHIEF EXAMINER QOF MUNICIPAL CORPORA TIONS

| DY, /(@4_,,.,4 Coer

STATE ARCHIVIST

r




WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

‘Revised 2-77

Includes all ledger accounting
required by the Superintendent of
Public Instruction as per
Accounting Manual - PART III-1

Until after
audit

ized reports,

. -

SCHEDULE NUMBER TITLE OATE
SD-6b DISTRICT ACCOUNTING SERVICES - GENERAL MARCH 1976 PAGE 2 ©OF 2 Fhaces

'Jg'” RECORDS SERIES TITL.E AND. DESCRIPTION CLASS DISTRIBUTION RETENTIOM DISPOSITION/REMARKS

6. STATE AUDITORS REPORT OfM | Accounting 5 yvears

7. ¥EGENERAL LEDGER OPR | Accounting 7 years {If not computerized)

(These are working papers for computer-

Computer reports should

-

be kept 7 years see Schedule SD-17K)

FOR T

YTTORNEY GHMN L

N —n

ﬂ IEF EXAMINER OF MUNICIPAL CORFORA TIONS
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WA

for nonconsumable equipment pur-
chased under NDEA Titie ITI.

tion of comple
tion of review
and Federal
Auvdit covering
the dispositio
of such equip-
ment.

! /
WASHINGTON STATE SCHOOL DISYRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414-24.050
SCHEDULE NUMBER TITLE DATE
SD-6c DISTRICT ACCOUNTING SERVICES - FEDERAL & SPECIAL PROGRAMS APRIL 1976 macs ] or 3 Paces
M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION M rimag T EP ISP OSITION/REMARKS

1.|Documents supporting claims for OPR |District Acctg. Until 5 yrs. | NOTE: ALl records reiating Lo Federal
Tederal grants for construction of "after date of | Program Grants, whereim 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 Law 81-815. plication in- | been reviewed and cleared. '

volved.

2.| Documents supporting claims for OPR {District Acctg. Until comple- Or 3 years following fiscal year to
Federal grants covering current ' " tion of Fiscal | which claim relates, whichevewer is
expenditures in areas affected by audit. gooner.
Federal activities under FPublic Law
81-8Th.

3.| Records supporting ¢laims or relat-— | OPR [District Acctg. 3, years after | Or until motification of completion of
ing to accountabi%ity for expendi- cloze of Fiseall federal auvdit, whichever is the latest.
tures of Federal Grants and matchiné year in which
funds for instruction in secience, expenditure waﬁ
math, history, civies, etc. Provided made.
under the National Defense Education
Act RDEA, Title IIT.

L.} Records supporting sccountability OPR |{District Acctg. Until notificad

F Ol

HE ATTORMNEY GE AL

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS

STATE ARCH
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WASHINGTUN STATE SUNUWL Uidiwie

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.05

v,

SCHMEDULE NUMBER

TITLE

Sh-6¢

DISTRICY ACCOUNTING SERVICES - FEDERAL & SPECIAL PROGRAMS

DATE

APRIL 1876

QF

.PAGE 2 3 PAGES

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIFPTION

CLASS

DISTRIBUTION

MINIMUM APPROVED
RETENTION

DISPOSITION/REMARKS

5.

-|Elementary and Secondary Education

|

Records supporting claims for Federal
grants for guideance and counseling

and testing programs under NDEA Title

V.

Records supporting accountability
for nonconsumable equipment pur-
chased under NDEA Title V.

Records supporting elaims for Fed-
eral grants or relating to the
accountability forlexpenditures for
financial assistance for the educa-
tion of children ofylower Income
families pursuant to Title I of the

Act, ESEA.

Records supporting claims for feder-
al funds or relating to the account-—
ability of expenditures for library
resources, textboocks and instruction;
al materials under ESEA, Title IT.

QFR

CFR

OFPR

OPR

,

District Acctg.

District Acctg.

District Acctg.

District Acctg.

3 years after
close of fiscsl

. [year in which

the expenditure
lwas made.

Until notifica—
tion of the con-
pletion of the
review and audit
covering the dis
position of such
Fquipment.

5 years after
close of fiscal
yr . ingwhieh ex—
ipenditure was
made .

3 yrs. after

rlose of fiscal

lyr. in which the

expenditure was
de.

Or until notified that the fiscal audit
is completed, whichever is the latest.

Or until notification that such records
are not needed for administrative re-
view, whiechever is|the earliest.

Or until notified that the records are
not needed for administrative review
or until notified of the completion of
the fiscal audit, whlchever is the lat-
est.

For \ E ATTORNEY If@\’
-

IEF EXAMINER OF MUNICIFAL CORPORA TIONS

STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 41424050

SCHEDULE NUMBER TITLE DATE
SD-6c DISTRICT ACCOUNTING SERVICES - FEDERAL & SPECIAL PROGRAMS APRIL 1976 TheE 3 °T 3 M
ITeu RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION A AL VED DISPOSITION/REMARKS
9. (Inventories and other records sup- OFM Pistrict Acctg. or the useful
porting accountability for library ife of each
resources, Ttextbooks or other item.
printed and published instructional
materials.
i0. |Records supporting claims for QPR Pistrict Acctg. yrs. after
federal grants or relating to the lose of fiscal
accountability for expenditures of r. in which ex-
funds, granted under ESEA Title IIT, enditure was
W for financial (assistance of education- de.
& 2l centers andlservices. ]T -
11 iInventories of j)equipment, acguired OFM Eistrict Acctg. l5‘ yrs. following
with funds under ESEA Title III. thie period for
which inventorieg
hre required to
be made.
.o - .- "N - - .
TaRT “E ATTORNE G -3 CHIEF EXAMINER OF MUNICIFAL CORPORA TYONS STATE ARCHIVIST
3 ¢ / L .
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.050
SCHEDULE WUMBER TITLE QATE
SD-6d DISTRICT ACCOUNTING SERVICES - ACCOUNTS RECEIVABLE MARCH 1976 Pace 1 or 2 eaces

oM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION M A T aavED BISPOSITION/REMARKS
1. | CASE RECEIPTS TRANSMITTAL FORMS. OFM |1. Accounting Until after
Log Sheet showing monies received audit
and source, e.g., state, federal, QPR |2. County Treasurexy 7 Years
local, and what fund they shcould be
credited to.
2. [MONTELY TRANSMITTAL OF DISTRICT OFM ;1. Accounting 3 Years or until
RECEIPTS. Form transmitting monies . - |after audit
from schools to district, shows OFM 12. School or Lunch|Until after
source of funds, e.g., fees, fines, Room audit
sales, etc.
3. |DISTRICT INVOICE. Used to invoice OPR| [1. Accounting T ¥eans _
customers for| services rendered by | OFM |2. Other copies Until after
the district. Shows description ‘of audit
item or services, amount due.
4. | TRTAL BALARCES. Monthly reports of | OFM 3 Years or until *This function has been transferred

of fund balances for each school,

prepared by school, sent to Account-
ing, shows total of receipts by fund
end expenditures by fund and month-
ly balence. Used for internal audit.

FELFMENTARY SCHOOL MONTHLY STUDENT
| ACTIVITY ACCOUNT. Prepared monthly
by school showing status of student
activity accounts. Used for inter-
nal audit. ’

OFM

OFM

OFM

1. Accounting

2, Schooll i
maintained

copy

1. Accountirng

3=

2; School, if
maintained

copy

after internal
audit

Until after in-
ternal azudit

Until after
audit

to the Associated Student Body and
is being phased out of the account-
ing section. {See SD-15 Item #7)

*This function has been transferred
to thz Asscciated Studeni Bocy and
is being phased out of the account-
ing section., (See SD-15 Item *10) .

JEF EXAMINER OF MUMICIFAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414.24.050

S ko

L)

\ f‘)

SCHEDULE NUMBER TITLE - DATE
SD~-6d DISTRICT ACCOUNTING SERVICES - ACCOUNTS RECEIVABLE MARCH 1976 FAGE 2 oF 2 PagEs
pTEM RECORDS SERIES TITLE AND DESCRIFTION cLASS DISTRIBUTION N TV EO CISFOSITION/REMARKS
6. AUTHORIZATIOﬁ FOR USE OF SCHOOL OFM |1. Accounting 2 Years
FACILITIES. Shows regquests, purposej OFM | 2. Custodian Until fac111ty
date of request, date of use, nunmbe prepared
of persons attending, requirement.
Used for billing purposes. _
T. | MONTHLY REPORT OF BUILDING USAGE. OFM |[Acccunting 1l Year
Use, purpose, type of fmecility.
8. { RECEIPT BOOKS. For any mories. OPR |Accounting 7 Years
9. | COUNTY TREASURER FINANCIAL REPORTS. | OFM |1. Accounting 3 Years
(Monthly) OPR |2. County Treasure} T Years
10.} STATE APPCRTIONMENT {(Monthly). OPR |Accounting T Years
Report of State ‘funding or State
apportionment records) (monthly).
h:' i e ATTORNEW 2 EF EXAMINER OF MUNICIPAL ..eﬂhc,n.- ICNS STATE ARCHEVIST
%k \ ubi.:..e (L#ﬁ“‘ﬂ_( [
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414.24-050
SCHEDULE NUMBES TiTLE CATE
~ SD-6e DISTRICT ACCOUNTING SERVICES - BANKING Rev. FEB. 1977 page 1 or 1 eaces

ITIOEM RECORDS SERIES TITLE AND DESCRIPTION

CLASS

* DISTRIBUTION

RETENTION

CISPOSITION/REMARKS

1. | CAXCELED CHECKS
2. | CHECK IEGISTER |

3. | CHECK STUBS

L. | DEPOSIT SLIPS

5. | BANK STATEMENTS

OFR
OPR

OFM
OFM

OFM

Accounting
Acecounting

Accounting

Accounting

Accounting

T years
T vears

Until after
audit®

Until after
audit

Untillafter
audit

*If no Check Register is compiled, the
Check Stubs must be retained for 7 yeard.

& L l\ . ’
r-'ﬁcvqs ATTORNEY| G RAL
i .

HIEF EXAMINER OF MUNICIFPAL CORPORATIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.850

SCHEDULE NUMBER

TITLE

SD-7a

DISTRICT PERSONNEL SERVICES - GENERAL

DATE

MARCH 1976

Fage | oF

5

PAGES

ITEM
ND.

RECCORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM APFPROVED
RETENTION

OEPOSITION/REMARKS

ch

EMPLOYEE PERSONNEL FILE. File fold-
ers usually consisting of some of
the forms cited in cther parts of
this Schedule, i.e., application,
correspondence, credential file
(destroyed when employed), letters
of commendation, transcripts, his-
tory card, pay and lesve history
card, (may be transferred to Person-
nel from Payroll upon termination
of employment )4 work performance,
evaluation forms.

EMPLOYMERT EVALUATIOR INTERVIEW
FORMS. Evaluation checklists and
questionnaires used for perscnal
interviews between applicants and
staff, May show name of applicant,
position considered for, location,
narrative evaluation, date of
interview.

EQUAL OFPORTUNITY EMPLOYMENT TN~
QUIRY FOBMS. Used in lieu of asking
racial/sexual, etc., information on
application form. #2 used to replace
first in personal file in order to
gather data for federal reports.

OFM

OFM

OFM

Distriet Personnel
Office

Distriet Personnel
Office

District,Personnel
Office

T Years after
termination of
employment

2/ Years

Original - 2
Years or until
gpplicant is
hired, then su-
perseded with
#2, retained fox
duration of em-
ployee file.

T years after termination of employment
except as otherwise specified for
specific forms

-
=

\

HE ATTORNEY

EF EXAMINER OF MUNICIPAL CORPORA TIGNS
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STATE ARCHIVIST
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WASHINGTON STATE SCHOOCL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SECHEDULE NUMBER

TYTLE

Sb-7a

DISTRICT PERSONNEL SERVICES - GENERAL

DATE

MARCH 1976

FAGE P

oF §

FPAGES

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPYICN

CLASS

DISTRIBUTION

MINTMUM APPROVED
RETENTION

DISFPOSITION/REMARKS

L.

8.

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

EMPLOYMENT REQUISITICN. 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.

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

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

LETTERS OF RESIGBATION

OFM

OFM

OFM

OFM

OFM

1. District Person
nel Qffice

2. Employee
3. Supervisor

District Perscnnel
Cffice

Distriet Personnel

District Personnel
Office

District Persornel

While employed

N/A
1 Year

2 Years

2 Years

1l Year

T Years

Filed in individual personnel file

FORM\WT~E ATTORNEY &
bl ’JK
o
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.05%

SCHEDULE NUMBER TITLE OATE
SD-7a DISTRICT PERSONNEL SERVICES - GENERAL MARCH 1976 page 3 ofF 5 paces
1T Em RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION “‘“':.‘g:.‘s‘“‘i‘:gg"‘-" ’ CISPOSITION/REMARKS
9. | PERSONNEL ACTION REQUEST and/or OFM | 1. District PersontUntil terminatign If pay history card 1s kept, otherifﬁ?
AUTHORIZATION FORM. Prepared by de- nel Qffice of employment 7 years after termination of employment
partment, school, individual, and 2. Reguesting Until supersede
sent to Personnel to initiate changg, Office
i.e., change in job, location, posi 3. District Pay- {Until supersed
tion, termination, resignation, etc; roll Office

Shows name of employee, present
status including job title, school/
departwent, days, rate of pay,
first and last days worked, reason
for action. Frém this a Personnel
Action Authorization is issued by
Personnel to notify Payroll, reguesi-
ing office and employee of action
taken by the Board of Directors.
(May be part of same form particu-
larly in case of computerized record
system)

m

10. | EMPLOYEE HISTORY CARD. Provides a OFM | District Personnel] 7. Years after
sumuary of employment, shows name oy Office termination
employee, certificate number, if '
teacher, date service began, degree s)
issued, issuing institutions, retiré-
ment number, soclal security number
birthdeate, teaching certificates,
issue and expiration dates, health
certificates and dates thereof,
places and dates of teaching employd
ment, experience, salaries, special
assignments, su*jects taken, creditL

THE ATTORNE [ ER CHIEF EXAMINER OF MUNICIFAL CoRpﬁﬂA TIOMS
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE

SD-7a

Ppace A orF

"“MARCH 1976

DISTRICT PERSONNEL SERVICES - GENERAL _ § PAcES
'Jgf*‘ RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION M'N'::':EANPTF:ggVED DISPOSITION/REMARKS
10.] EMPLOYEE HISTORY CARD (Continued) OFM |District Personneli Years after
and dates. Usually kept for certif+ Office termination
icated staff only, may contain some
of same data as payroll history card
if such is kept separately for
Payroll.
11.] ABSENCE RECORD. Summary of absenceg OFM | District Personnel};T Years
by type, date, etc. Office
12.| SCHOOL EMPLOYEE HEALTH CERTIFICATE. | OPR {1l. District PersontT Years after {Filed in individual personnel folder.
Received from County Health Depart- nel Office termination of |After termination may be transferred to
ment as evidence thaiyemployee jhas employmentyor gaining,distriet if employee transfers
passed T.B. exam.| Shows employee until supersedeqor re-employed elsewhere within 7T years
name, X-Ray number, address and QFM | 2uCeuntyrEealth |SnYearsmunless jof termimation ' '
occupation Department test is positiveg,
then filed™in
patient chart
13.| REQUEST FOR PUBLIC RECORD. I-276 OFM | District Perscmnelll Year May be filed with Assistant Superinten-
' compliance form for personnel and Office dent
all other information requests.
Lists information desired, purpose,
whether for reading or copying,
name and signature of requestor,
and organization represented.
il.| FORMER EMPLOYEES QUESTIONNATRE. OFM | District Personnelijl Year
| SBuggestion box type of form, routed -
to management.

3

E ATTCORINEY GEN
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WASHINGTON STATE SCHOOL DISTRICY
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 41424050

department sent to Central Office
as instruction and authority to
withhold paycheck due to employees
for failure to turn in keys, no X-
Ray, etc. Lists employee name,
location, reason for withholding,
who holds warrant, name of person
releasing warrant and date, origi-
nating office, signature of requests
ing officer and releasing officer.

OFM | 2. Central Qffice
3. Requesting De-
partment

1 School Year
1 School Year

SCHEDULE NUMBER | TITLE DATE .

5D-7a DISTRICT PERSONNEL SERVICES - GENERAL MARCH 1976 sace § or b races
oM RECOROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION M RETENTION DISPOSITION/ REMARKS
15.] AUTHORITY TC WITHEOLD PAYROLL OFM | 1. District Personfl School Year

WARRANT. Prepared by authorizing nel Cffice

- m
[
<
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.058

SCHEDULE NUMBER TITLE

SD-7b

DISTRICT PERSONNEL SERVICES - CERTIFIED EMPLOYEES

DATE
MARCH 1976 oF PaAGES

rAaGE ]

3

ITEM

ey RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

WENRIMUM APPROVED
RETENTION

DISPOSITION/REMARKS

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.

1.

LETTER REQUESTING APPLICATION. For
employment and correspondence
related thereto,

Credential Files

L. | LET'TERS OF RECOMMENDATION or Evalu-
ation Documentsysent from previous
employers. 2

5. | CERTIFIED EMPLOYEES CONTRACTS. Con-

stitutes agreement between school
district, board of directors and
employees for performance of teach-
ing services. Contains salary data
si natures of board secretary,

]

OFM

OFM

R/A

QPR

N/A

OFM

District Personnel
Cffice

1. District Persond
nel Office

2. Applicant
1. Districet Person

nel 0ffice

College or Univer-
sity Placement
Office

District Personnel
Office

Hired -~ T Years

Fonhired - 2
Years

Kept in appli-
cant's file for
life of file
N/a

-Returned to col-
lege or destroy
upon instructior
from college
N/A

¥iled in appli-
cant's file for
life of file.

=

If no continuance requested. Filed in
employess personnel folder. Seetion
1602.L40. EEOC

Hired - Termination pius T Years
Noen<hired -~ 2 Years unless continued,

d .

1S

Hired - Termination plus T Years
on-hired - 2 Years unless certified.

FORTHE ATTORNEY, Gj@
»
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE

SD-7b

DISTRICT PERSONNEL SERVICES - CERTIFIED EMPLOYEES

DATE

MARCH 1976

CAGE 2 oF

3

PAGES

NS

¥
i& SOA

)

'JOEM RECORDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTION M'N':\E;‘E‘NPTP;SSVED ISP OSITION/BEMARKS
5. | CERTIFIED EMPLOYEES CONTRACTS (Contd)
superinterdent of ESD and employee.
May be three classes of contracts:
1. Regular contract - as described
above.
2, Special agsignments contract -
for work over and azbove teaching
duty such as coaching, music, drama,
ete.
3. Non-continuing - 1 year contract
for someone who replaces an employed
on leave of absence.
1st Criginal QPR | District PersonnellT Years
Office
2nd’ Original N/A | Employee /A
Copy OFM | E.S.D. 1 Year
6. | PROFESSIONAL CREDIT APPDICATION. OFR™pIn Distriet PersontT Yearswefter
Application for professional credit nel Office " ftermination of
for studies not bearing college employment
credit. Conteins outline of request) OFM | 2. District PersonyRetained until
description of study, place, date, nel Office original is re-
duration of study - report of com~ turned by employ-
pletion, approval lines for district, 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 fon
avaluation, then to Personnel Officd.
FW' CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS STATE AR(;HI ST
b y iiijdlouuéd f sl - R M 2
o el 1 S P tgg;g;z




WASHINGTOH STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24-050

SCHEDULE NUMBER

TITLE

SD-7b

DISTRICT PERSONNEL SERVICES - CERTIFIED EMPLOYEES

DA TE

MARCH 1976 3 er

PAGE 3 eacEs

TTEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

MINRAUM APPROVED

DISTRIBUTION RETENTION

CLASS

CISPOSITION/REMARKS

7.

64

APPLICATION FOR LEAVE. For vacation,
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
PURPOSES. Shows name of employee,
school, dates of absence, explanatio
of emergency. Signature of employee
taking emergencynleave, signature ofj
unit administrator. Prepared after
leave is taken.

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

Retain until afH
ter termination
of employment

OFM (District Personnel

Office

OFM District Personnel |l Year
Office
h
OFM |[District Personnel |[Approved -~ 1
Office Year after ter-
mination '
5y Unapproved — 1
Year

Frovided leave history is kept for
districts where cumulative is given

e

s N -
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.058

SCHEDULE NUMBER

TITLE

SD-7¢

DISTRICT PERSONNEL SERVICES - CLASSIFIED EMPLOYEES

TATE

MARCH 1976

PaGES

PAGE '[ oF 'l

ITE
NO

W

RECORDS SERIES TITLE AND DESCRIFPTION

cLASS

DISTRIBUTION

MINIMUM ARPPROVED
RETENTION

DISPOSITION/REMARKS

1.

08

APPLICATION FORM. Lists applicant
name, address, previcus employers,
education, personsl data, birthdate,
references, gualifications, skills,
list of licenses, credentials, etc.

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

APPLTICATTION FOR LEAVE

OFM

CFM

K/A

OFM

‘R/A

District Personnel

l. District Persond
nel Office
Employee

1. Distriet Person-
nel Office or Pay-
roll

Employee

1. Nonhired - 2
Years

2. Hired - T
Years after
termination of

employmen®

1 Year or until
superseded

N/a

Until after
audit

N/A

May be filed in Employees' Perscanel
Folder :

gay be used in lieu of Employee Change
ctice

Provided history card retains pertinent
data '

FOFKHE ATTORNEY m

STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 41424050

R

SCHEDULE NUMBER TITLLE

‘DATE

name., Detail of current employee
status., generated originally from
enmployee 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
nmumber, grade, sublects taught, pay-
roll data; exemptiong, retirement
member number, smount, medical in-—
surance plans, amion nsme, deduc—
tions, FICA, federadl withholding,
miscellaneocus deductions, sick and
annual leave accrusls, assignment
data; position name, number, con-
tract amount., rates, class step,
contract duties, duration, hours,
ete., pay begins, ends, pey periods|

PERSONNEL PAY HISTORY RECOED. Lists
employee name, address, phone,

tel status, dependents, social sec-
urity number, retirement system
nunber, birth date, date employed,
yearly listing of employment -
showing school position, effective
date, salary, salary schedule,
moithly salary, other duties, age,

school or department position, mari#

OFM

OFM

Office

Office

District Payroll
Office

District Personnel

termination of
employment.

Until termina-
tion of employ—
ment.

Permanent

SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 eace ] oF 10 races
1TEM RECORDS SERIES TITLE AND DESCRIPTION cuass DISTRIBUTION e TenTIoN . DISPASITION/REMARKS
1. | BMPLOYEE RECORD. Filed by emplovee| OFM | District Payroll | T years after |NCTE: As this record may be computer

generated {e.g., Visirecord) rather than
manually prepared, two sets may 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 summary document kept permanently by
Personnel.

e e M
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER

sick leave cumulative record, vaca-
tion leave cumulative record. Filed
ailphabetically.

PERSORNEL ACTTON FOBM. GShows changs
of status, hours, location, rates,
ete.

TIME CARDS. ©Shows months, dates
and hours worked, may describe
work, totalgshours, [Fate, [employee‘'s
signature, (supervisor's signature.

PAYROLI, WORK REPORT - MONTHLY. Listd
employees, dates and hours each
worked, location, absences, substi=-
tutes nemes, deys worked, rates,
account numbers, Preparsd and

signed by supervisor from time cardsg.

Submitted to Payroll as official

OFM

OPR

OFM

CPR

OFM

District Payroll
Office

District Personnel
Office.

Work location:
School, depart-
mentyrete.

NOTE: In)the
instarnce of 2nd
Class Districts,
this record may
be sent to County
Auditor as auth-
ority to write a
warrant.

District Payroll
Office

School or location

TITLE SATE
SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 PAGE 5 o 1) Paces
'J;:’M RECORDS SERIES TITLE AND DESCRIPTION CLASE DISTRIBUTION “'“':;’*4;:,‘;23"50 CISPOS ) TION/ REMARKS

2. | PERSONNEL PAY HISTORY RECORD (Cont. )

Until after
audit.

T years after
termination of

employment.

Until after
audit.

T years

1 year

Data transferred to Perscnnel Pay
History Record.

This assumes that a payroll work report
as per item #5 is prepared from the time
cardsyreignediby, 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 T years
retention.

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

Unless deta is computerized. If so, re-
fer to Computer Reports Schedule.

CHIEF EXAMINER OF MUNICIPAL CORPORA TICNS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL. RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 41424050

SCHEDULE NUMBER TITLE DATE" q
SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 pace 3 or 10 cices
':g_“ RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION “"':g:;‘:ﬁggwﬁ DISPOSITION/REMARKS
5. | PAYROLL WORK REPORT - MONTHLY (Cont.))
work record on which payment is madd.
6. | TEACHER SUBSTITUTE REPCRT. Used in| OPR |District Payroll |7 years May be sent to County Auditor for 2nd
lieu of payroll work report or sign Class Districts.
in sheets or reports for substitute
teachers only. ILists time period,
school, date, signatures, name of
sbsent teacher, full day or part
day.
T. | COMMUNITY SERVICE WORK REPORT.Uzed | OPR | District Payroll |T years Filed with payroll work-reports.
when custodian, heook, orpother Office
school employee works for an out- QPR | District Accounts |T years
side orgenization even if performed Receivable Office
during regulsr work hours. Lists
employee name, type of work per-
formed, date and hours of time
worked, rate, principal's signature|
8, | SUBSTITUTE TIME SHEET OR CARD. QPR | District Payroll [T years Mzy be kept longer to verify pay for
Teacher-Casual. Used in lieu of retirement purposes if no other record
time cards. For substitute teacher exigts.
or casual classified hourly labor.
3. | PAYROLL WARRAN'I‘ REGISTER OPR | District Payroll T years Permanent if detail of pay is not per-
Office. menently recorded on Pay History Record.
OPR | County Treasurer |T years See Item #2.

ST
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Neos

WASHINGTOMN STATE SCHOOU DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 41424050

Justing gross pay, deductions, from,
to.

pr—

SCHEDULE NUMBER TtTLE DATE ]
SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 pace 4 or 10 esces
'Jg_” RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION mm:gén;;up:;ggveo DISPOSITION/REMARKS
10.| WARRANT REQUEST FCRM. Used to auth- | OPR |District Payrcll [T years sually kept by County Auditor.
orize writing of warrants between Office (County Aud%tori‘
regular pay periods. OFM |Data Processing Until after
REQUEST TO SIGN CHECXS. To Accoun- audit.
ting form Data Processing. Kept QPR Until after
with warrant control documents. OFM sudit.
11.| TAX SHELTERED AGREEMENTS OFM |District Payroll |4 years after |[May be filed in other central office.
Office expiration cf
agreement.
12.] JURY OR MILITARY SERVICE AGREEMENT. | OPR |District Payroll |7 years
Form or letter of agreement provid- Office
ing for reduetion in pay equalyto
amount received by employee for Jjury
or temporary military duty.
‘1 13.| GARNISHMENTS snnliegal doctment| served OFMuDistrict Payrolds’ |1 yearsafter May benfiledswith Personnel Office
to require deduction of & specific Office fulfillment of |[instead. :
sum from employee's wages for pasy- obligation or
ment of a credit obligaetion. removal of gar-
nishment.
CPR | Court T years
14} PAYROLL COMPUTER FEEDER REPORTS. OFM |Districet Payroll |1 year
a. Computer ipput for payrcll ex— Office
ceptions, changes in hourly rates,
distribution of costs.
b. Correction to pay history, ad-

F THE ATTOR b
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WASHINGTON STATE 5CHOOL DISTRICT

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

SCHEDULE NUMBER [TITLE - OATE .
SD-8 DISTRICT PAYROLL SERVICES - MARCH, 1976 ace § or 10 ences
MINIMUM APPROVED -

igg-" RECORADS SERIES TITLE ARD DESCRIPTION "CLASS DIsTRIBUTION RETENTION . DISPOSITION/REMARKS

15.{ PUBLIC EMPLOYEES' RETIREMENT FORMS
PERS SYSTEM. (Cont.)

f. BB 19, Notice to Beparste from
Service, Members Subject to Compul-
sory Retirement. Copy 1 OFM | District Payroll (1 year
. Office.
g. RB 45, Notificetion of Failure
to Make Retirement Deduction or to
Submit Notice of Separation.Copy 1 { OFM {District Payroll [Nome - Immediate
Qffice Destruction
h. BB 54, Authorization to Discon-
tinue Increased Contribution.Copy 131 OFM/ | District Payroll |1 year

0ffice
i. BB 57 & 5Tb, Memos, Separation
Hotices. Copy 1 OFM { District Payroll |1 year
: Office
16.{ LI 206~55, Employers' Quarterly
Report of Payroll Copy 1 OPR j Labor & Industries{?7 years WAC 296~1T-310
Copy 2 OFM !District Payroll |3 years
Office.
17.[ TEACHERS 'RETIREMENT SYSTEM DEDUC-
TIOS SHEETS & TRAKSMITTAL REPORTS
Copy 1 OFM |District Payroll |3 years
Office
Capy 2 GFR | Teachers' Retire- |T years
ment

X} THWHE ATTO“NEGHPK g\““sﬁ QF MUN'C."\; CORPORPA TICNS STATE AHC‘-"VI'T;T -
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 474.24.05

SCHEDULE NUMBER

Sb-8

TITLE

DISTRICT PAYROLL SERVICES

DATE

MARCH, 1976

PAGE PAGES

7 or 10

1TEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION CLASS

MIKIMUM APPROVED

CiSTRIBUTION RETENTION

DISPOSITION/REMARNKS

18,

13,

20 )

21,

MEDICAL INSURANCE LISTINGS. Listingg OPR
of employees enrolled for medical
insurance, and amounts accompanying
billings, for Blue Cross, ete,

DEDUCTION FOR MEDICAL INSURANCE
COSTS, CONTRIBUTION TO UNITED WAY,
ETC., OR PROFESSIONAL DUES TO WEA,
AFT, PSE, ETC.

N/A

MISCELLAREOUS DEDUCTION LISTINGS. OFM
Separate or combined listings by
employee for various payroll deduc-
tions, UGN, Union or professional
dues, Credit Union.

LABOR & INDUSTRIES INDUSTRIAL OFM
ACCIDENT CLATM FORMS.

a. Order Allowing & Closing Claim
for Medical Treatment Only.

. -Better Address Letter.

¢. SF L4089, Statement of Awards
from Medical Aid Fumd.

d. LI 210-8, Botice of Travel

Expense,

OFR

e. LI 210-1k4, Bill ReJjection.

f. LI 210-5.. Cancellation of
Werrant.

g. LI 210-38, Crder Notice (351).

OFM.

Distriet Payroll
Office

T years

Until terminati
of employment

District Payroll
Office

Tnsurance Companies| or until super-
Associations, seded.
Charities, etc.

Distriet Payroll 3 ¥ears.
Qffice.

District Peyrell |5 years
Cffice

Dept. of L & I. Permanent

Labor & Industries retains on micro-
film after 5 yesars.

F EXAMINER OF MUNIGIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.050

S

SCHERULE NUMBER

D-8 DISTRICT PAYROLL SERVICES

TITLE

DATE

. MARCH,

1976

PAGE 8 oF

10 Paces

ITEM
NO.

REGCORDS SERIES TITLE AND DESCRIFTION

CLASS ‘OISTRIBUTION

RETENTION

MINIMUM APPROVERD

CISPOSITION/REMARKS

22

23.

LABOR & INDUSTRIES WISHA/OSHA
ACCIDENT CLAIM LOGS

a. 100 (LI L115-19) Log of Occupa-
tional Injuries and Illnesses.

b. 101 (LI L15-17) Supplementary
Occupationsl 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

PRINCIPAL FEDERAL TAX RETURN AND
RELATED FORMS.

a. Wage and Tax Statement W-2 -
Reports wages,tips and otherveom—
pensation (and employee FICA tax;
income tax withheld; supports
credit on individuwal tax return.

b. Transmittal of Income & Tax
Statements W-3 - Employer's annual
transmitital of wage end income tax
withheld statement on Forms W2,
W-2P and 1099R.

e. Anpfual Report by Certain Payers

of Annuities and Lump-sum Distribu-

tions = W~3P. Applicsble only to
insurance compenies and governmen-
tal sgencies or retirement systems.

OFM | District Payroli
Office

Dept., of L. & I.

5 years

OPR Permanent

OFM | District Payroll™ | 4 years

Office

Payee N/A

OFM | District Payroll |k years

Qffice

OFM | District Payroll |&4 years

Office

Chapter 27, RCW Lg.17.
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 41424050

SCHEDULE NUMBER | TITLE CATE
SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 PreE 9  or 10 meses
o RECORDS.SERIES TITLE AND DESCRIPTION cLaSs DISTRIBUTION “‘"'::“,‘,‘N’T‘;gﬁ"“ CISPOSITION/REMARKS

23-

65

PRINCIPAL FEDERAL TAX RETURN AND
RELATED FORMS (CONT.)

d. Employee's Withholding Allowance OFM | District Payroll |4 years after

Certificate — W-Ii. Form filed by
employee with employer so that
proper emount of income tax may be
vithheld from wages.

e. Exemption from Withholding W-LE,
Form filed by employee certifying
that he had no lisbility for income
tax for precedingntaxsble year and
he anticipates that he will incur
no liability forscurrentutaxable
year by so certifying he will be
exempt from federal income tax
withholding.

f. Amnuitant's Regquest for Federal jOFM | District Payroll |Permasnent

Incole Tax Withholding — W-BP -
Request for withholding of federal
income tax from each annuity or
vension payment. :

g. Bmployer's Quarterly Federal
Tax Retwrn - 941 -~ FEmployer's
quarterly return of FICA and income
texes withheld, a two-part set con-
taining both the Schedule A(9L1)
and the return.

h. Continuation Sheet for Schedule
4 of Form 941-Gl'1la - Wage contipua-

tion sheet.

Qffice supersession or
termination of
employment.

OFM | District Payroll |4 years after

Cfficens termination jof
employment.

OFM |District Payroll |4 years

OFM |District Payroll |L years

Office

Office

Office

.
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14,070 & WAC 414.24.050

SCHEDULE NUMBER | TITLE ‘ DATE ) 10
SD-8 DISTRICT PAYROLL SERVICES MARCH, 1976 pace 10 or SacEs
ITEM RECORDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTIEN M A EoVED DISPOSITION/ REMAR KS

PRINCIPAL FEDERAI, TAX RETURN AND
RELATED FORMS (Cent. )

i. BStatement to Correct Information

Previously Reported Under the
Federal Insurance Contributions Act

§Eic - For use to correct wage and
FICA tax reports previously submit-
ted by employers.

J. Quarterly Return of Withheld
Federal Income Tax - 9Q¥1E - Vari-
ation of Form 941 for use by state
and local government employers and
organizations exempl, for example;
by wvirtue of charitable, religious,
gcientific, literary or educational
programs, that have not waived thein
exemptions, and other organizations
that sre not liable for FICA taxes.
k. Federal Use Tax Return on Civil
Aircraft -4638 - Used to report an
annual tax of $25 on the use of
civil aircraft. .

1. Application for Magnetic Tape
Filing - 4995 - Used to replace
paper records in transmitting tax
information pertaining to federal
income tax and FICA withheld,

OFM

OFM

OFM

OFM

District Payroll
Office

District Payroll
Office

Distriet Payroll
Office

Distriet Payroll
Office

4 years

4 years

b years

bk years

FOR THE ATTORNEN GENEMAL
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WASHINGTON STATE 5CHOQL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414.24.05
SCHEDULE NUMBER TITLE OATE
SD-9 DISTRICT BUDGET SERVICES MARCH 1976 pace 1 oF 4 eaces
i RECORDS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION M e TenT1on C° DISPOSITION/REMARKS
1. | FINAL BUDGET {Adepted) OPR {1. District Budget | T Years Other copies distributed for infor-
Office mational purposes should be discarded
as quickly as informstional purpose is
2. SPI Permanent served.
3. Distriet Supt. | 2 Years (optionkl)
L. Other Dist. OffJ Optional
5. BSD 5 Years
6. District Board | Permanent
2. | PRELIMINARY BUDGET (Adopted) OFM (1. District Budget | Until adoption| Same as above
Office :
2. District Supt. Cpticnal
3. Other District Qptional
Offices
4, srI Permanent
5. ESD 5 Years
6. District Board | Permanent
3. BUDGET WORK PAPERS OFM |1. District Budget | 2 Years
" Budget input forms, used by Budget Office
Officer to gather data from Dist- 2. Program Direc- | 2 Years
rict departments and schools to tors.
"puild" budget. May include all
or pert of the following forms:
~3.! BUDGET PREPARATION FORMS: PRELIM-
INARY AKD FINAL BUDGETS. OFM 2 Years
1. PROGRAM BUDGET SUMMARY-
Shows estimated revenues by account
nunber and estimated expenditures

- e
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WASHINGTON STATE 5CHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74,070 & WAC 414.24.050

SCHEDULE NUMBER TTL

® DISTRICT BUDGET SERVICES

CATE

MARCH 1876

PAGE 2

oF

PAGES

ITEM
NGO,

RECOADS SERIES TITLE AND DESCRIPTION

CLASS

MINIMUM APPROVED

DISTRIBUTION RETENTION

PISPOSITION/REMARKS

3b.

2. PROGRAM EXPENDUTURES ESTIMATES
SALARY

Shows salary items by function,
account mumber, FTE base amount,
benefits by position.

3. TROGRAM EXPENDITURE ESTIMATES
NON- SALARY ITEMS

Breakdown of spending plan. Shows
object or sub-objects, account
number, amount requested.

4. STATEMENT OF PURPOSE

Form used tc write narrative state-
ment of funetion/purpose of pro-
gram or department. Justification
document acéompanying cost figures

BUDGET INPUT, FORMS/PRELIMINARY
BUDGET ONLY

1. PROGRAM BUDGET PROJECTION-
SALARY ITEMS

Lists salary items by type or posie-
tion, certificated, professional,
secretarial , etc., numbers of FTEs,
amount for current or proposed

budgets.

2. PROGRAM BUDGET PROGJECTION-

NON- SALARY

Lists objects, vontracted services,

travel

District Budget
Office

2 Yyears

F THE ATTORNEY ':@_
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 4142405

SCHEDULE NUMBER

SD- S

TITLE

DISTRICT BUDGET SERVICES

"*MARCH 1976

PAGHE PAGES

3_ °F4

1ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

TLASS

MINIMUM APPROVED

DISTRIBUTION RETENTION

DISPOSITION/ASMARKS

3e.

BUDGET INPUT FORMS- FINAL. BUDGET
ORLY

1. FEREVENUE REVISION FORM

Used to indicate changes only from
preliminary budget. Shows revenue
account number, description, change
from- to.

2. EXPENDITURE REVISION FORM

Used to indicaté changes only, fro
preliminary budget. Same as C-1,
above, only for expenditures.

3. SALARY EXHIBITS  (SUMMARY BY
SCHOOL)

For elementary, junior high, senior
high, recap shows FIEs, ampunt
extra help costs and carry over for
each schocl.

L, BSALARY EXHIBIT SUMMARY BY PRO-
GRAM

Lists estimated revenues, summary
of estimated expenditures, staff
costs, FIEs, non-salary other
object costs, totals. '

6. SPECIAL PROJECT BUDGETS- OVER
STATE AND FEDERAL.

INFORMATIONAL BUDGET LETTERS AND
MEMOS DISTRIBUTED BY BUDGET OFFICE

O

OFM

2 Years

1. District Budget{ 1 Year

Office

CHIZEF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 8 WAC 414-24.050

SCHEDULE NUWBER

3D-9

"% DISTRICT BUDGET SERVICES

DATE : -
MARCH 1976

PAGES

PAGE 4

or

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM AFFROVED
RETENTION

DISPOSITION/REMARKS

INFORMATIONAL BUDGET LETTERS AND
MEMDS DISTRIBUTED BY BUDGET OFFICE
(CONTINUED)

a. Heotification to school of bud-
get expenditure (allotment) plan.
b. Notification of preliminary
ané final allocaticns.

¢. ©Other instructicnal or infor-
maticnal data on budget or allot-
ments.

ANNUAL REPORT OF SCHOOL FUNDS FRCM
COUNTY TREASURER '

BUDGET OFFICERpS, MONTHLY, FINANCIAL
AND STATISTICAL REPORTS TO THE
BOARD

BUDGET STATUS REPORT. Shows
revenues, expenditures, adjustments
and balances on a YTD basis.

OPR
GFM

OFM
OFM

OFM

OFM

2. Program Direc~
tors
3. SBchioels

1County Treasurer
2District Budget
Office

1Board OfDirect—
ors

2+ District Budget
Qffice

1. District Budget
Office

2. School Princi-
pals

1 Yesar

1 Year

T Years
Until
audit
Permanent
TiYears

alfter

2 Years

1l Year

(Part of Board Minutes)

May be found in accounting rather than
the Budget Office

CHIEF EXAMINER OF MUNICIPAL CORFPORA TICNS
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REFERENCE: RCW 40.14070 & WAC 414-24-0%

WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

s
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SCHEDULE NUMBER TITLE DATE
$p-10 DISTRICT PURCHASING SERVICES MARCH 1976 PAGE 4 OF PAGES
e RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION mm:g:;:g;:vzo DISPOSITION/REMARKS

1.}BIDS AND FORMAL QUOTES OPR |1. Purchasing T years Unless litigation is pending

(in writing)
Successful and unsuccessful

2.{PRICE CHECES & INFORMAL QUOTES OFM {1. Purchasing 1 year.
By telephone, but recorded.

3. | PURCHASING REQUISITICN OFM |1. Purchasing 3 years
Request from schbolier department OFM| 12, Requesting, Off. | 1) year
for goods or services to be obtained
by Purchasing Department.

4. | PURCHASE ORDER OFM" 1. Purchasing 3 vears If this capy is used as document on
Order issued to vendor to supply OPR [2. Accounting Off. [ T years which payment is authorized, otherwise
specific goods or services at a OFM |3. Requester 1 year after purchasing copy is OPR.
given price. gudit.

N/A 4. Vendor | N/A
OFM |5. Additional copidsl year after
audit.

5. |WITHDRAWAL OR CANCELLATION OF OFM [1. Purchasing 3 years
PURCHASE ORDER I/A 2. Vendor

ol D el




WASHINGTON STATE SCHOCL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

FAGE

1

QF

1

FPAGES

DISPOSITION/REMARKS

G i “MARCH 1976
SD-11 DISTRICT WAREHOUSE/CENTRAL STORES : 9
'JE_M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION WN‘:::EA:;TSSVED
1. |PURCHASE ORDERS OFM |[1. Warehouse/Store | Until afier
Copies used as Recelving reports audit
OPR |2. Accounting Off. | 7 years
2. |WAREHOUSE REQUISITIONS OFM 1. Warehouse/Store | 1 yvear
OFM 2. Accounting COff. ) Until after
audit.
OFM (3. Requisiticning | 30 days
Office
A
3. |PACKING SLIPS OFM [1. Warehouse/Store | 1 year
Bills of lading, shipping manifest |OFM |2. Accounting Off. | Until after
copies audit.
L. |DAMAGE & LOSS,CLATM FORMS 0FM_I1. Warehouse /Store | Until after
audit.
OFM_j2. Accounting Off{] Until restitu-
tion.
5. |FINANCIAL REPORTS OFM |1. Warehouse/Store | 1 year
OFM |2. Accounting Off. | 1 vear after
audit.
6. |WAREHOUSE INVENTORY OFM [1. Warehouse/Store | Until Supersedef
' CFM 2. Accounting OTf. ntil superseded
OFM |3. Purchasing Pntil superseded
F‘Qw‘E‘NE (‘ HIEF EXAMINER OF MUNICIPAL CORPORATIONS STATE ARCHIVIST
A
S0A '




WASHINGTON STATE SCHOOL DISTRIET

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC - 414.24.050

SCHEDULE NUMBER TITLE ' DATE
SD-12 DISTRICT WIDE - CORRESPONDENCE & INFORMATIONAL COPY SCHEDULE MARCH 1976 pace ] of |1 races
1TEM RECORDS SERIES TITLE AND DESCRIPTION cLass | DISTRIBUTION M M Tag E° DISPOSITION/REMARKS
1. | TRANSITORY RECORDS OFM | Office of Record |90 Days
2. | READING OR DAY FILES OFM | Office of Reccord {90 Days
3. | GENERAL CORRESPCNDENCE
a. Routine - Non-Policy OFM | 1. Varies 2 Years
b. Policy OFM | 2. Varies 2 = 10 Years Screen periodically
L. | OFFICE INFORMATIONAL (Housekeeping)| OFM |1. Receiving Not more than 1
COPIES Office Year —unless
o Accounting, Purchasing, Budget and otherwise specis
= Personnel type forms, and documentss fied in applicat
: ble Sebedules
OPR"|2."Accounting, T Years, if' OFR
Personnel, Purchasy
ing and Budget
Offices
5. | POLICY AND PROCEDUEAL DIRECTIVES OFM | 1. Receiving Offic¢ Until supersedgd
OPR | 2. Originating Cne copy Perm.
Office
6. | COPIES OF BOARD MINUTES AND RESOLU~ | OPR |1l. Secretary to Permanent
TIONS the Board
OFM {2. Ag distributed [While serves an
' administrative.
purpose
NOTE: See attached for definitions of
some of the above records.
i:'O 2 T HE ATTORNE & L TEF EXAMINER OF MUNICIPAL CORPORATIONS S5TATE ARCHIVIST
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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
e document or documents from one office to another, which do not contain information .
of record or fiscal value); communlcations correcting reports; routine requests for
informetion, publications or supplies; courtesy or informetional copies of documents
vhich do not contain procedural or policy matter appliceble to the receiving office.
These are best maintained in four file folders 28 shown in the illustration beiow.

P -
TRAMIION] RRCORES  APWLL - AUOURY - Peislen

TRAMALTORT RICORDE WA - MY - WNEAE ) \
OURTITORE NUMGERO FRBAURY o AMK - OTIOME Y

TRIITON MECORDS  FURKRT - AT - BEPTIIMR

It will be noted that the months of the year are shown in chronological order reading
from bottom to tep¥in each of the three columns. | The follder 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 materisls 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 Mey would find the folders in their original configuration. As all documents
which perteln to the same actlon or transaction should be stapled together, It
becomes a simple task to screen the documents in the flist folder. At this time, a
determination cen be made as to whieh 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 ldentified 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 reasonz. This Records Serles may be
maintained and destroyed in a similar fashion to the Transitory Records described
above.

68



3. GENERAL.CORRESPONDENCE FILES. These are f'iles consisting ol correspondence,
messages, form records, memoranda and related documents 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
50 ns to preclude them from inelusion in a separate Records Series, Inasmuch as the {'
GGeneral Correspondence File usually involves a variety of sublects, the subjective o
arrangement of filing makes it an ideal method of filing documents in this file.

Files 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 pericd 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 . R
Correspondence Files created and meintained 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 1 July. In each case, the cut-off General Corregpondence 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 & storage facility is not availeble, the cut-off Cenersl Correspondence File
may be retained in the Office of Record for two years, then destroyed. This two
I'ull year retentlon of the General Correspondence Flle should ratisfy sll reference
reguirements.

4. AGENCY INFORMATIONAL COPIES OF CERTAIN ACCOUNTING AND PERSONNEL TYPE DOCUME ™"
This Records Series consists of file copies of certain accounting and personnel
documents. The official copies of these documents are retained by the activity
having record responsibility for them and have retentions established. The copic
described here are those which have been returned to departments and schools for
informatienal purposes onlyw. As.suchy these.documents have.little record value.and.
may beldestroyed immediately.
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WASHINGTOR STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE . CATE
SD-13 NON-RECORD MATERIALS MARCH, 1976 PasE ] oF ] Paces
ITeM RECORDS SERIES TITLE AND DESCRIFPTION cLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS

G,

10.

THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED AS NON-RECORD AND
MAY BE DISPOSED OF AS SOON AS THEY HAVE SERVED THEIR PURPOSE.

Catalogs, trade journals, and other printed or published materials received from other offices, commercial firms, or
private institutions which require no action and are not needed for dccumentary purposes.

Electrostatic, photocopy or other copy device copy of correspondence, completed forms, bulletins, etc., prepared for
reference and infermational distribution. : !

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

Miscellaneous notices or memoranda which do.met relate to the functional responsSibility of the agency, e.g., notices
of community affairs, employee meetings, holidays, etc.

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

Reproduction material, such as stencils, hectograph masters and offset plates.
Routing slips used to direct the distribution of documents.

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

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 onr file with the State Iibrary for
distribution purposes, and one copy must be sent to the State Archives for historical preservation).

Telephone messag.s, "While You Were Away" slips, check slips or similar forms used to convey non-pol;cy informationgl

messages. _ SRRE
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REFERENCE: RCW 40.14.070 & WAC 414-24.050

WASHINGTDN STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

SCH %U:_E V1U4MBEH

""" RECORDS COMMON TO DISTRICT MAIL & MESSAGE CENTERS

DATE

TOBER 1975 or 3

race |}

§TEM
NGC.

RECORDS SERIES TITLE AND DESCRIPTION

CL.ASS

DISTRIBUTION

MINTHMUM

APPROVED RETENTION

DISPOSITION/REMARKS

1.

APPLICATIOR & VOUCHEER FOR REFUKD OF
POSTAGE & FEES, Form #3533

Used toc obtain refund of postage in
the event of spoilage or unused
stamps, metered envelopes, stamped
envelopes or to close out a Postal
Account. :

APPLICATION AND PERMIT FOR LICENSE,
POSTAGE METER USE, FORM #3601A

Used to procure pérmission to obtain
land use postage meter.

APLICATION FOR DOMESTIC MONEY ORDER
FORM #6001

Application & receipt for issuance
of a domestic money order.

SIGEMENT OF NUMBER BLOCKS FOR
TSTERED, IWNSURED, CERTIFIED &
C.0.D. MAIL, FORM #3857
Maintains a record of the assignment
of control numbers for registered,
insured, certified and C.0.D. mail.

EOX RENT RECEIPT, FORM #1538
Receipt for money received by Post
Office for rental of a Post Office
Box, :

OFR | 1.
N/A

OFR
H/A

QFR
N/A

OFM

OFR
/A

Mail & Msg Ctr|

Post Office

Mail & Msg Ctr
Post [Office

Mail & Msg Ctr
Patron

Mail & Msg Ctr

Mail & Msg Ctr

Patron

T yvears
H/A

T years after
removal of the
meter.

T years

N/A

3 years

T years

N/A

NOTE: All Form Numbers in this
Schedule are U. 5. Postal Service
Form Numbers.

Official copies may be kept in Central

Accounting Office.

Ne
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 41424050

SCHEDULE NUMBER THTLE DATE )
SD-14 RECORDS COMMON TO DISTRICT MAIL & MESSAGE CENTERS OCTOBER 1976 Pace2 or 3 paces
'::"‘ RECCRDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION APPROVMEIQ':E”T‘ENTIDH DISPOSITION/REMARKS

6. [CERTIFICATE OF MATLING, FORM # 3817 | OFM | 1. Mail & Msg Ctr | 3 years
Used to satisfy requirement of proof
that mail was dispatched.

T. EXPENDITURE REPORT OPR |1. Mail & Msg Ctr | 7 years
intains & record of expenditures
or the various postsl transactlons
involving funds.

ATLY RECORD OF METER REGISTER OFM | 1. Mail & Msg Ctr | 3 years

INGS, FORM #3602 N/A | 2. Post Office K/A
daily record of postage meter
rangactions.

CEIPT FOR CERTIFIED MAIL, FORM OFM 1. Mail & Msg Ctr, | 3 years
3800

eceived from the Post Office
indicating Certified Mail has been
eceived for dispatch.

10, EIPT FOR POSTAGE METER SETTINGS, OPR {1. Mail & Msg Ctr | T yesrs

RM #3603

eceipts from the Post Office that
ppropriate funds heve been received
o cover usage ol postage meter.

RECEIPT, REGISTERED, INSURED | OFM |1. Mail & Msg Ctr | 3 years
CERTIFIED MATL, FORM #3811
otification that registered, in-
ured and certified mail has been
eceived by the addressee.

Fows | KT\Q.—\/ ‘%EJ“M‘NER T s
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WASHINGTON STATE SCHQOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 41424050

SCHEDULE NUMBER TITLE CATE
sD-14 RECORDS COMMON TO DISTRICT MAIL & MESSAGE CENTERS " OCTOBER 1976 |™c°=3 or 3 eaces
1;4'5" RECORDS SERIES TITLE AND DESCRIPTION CLAss DISTRIBUTION APPROY EE e M TION DISFOSITION/REMARKS

12. [SENDER'S. STATEMENT & CERTIFICATION OFM i 1. Mail & Msg Ctr | 3 years

OF BULK MATIING, FORM # 3606 -
A record of bulk mailing that has
Ibeen dispatched.

13. LICATIONS & PERMITS FOR SPECIAL OFM | 1. Mail & Msg Ctr | T years
' LING PRIVILEGES F/A | 2. Post Office N/A
Post Office approvals for special ‘
iling authorizations.

1h. [RECORD LOG OF INCOMING CERTIFIED AND| OFM|le:Mail.&.Msg Ciowuf, 3 Years
REGISTERED MATL

FOR T‘h" ATTORNEY = L C IEF EXAMINER OF MUNICIPAL CORBORATIONS STATE & H|\75T
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDUY
REFERENCE: RCW 40.14.070 & WAC 414.24.050

LE

ESCHE

DULE NUMBER THTLE

ASSOCIATED STUDENT BODY, CLASS ASSOCIATIONS, APPROVED CLUBS

DATE

i

(1

SD-15 AND STHQEMT QRGANI ATIONS K NOVEMBER 1976 eace | of 2 PAGES
e RECORDS SERIES TITLE AND DESCRIPTION cLASS OISTRIBUTION RETENTION DISPOSITICN/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* " " Antil after audift *If there is no Check Register
¢. Check Register OPR " " 7 years. Check Stubs should be retained
d. Statements OFM " " Until after audit for 7 years.
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. |INVQICES OPR {Central Office 7 years . |
OFM {Primary Advisor* |*Until after Rev, 11/76 *If the Central Office does
audit not retain a copy, the Primary Advisor
o is OPR and must be retained 7 years.
91‘\"' QG F EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTOM STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER ooz ASSUCTIATED STUDENT BUDY, CLASS ASSOCIATION, ]PPROVED CLUBS LATE

$D-15 AND STUDENT ORGANIZATIONS NOVEMBER 1976 TR 2 T g R
lN‘l';:.M RECORDS SERIES TiTLE AND DESCRIFTION CLASS DISTRIBUTION RETENTION CISPFOSITIOR/REMARKS
Q. | VOUCHERS & SUFPORTING DOCUMENTS OFR | Central Office T years
a. Check Reguest OFM | Primary Advisor Until after Rev, 11-T&
b, Paid-cut Advance audit

2, Petty-cash Advance

(0. | STUDENT ACTIVITY REPORTS OFM |Central Office 3 vears
1. | GENERAL LFDGER & SUBSIDIARY ACCOUNT | OPR { Primary Advisor T years
BOCK
[ 2, | WARRANT REGISTER OFR |Central Office T years
12, | WARRANTS - OFR |Central Office T years
County Auditor
hh. BUDGEZS OPR |School Board Permanent
Minutes
OFM |Central Office | Until after . | Rev. 12-T6
Scheol audit
15. | BUDGET WORKING PAPERS OFM |School | 2 years Rev. 12-T6

Central Office

*See Schedule SD-6e for other accounting
series. '

5 " .
Fo HE ATTORNMNEY G ‘EF?AL Y Q%EMINEH DOF MUNIC L CORPORA T!ONS - STATE ARCHIVIET .
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.0%0

SCHEDULE NUMBER TITLE - —

SD-16A ADMINISTRATIVE CENTER _ . OCTOBER, 1976 {°*°% 1 °7 & FP*<=*
oM RECCROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION APPROV D e NTION DISPOSITION/REMARKS
1.|ATTORREY GENERAL'S OPINIONS OFR |Administrative Ctr [Until overruled
by higher auth-~
ority.
2. PROSECUTING ATTORNEY'S OPINIONS OPR [Administrative Ctr |Until 6Verrruléd
by higher auth-
ority.
3.|STATE AUDITOR'S REPORTS _ OFM jAdministrative Ctr {5 years 5
h.{BOARD OF DIRECTORS | IO
Agenda OFM |Administrative CtEjAs needed
Meeting Notiees OFM jAdministrative Ctr |1 year. :
‘Minutes OFR |Administrative Cir Permanent, ¥ be microfilmed for security,
d copy may be transferred to State
chivist or Regional Depository
5.} INFORMATION ON BORD SALES OPR |Administrative Ctr |7 years after
' maturity.

6.!SP1 BULLETINS/MEMORARDUMS
1. Containing Directive information | OFM |Administrative Ctr [Until super-

requiring action. Igeded or expired
2. Containing informaticnal data OFM |Administrative Ctr [While adminis-

oniy, not requiring aetion. . " ltratively usef
unless otherwise
Ispecified.

- »

FORA\THE TTORNEY AL F EXAMINER OF MUNICIPAL CORPORATIONS STATE Ancmv?r. !
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WASHINGTON STATE SCHOOL MSTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40,14.070 & WAC 414.24.05

SC.HEDULE NUMBER TITLE reTs
SD-16A ADMIMISTRATIVE CENTER OCTOBER 1976 FPAGE 2 ©F . PacESs
'.IDE""' RECGROS SERIES TITLE AND DESCRIFTION CLASS DISTRIBUTION Awpnorzlglzz:zn'rlou DISFOSITICN/ REMARKS
T. REPORTS REQUIRED BY SPI OFM WMdministrative Ctr.j Varies See SPI Reports Schedule
8. [LEASES, AGREEMENTS, RENTALS OFR Pdministrative Ctr.| T years after
termination of
agreement
Equipment OFR " " ¥ years after
termination of
lease.
Movable Relocatables OFR . " " ¥ years after
termination of
lease.
Real Estate OPR " " ¥ wears after
termination of
lease.
9. | COMMITIEES' PAPERS "Committees' Papers" refer to committee
Staff OFM hdministra‘bive Ctr.|1 year minutesss agendas, resolutions and
PTBA OFM ) \ "1 year correspondence for District standing,
Citizens Adwisory OFM " “«'| 3/ years,or ad hoecscormitbess, i.e., Staff, PTSA.
Dist. option.
Le’V}]’ Om " n " ” .
Bond Om n L1 " n
10.[COURT SUITS ‘
Employees OFM Administrative Ctr.|3 yrs. unless |Courts would have original pleadings
additional and proceedings.
\ litigation
Contréctors OFM " " |Same
‘Parents OFM " " | Seme
District 0FM " " | Same
Student OFM " " | Same
i THE ATTORNE GEN AL * IEF EXAMINER OF MUNICIPAL CORPORA TIONS STATE ARCHI
~~G#h.-504 .
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WASHIMGTOR STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE DATE 6
SD-16A ADMINISTRATIVE CENTER OCTOBER]97g [°4° 3 °F ° rre=
TEm RECCRDS SERIES TITLE AND DESCRIFTION CLASS DISTRIBUTION APPROVED MR ENTION DISPOSITION/REMARKS
11.| SCHOQL CALENDARS . ' 1 OFM (Administrative CtrJ Until super- Copy may be in permanent” Board Minutes
’ seded or become part of negotiated employee
contract or agreement.
12 |SCHEDULES (VARIOUS) OFM " " |Same as Ttem#1l.
13.|CONTRACTS
Real Estate . OFR " " {7 years after
sale or dispo- -
sition of ’
: properbys
Deeds - Property OPR I " [Same as above.
Maintenance OPR n " Teyearsvaft er
‘expiration
Rentals OPR ' " lSame as above
F—edera.l OPR n " L1} " "
Construction . OPR " L B v
Utilities : OFR " R I "
Electric .
Gas
Personal Services OPR " A B "

1k.| SUMMER SCHOOL

Report Summary, data collected OFM " " |3 years
for use in preparing state report.

15.]| TEVESTMERTS

Cash Flow Projections : OFM " " |3 years
Investment History OFM " " 13 years

Reports : OFM " - " |3 Years

X .
-'mli(\fbﬂ—ur\: CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS STYATE ARCHIPIST
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WASHINGTON STAT

E SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE

DATE

‘ SD-16A ADMINISTRATIVE CENTER OCTOBER 1976 Pace & or & eaces
'J.g_“ RECGRDS SERIES TITLE AND DESCRIFTION cLASS DISTRIBUTION AFFRO‘?‘;:':E:ENTION CISPOSITION/REMARKS
16. | RENTAL OF SCHOOL FACILITIES

" Policy OFM |Administrative Ctr {Until superseded

Application OFM " " |3 years

Billings OFR " " 7 years

Revenues OPR " " |7 years
17. |LAND ARD PROPERTY

Appraisal Information OFM " " year
18. ;DISTRICT POLICIES AND PROCEDURES OFM " " [Permanent Including superseded Policies and

Procedures.
Other Copies Until superseded| May be filmed at end of fiscal year whem
or cancelled. practicable.

19, |TUITION

Agreements wlother Distriects OFM __|Administrative,Ctr. T years after

explration

Billings OFM " " /B years

Revenues OFR " " IT years

Correspondence OFM " ¥ B years
20. |ACCREDITATION CERTIFICATES OFM " " s needed

" n OPR i{School Office Permanent
" " OFM [ESD Permanent
21, |IREPORT OF EVALUATION OF THE BUILDING|OPR Administrative Ctr [T years Completed new buildings.
FOR ACCREDITIATION <

22. |STAFF TRAINING AGERDAS OFM " " 0 yesr
23. |GENERAL & ROUTIWE CORRESPONDENCE - [OFM " " PBee SD-12 See SD-12, Item #3

FonX\l\:‘. ATTORNEY FNEL
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WASHINGTOM STATE SCHOOL DISTRICT

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

SCHEDULE NUMBESR TITLE DATE . A
SD-16A ADMINISTRATIVE CENTER OCTOBER 1976 feace 5 or 6 saces
e RECCADS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION Appaorsiglgg:znﬂou . DISPOSITION/REMARKS
2L, SUBPLUS PROPERTY }
Purchases, Invoices, copy of state|{OPR Accounting ' 7 years . May be filed in Accounting Services.
or federal -
.Boa.rC_I Minutes, Cash and Sales OPR |Accouting Lﬂ.mrtes — 1 yr  |Board of Directors copy Permanent.
Receipts " Receipts - T yrs{May be filed in Accounting Services.
25. |ATTENDANCE REPORTS \ ,
Monthly . OFM Administrative Ctr PUntil superseded{Will not be used after this year.
Qua.rterly OFM " " " " 1"t
Annually BFM ¥ " B years
26. [DISTRICT BOURDARYWINFORMATION OFR 5 " ?ema.nént
o7 | LELECTIDNS . : Informationy found™in Board Minutes
County Abstract of Official retained permanently with Board of
Election Returns OFM " " |T years Directors.
General/Special Levies OFM " "o
Bond Levies/Issues OFM " " T years
Special Ballot Titles, i.e., Sales [OFM " " |7 years
of Property
b8, HANDBOOKS oM " " |pistrict Option
P9, [(NSURANCE POLICIES i ] .
| Vehicles OFR n " {T years after
expiration,
Property DPR " " |same as above.
Student OPR . 7" n " " "
Bonding bPB " 1" " LL "
Llability . DPR n i i n "
¥Fo HE ATTORMN i RAL CHIEF EXAMINER OF MUNICTPAL CORPGRATIONS STATE ARCHI\”T )
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WASHINGTOM STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE

OATE

SD-16A ADMINISTRATIVE CENTER OCTOBER 1976 pree 6 or 6 eaces

':5.” RECORDS SERIES TITLE AND DESCRIFTION CLASS DISTRIBUTION APPRO\:‘EIS|:E¥ENTION DI5POSITION/REMARKS
29.| INSURANCE POLICIES (CONTINUED)

Equipment OFR |Administrative Ctr| T years after

expiration.

Burglary-Robbery OFR " " | Same as above.

Boiler OPB 1" " n 1 1"

Forgery OPR " n 1] " 11

School Boy Patrol OFR " : " noon "

-
FORIWE ATTORNEY GHNE ER‘

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NMUMBER

TITLE

ADMINISTRATIVE CENTER - PUBLIC RELATIONS

CATE

OCTOBER 1976

FAGE ]

OF ‘! PAGES

[V -~

‘Jg." RECORDS SERIES TITLE AND DESCRIPTION CLASS msrméunou APFRovMI-;gI:grennou DISPOSITION/AEMARKS

1. | VOTERS REGISTRATION LISTS OFM [Administrative Ctr | 3 Years

2. | LEVY PAMPHLETS OFM Administrative Ctr 3 Years

3. | PRESS RELEASES OFM | Administrative Ctr 3 Years or May be useful strictly for reference
District's
Cption

L, | STAFF NEWS OFM | Administrative Ctr| n n n 1 " n

5. | BOARD SUMMARTES DFM Administrative Ctr o " " 1 " n

6. | SCHOOL PAPERS OFM | School 3 Years

N

oyswa

. [ —— .
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WASHIMGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.650

SCHEDULE NUMBER TITL

SD-16C EJﬂ\DMINISTRATI\IE CENTER - NEGOTIATIONS

"OCTOBER 1976 |eace 7 or | mrces

ITEM
NGO

RECDORDS SERIES TITLE AND DESCRIFPTION

CLASS

TISTRIBUTION

MMM
APPROVED RETENTION

DISPOSITION/REMARKS

OF NEGOTIATION

name )

1. | KEGOTIATED EMPLOYEE CONTRACTS

2. | LETTERS OF UNDERSTANDING BETWEEN
DISTRICT & NEGOTIATING GROUP

3. | PROGRESS REPORTS ON NEGOTTIATIONS

L. | COPIES OF SPECIFIC SUBJECT AREAS

5. | GRIEVANCES (Filed under employee's

6. | IMPASSE INFORMATION

T. | ARBITRATION INFORMATTION

"

OPR

OPR

OFM

OFR

OFM

OFM

If no litigation occurs

Not always in board minutes

- Used for research purposes

Should not be filed | in personnel
folder

Administrative Ctr{T Years after
term. of contragt
Administrative Ctr|T Years
Administrative Ctr{2 Years
Administrative Ctr|2 Years or
District Option
Administrative Ctr|T Years after
term. of employd
ment
Administrative CtriT Years
Administrative Ctr|T Years

Public Em@loyeés Relations Commission
(PERC)

TR ATTORNE T FEERT .

CHIEF EXAMINER OF MUNICIPAL CORPCRATIONS

| STATE E?Hnnsr ;’ % '



Sb-17
COMPUTER REPORTS SCKEDULE

The nature of reports, and computer reports in particular, present unigue problems when attempting to develop
a general records retention schedule. ’

1. Report distribution and the number of copies generated freguently 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 pumerous and vo}uminous
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 retention for the primary
copy of a report.) The Primary C6py should normally be retaihed by the "Requesting Organization! (the organi-
which wanted the report gemerated,) for the length of time specified -in the s¢hedule. All other "recipient"
copies can carry an "until superseded,” or "until reference purpcese served" retention.

Computer reports vary greatly in data, content, data arrangement, distribution, pnumber of copies and titles
from distriet to district. It is not expected that the title/description or distribvition 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 varisnces. 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 documents would be . warrants, warrant registers, primary journals and ledgers of
entry, ete., and other records which are transactional in nature.

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

A. Pupil Services _ F. Central Stores

B. Budget . G. Equiprent Inventory . a
C. Fayroll =T H. District Revenue

L. Accounts Payable ‘ I. Genersl Fund

E. Food Services J. Transportation



WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24050

SCHEDULE NUMBER TiTLE

SD-17 A

COMPUTER REPORTS/PUPIL SERVICES

CATE

OCTOBER 1976 race |1 or 3 eases

ITEM
NO.

RECORDS S5ERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM
APPROVED RETENTION

OIBPOSITION/REMARKS

1.

FEDERAL SURVEY REPORTS - Public Law
874. Ho match list, all federal
list, all federal by school, resi-
dence & employment list. 1list -
student name, sex, grade, school,
guarter, code, remarks.
survey reports.

MONTHLY REPORT OF SCHOOL DISTRICT
ENROLLMENT AND'COMPUTER BACKUP
MEMBERSHIP REPCRT - by grade for
all schools, K~-12.0) Summary total
for State Report P-223.

STUDENTS RESIDIRG ON FEDERAL

FROPERTY REPORT - Used to reconcile

appropriate funding. Lists student
pame, No., grade and address.
Used to support Public Law 8T7h.

STUDENTS IN HOMEBOUND STATUS REEBORT
Used to reconcile funding & project
funding. Lists student name, I. D.
Ro., grade, sex.

REPORT OF STUDERTS CLASSIFIED AS
SPECIAL ED. - Count of special ed.,
handicapped, FTE, location. For®
preparation of E653.

A1l federal

OFM

OFM

OFM

OFM

OFM

District Acctg.

District Acctg.

District Acctg.
Pupil Services

District Acctg.
Pupil Services

District Acctg.

3 years or afie

audit

3 years

1l year
2 years

3 years
2 years

3 years

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

Fnd of school year summary may be kept
longernfor management purposes.

Mzay apply to cther tax exempt property.

®0ther Special Education Reports to be
fortheondng.

h\:"rHE. ATTCORNEY \ 7
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WASHINGTON STATE SCHOOL DISTRICT

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

el

SCHEDULE NUMBER | T/ TLE ; —Te

SD-17 A COMPUTER REPORTS/PUPIL SERVICES OCTOBER 1976 |{eass 2 oF 3  =maces
TTaM RECORDS SERIES TITLE AND DESCRIPTION cLass DISTRIBUTION APPRO N TION D15 B OS I TION/ R EMA H KS

6.|REPORT OF STUDENTS CLASSIFIED AS . | OFM |Dist. Accounting |3 years

PART TIME ~ Used to compute FTE,

7. PALTY BY HOMEROOM FOR SCHOOL - Lists} OFM |Dist. Accounting |1 year or less | By reguest
Room FNo., Tally 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 sttendance, days
gbsent, days taught.

9.|DISTRICT STUDENT ATTENDANCE - Y _OFM{Pupil Services 1 year
MOWRTHLY REGISTER -+ Lists pupil name,
I. D., numbery,grade, sex, address,
phone, birthday, absence, present,
entered, withdrawn.

10.1 SCHOOL TOTALS ATTENDAKRCE REGISTER - | OFM |[Dist. Accounting |3 years
Lists attendance totals by school, - : -

sex, days not enrolied, absence
totals, days taught totals.

11.|DISTRICT ATTENDANCE REGISTER TOTALS | OPR |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 absents year-to-date. as required, i.e., ethnic. '

n

—_— M
GAL-50A
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of attendance.

. ket
£ ATTORNEY NE

days taught for each school, lewvel,
K-12, ADA total, days absent, days

e -

(
WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCH el i ER TLE DATE
TSR COMPUTER REPORTS/PUPIL SERVICES OCTOBER 1976  |=c= 3 or 3 eaces
'Jg_"‘ RECORDS SERIES TITLE AND DESGRIPTION CLASS DISTRIBUTION APPRO\:‘E’:l:g.T‘ENTION DISPOSITIGN/REMARKS
12.|DISTRICT REGISTER & SUPPLEMENT OFR |Pupil Services Permanent May be used as a historical reference

Lists student name, I.D. No., grade, OFM |Dist. Accounting 2 years .

school, sex. (6/30 report)
13.| SUMMARY OF ATTENDANCE - Lists no. off OFM |Dist. Accounting |1 year

AL S
-

M
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFEREMNCE: RCW 40.14,070 & WAC 414.24.050

SCHEDULE NUMBER

TsTLE

SD-17g

COMPUTER REPQRTS/DISTRICT BUDGET OFFICE

DATE

OCTOBER 1976 pace 1 or |

PAGES

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MANMLI
APPROVED RETENTION

DIBPOSITION/REMARKS

1.

.| BUDGET STATUS REPORT OF REVENUES

BUILDING FURD BUDGET RFPORT BY
VARIOUS SORTS - Lists location,
type of project, description, cost.

BUDGET AND GENERAL FURD REPORTS

BY EMPLOYEE, CERTIFIED AND CLASSI-
FIED (MAY‘EE TWO DIFFERENT REPORTS)
Lists by various sorts.

GENERAL FURD ACTIVITY BUDGETpREFORT
REPORT - MATRIX - Lists program|by
cbject, salary, benefits, suppliess
books, contradtural services, travel
and capital outlays.

BUDGET REVENUE ESTIMATE REPORT BY
VARIOUS SORTS - Lists program code,
revenue code, location, amount.

& EYPENDITURES - Listing by
various sorts.

OFM

OFM

OFM

OFM

o

District Budget
Office

District Budget
Office

DistricteBudget
Office

District Budget
Office

District Budget

1l year

3 years

3 yeaxrs
(final summary)

Pntil supersede?

(Monthly report

1l year

1 year

Source for State Report F-196

e i
THE ATTORNEY] GENyERAL,
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WASHINGTON STATE SCHOOL DISTRICT
GEMERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NUMBER

TITLE

Sb-17C

COMPUTER REPORTS/DISTRICT PAYROLL

DATE

. OCTOBER 1976

OF

5

PAGE ]

6.

history & pey card, name, address,
birthdate, date employed, salary
schedule, contract, ecertificate,
term, -date, years of service,
degrees, contract amount, rate of
pay, monthly pay, distribution of
pay and deductions, leave, change
agpproval signatures.

TIME CARD EDIT LISTING - Lists
employee number, name, budget
account pumber, regular hours, over-
time hours, amount, absence, substi-
tute costs, exception report.

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

IPAYROLI. WARRANTS - Draft on district

Emoney .

e

OFM

OFM

OPR

OFR
OPR

Distriet Personnel

District Payroll

District Payroll

PDistrict Payroll
County Treasurer

termination
Until termina-
tion of employ-
ment

Until supersed-
ed

7 years

T yearé
T years

'JOE’” RECORDS SERIES TITLE AND DESCRIFTION CLASS OISTRIBUTION IPFROVME"D"::’:SNTION OIS OSITION/REMARKS
1. {PAYROLL CHANGE LIST - Shows person- |{OFM |District Payroll Until supersed-
nel number, name, change by item ed
number, old data, new data.
2. |(PAYROLL UPDATE - ERROR LOG -~ Reading|OFM |District Payroll Until supersed-
of errors and machine instructions. ed
3. |EMPLOYEE PAYROLL, RECORD - Personnel |OFM h)istrict Payroll T years after |Refer to Schedule SD-8, Item Number 1.

—u .

L
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NuUMBER TITLE

SD-17 C

COMPUTER REPORTS/DISTRICT PAYROLL

DATE

OCTOBER 1976

PAGES

PAGE 2

oF §

1TEM

NG RECORZS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM
APPROVED RETENTION

DISPOSITION/REMARKS

T. |PAYROLL BREGISTER - CERTIFIED AND
CLASSTFIED - Lists employee number,
name, regular eamings, extra pay,
hourly pay, reductions in pay, gross
pay, withholding, FICA, medical ald,
voluntary deductions, net pay.

MONTHLY REPORT OF EMPIOYEES' LEAVES
AND VACATION - Lists employee number
name , type of leave, vacation,
current/Year-to-Date, balance.

SUBSTITULE TEACHER REPORT -~ Lists
employee nughér, Dame, number |[of
days worked.

10. |WARBANT REGISTER - Listing of payroll
arrants, by name of payee, warrant
number, amount, date paid.

PAYROLL INDIVIDUAL EMPLOYEE YEAR-TO-
DATE PAY HISTORY - Lists employees'

name, annuities, gross pay, withhold-
ing, FICA, retirement, last pay date|

[DETATL, LIST - CLASSTIFIED RETIREMENT
CHARGES TOTAT, EMPLOYER CONTRIBUTION
Tists employee niumber, name, budget
pceount nugber, charge, total.

i

OFR

OFM

OPR

LOFR

OPR

OFM

District Payroll

District Payroll

District Payroll

District Payroll
County Treasurer's
Dffice

Pistrict Payroll

Pistrict Payroll

T years

1 year

Permanent, if
no other record
exists

T years

T years

5 years

Refer to SD-8, Item #6

Permanent, if no other records exist.
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFEREMCE: RCW 40.14.070 & WAC 414-24.050

SCHEDULE NUMBER TITLE

Sb-17 ¢

COMPUTER REPORTS/DISTRICT PAYROLL

OCATE

OCTOBER 1976

PAGES

oF §

PAGE 3

STEM

MO REGCCRDS 5ERIES TITLE AMD DESCRIPTION

CLASS

DISTRIBUTION

MERIMUM
APPROVED RETENTION

OIEPOSITION/REMARKS

PAYROLL DISTRIBUTION BY EMPLOYEE
NUMBER - Lists employee number,
name, budget account number, current
monthly pay, Year-to-Date - by
various sorts.

13.

1k, |INDUSTRIAL INSURANCE/MEDICAL AID
LISTING - Lists employee number,

. {neme, hours worked, Industrial In-
surance cost, Medical Aid cost,
employer Medical™Aid cost, total
Medical Aid, Total costs, salary -
by various sorts.

15. |[CHARGES FOR INDUSTRIAL INSURARCE,
FICA, RETIREMENT, MEDICAL, BY BUDGET
_|ACCOUNT NUMBER - TOTAL EMPLOYER
CONTRIBUTION - Lists budget account
number, and amount. Report for each
type of benefit.

ENCUMBERED PAYROLL REPORT - Used to
support federal report. Listg total
epcumbrances for month.

16.

GENERAL FUND EXPENDITURE REPORTS -
Lists by various sorts.

7.

OFM

OFM

OrM

OFM

OFM -

District Payroll

Districet Payroll

Distriet Payroll

District Payroll

District Payroll

2 years

5 years

2 years or
after audit

For life of
federal program

3 years (year-
end report)
Monthly report
(District
diseretion)

Used to compile State Report F-196

Refer to Payroll Schedule SD-8, Item #22

Refer to Distriet Accounting Services
Federal & Special Programs SD-6c.
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.058

SCHMEDULE NUMBER TITLE DATE
Sp-17¢ COMPUTER REPORTS/DISTRICT PAYROLL OCTOBER 1976 PAcE 4 ©F § PhAcEs
':g_” HECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION APPROVMEl:l:‘é:ENTION ’ DISPOSTTION/REMARKS
18. [CAFETERIA LABOR — SUMMARY OF MONTHLY [OFM [Pistrict Payroll Intil superseded
& YEAR-TO-DATE GENERAIL FUND EXPENDI- '
TURES - By various sorts. OFM [Food Services L year
1%, MATINTENANCE, TRANSPORTATION, LABOR, [OFM District Accountingfs long as FedertRefer to Schedule SD-6C.
ACCOUNTS PAYABLE DISTRIBUTION, Federal Project nl Project Files
[ENCUMBRANCE TRANSACTION LISTING - File are kept
For federal programs.
20. |TEACHERS' RETIREMENT SYSTEM, MONTHLY {0FM PDistrict Payroll 3 years Refer to Schedunle SD-8, Ttem #17
HREPORT ON MEMBERS SERVICE CONTRIBU-
ITIONS - Iists Social Security Number
member number, name & compensation,
contributions, days of service,
Heave credit,
27 . BTATE CLASSIFIED RETIREMENT REPORT - [0FM PDistrict Payroll 3 years Refer to Schedulée SD-8, Item #15
Lists Social Security Number, name,
salery, earnings, arrears, date.
2. FICA GQUARTERLY REPORT OF WAGES PAID|OFM District Payroll {L years
Lists Soecial Security Number, employ- frederal State Federal requires
ment , amount paid. ment
£3. PISPOSITICN OF SALARY WARRANTS - OFM District Payroll 1 year Summer use
[ists employee name, address, where
warrant deliveyred, school, payroll
office.
Pl HOURS WORKED BY BUDGET ACCOUNT NUM- [OFM DPistriet Payroll 1 year
‘ RER REPCRT -~ By various sorts.
FOR T ERA\TTORNEY ceraL 4 E.J(AMlNER OF MUNICIFAL CORPGRA TICNE
L\ S rariy
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" WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

26,

2T,

P8.

TAX STATEMENT - Lists federal tax
withheld, wages pald, other compen-
sation, FICA, withholding, name,
address, married status.

SALARY UPDATE LIST FOR FISCAL YEAR -
Lists employee number, nsme, days,

units, salary schedule, base salary,
sick leave, vacation, date of employ4
ment .

BUDGET FULL-TIME-EQUIVALENCY /SALARY
STATUS REPORTS| - By /varicus sorts.

[ists description, amount budgeted,
encumbered & expended, balance bud-
igeted funds, encumbered & expended

balance.

PAYROLL/ACCOUNTS PAYABLE GENERAL
FUND DISTRIBUTIOF REPORTS - By
various sorts. Lists amount, year-
lbo—date amount.

OFM

OFM

OFM

[Payroll Employee -
W-2 Form

District Payroll

Distriet Payroll

PDistrict Payroll

ment

eral require-

1l year

1L year

2 years

SCHEDULE NUMBER | TITLE DATE

Sb-17C COMPUTER REPORTS/DISTRICT PAYROLL OCTQBER 1976 pace § oF § Paces
'.Ig_“ RECORSS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION APPRO\:‘E"D“:S:ENTIGN DISPOSITION/REMARKS
25, W-2 FORMS AND LISTING - WITHHOLDING |OFM Federal District L years — Fed- |Refer to Schedule SD-8, Item 23

—
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WASHINGTOM STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER

SD-

TITLE

7D

COMPUTER REPORTS/ACCOUNTS PAYABLE

RATE

OCTOBER 1976 1

PAGE OoF PAGES

3

ITEM

NO.

RECCRDS SERIES TITLE AND DESCRIPTION

CLASS

MINIMUM

DISTRIBUTION APBAOVED RETENTION

DISPOSITION/REMARKS

1.

i

i

aen

VENDOR-NAME AND ADDRESS LISTING -
Iists vendor number, name & address.

ACCOUNTS PAYABLE DISTRIBUTION -
Encumbrance transaction list, batch
listing of invoice totals.

CONTROL LEDGER (ACCOUNTS PAYABLE
VOUCHER) - Lists purchase order num-
ber, vendor.number, certification,
alpha by vendor; name for each fimd,
|'building, general.

CLATMS /WARRANT 'REGISTER = Listing of
claims by vendor number, name, asmount
due, warrant number accompanied by
certification of pgyment approvel by
School Board Audit Committee. Auth-
orization to pay.

[WARRANTS

-~ Instruments issued in
payment . ‘

DETATLED LIST OF CURBENT MONTH REIM-
tBURSABLE EXPENDITURES - By complete
accowiting code, warrant number,
vendor identification number, name,
jpurchase order, department.

OFM

OFM

OPR

OPR

OPR

Ll

Until supersed-
ed

Accounting

ccounting Until supersed-

ed

HAccomting 7 years

L\.ccounting T years

*Acc‘:ounting T. years '

Until after

P.ccmmting n
' gudit

retention should be 1 year

If certified on individual voucher,

Cancelled warrants msy be retained by
County Treasurer

May be Vocational Technical or Federal
Programs State Report F-147

CHIEF EXAMINER OF MUNICIFAL CRORPORATIONS
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WASHIKGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE

SD~-17D

COMPUTER REPORTS/ACCOUNTS PAYABLE

DATE

OCTOBER 1976

PAGE

2 orF

3 Pages

FTEM

NO RECCRDS SERIES TITLE AND DESCRIPTION

CLASS

MINTMLIM

DIsTRIBUTION APPROVED RETENTION

DISPOSITION/REMARKS

T. [JOURNAL VOUCHER LISTING - Lists ven-
dor number, invcice/purchase order
number, budget account, program
location, object, department., amocunt)
entry date, building and general
fund.

8. |DETAIL LIST OF ACCOUNTS PAYABLE DIS-
TRIBUTION BY BUDGET ACCOUNT NUMBER -
Lists vendor number, vendor purchase
order number, budget account number,

amount .

OTE: A variety of other "detail
lists" of AccOunts) Paysble for genept
al and building funds, with similar
date, only varied in arrsngement may
be generated; if so, their retention
should be the same ss B above,

- IEXPENDITURE DETAIL LIST AND YEAR-TO-
IDATE SUMMARY OF GENERAL FUND EXPENDIA
RES - BY VARIOUS SORTS. ILists by
endor, identification number, name,
purchase order number, location, de-
partment, current amount, year-to-
date summary.

fiOTE: Other expenditures year-to-
date reports for general fund, build-
ing fund, cafeteria, ete., may be
wenerated, listing similar data, but
gpproved differently; if so retention

OFM

OFM

OFM

Until after
audit

[Accounting

Accounting 1l year

Beecounting 3 years

~Ehould be same as 9 ahove.

A \ <
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WASHINGTON STATE SCHOOL DISTRICT :
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 41424050

“*OCTOBER 1976

number and name, sllocation, current
expenditures, year-to-date, unexpend+
ed balance, encumbrances, umencum-
bered balance.

Principal's Copy

SCHEDULE NUMBER TITLE
SD-17D COMPUTER REPORTS/ACCOUNTS PAYABLE PAGE 3 oF 3 PaAcEs

TTEM RECORDS SERIES TITLE AND DESCRIPTIOR CLASS DISTRIBUTION . A-Pvlow:g:-'::tntlcu DISPOSITION/REMARKS

10. |ENCUMBRARCE REPORT - By various sort$ OFM jAccounting Until supersed-|May include general or building fund
Lists vendor number, name, purchase ed
order number, budget account number,
amount. :

11. [PRINCIPAL'S REPORT - Lists account |OFM lAccounting 3 years

e
B .
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.240%

- SCHEDULE NUMBER

SD-17E

TITLE

COMPUTER REPORTS/FOOD SERVICES

CATE

OCTOBER 1976 1 °F 2

PAGE

ITEM
HNO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

MINIMUM
APPROVED RETENTION

DISPOSITION/REMARKS

1.

DATLY LUNCE & CASE SALES REPORT -
Lists school, student lunches solad,
amounts, adult lunches sold, amount,
miscellaneous & milk sales, amount
extended, amount cash received,
totals. '

THLY LUNCH & CASH SALES REPORT -
ists summary of lunches & milk sold
by school day, guantities purchaseds
used and balance,

MONTHLY CASH REPORT - Sales by school
for lunches, regular reduced, with-
out milk, adulit lunches, extended
icash amount, cash received, over/
der.

INTHLY LUNCH COUNT - Count by
school of lunches received, regular,
reduced, free, worker, student,
faculty or adult, totals of all
lunehes sold. ‘

MONTHLY MITK COUNT - Lists by school
of milk purchased, available, used
by students & adults, totsl used and
reimbursable.

CAFYETERIA BALANCE REPORT - Lists
stock number, lo~ation, quantity,
unit costs. .

OFM

OFM

| OFM

JOFM

OFM

Central Office

Central Office

Central Office

Fentral Office

Central Office

Central Office:

3 years

3 years

3 years

3 years

3 years

3 years

If separate Food Services Accounting
primary copy is retained, Items 1 - 9.

HE ATTOR ¥ ERAL
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WASHINGTOM STATE S5CHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER |TITLE ' DATE

SD-T7E COMPUTER REPORTS/FOOD SERVICES CCTOBER 1978 PAGE P oF P PAcEs
ITEM RECCRDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTION APEROVED METENTION CIS2 0S|I TION/REMARKS
7. |CAFETERIA "ON-HAND" REPORT - Lists |OFM |Central Office 1 year

Item stock nurber, guantity on hand,
number served, amount to order,
year-to-date, guantity, size of
units issued, item description, unit
cost, extended amouwnt, tax, totals.

8. {CAFETERIA REGION EXTENSION REPORT - |OFM [Central Office 3 years
Lists stock number, item description
quantity, how issued, unit and r
measures, unit price, extended
amoun®, 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
ibe the same as the Year-to-Date Cash
Summary .

b
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 4142405

SCHEDULE NUMBER

TITLE

OATE

stock number, item descriptiom, unit
lprice, extended amoumt, sales tax,
total amount.

[REPORT - Lists gquantity, unit/measuré

SD-17F COMPUTER REPORTS/CENTRAL STORES/WAREHOUSE OCTOBER 1976 Pace ] oF | eaces
‘Jg_"‘ RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION ‘PPROV"E’:":&":EN“ON DISPGSITION/REMARKS
1. QENTBAL STORES BALANCE REPORT - OFM |Central Office Until after

Lists stock number, budget account audit
number, quantity, wnit costs, totals
2. |CENTRAL STORES — ON-HAND INVENTORY {OFM [Central Office Until after
REPORT - Lists stock number, gquanti- gudit
ty "on-hand," minimum quantity, to |OFM [Central Stores 1 year
be ordered, year-to-date quantity,
unit/measure, item description, unit
cost, extended amount, tax, total.
3. |CENTRAL STORES REQUISITION EXTENSION |0FM [Kentral Office Until after

F EXAMINER OF MUNICIPAL CORPORA TIONS
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74070 & WAC 414.24-.050

TITLE

TO~-DATE - Listed same as Item #1.

@

SCHEDULE NUMBER DATE
Sb-176 COMPUTER REPORTS/EQUIPMENT INVENTORY OCTOBER 1976 pacE ] oF ] Paces
oM RECCADS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION APPROVED HETENTION DISPOSITION/ REMARKS
1. |MONTHLY INVENTORY CONTROL REPCRT - |[OFM |[Central Office 1 year All other copies retained until
Lists class/item, location, date,  superseded
unit cost, description of item,
quantity, purchase order number,
room number.
2. |(EQUIPMENT INVERTORY NEW ITEM LIST - [OFM . |[Central Office 1 year
Listed same as Item #1. Location
3. |CBANGES % IEIETICONS TO EQUIPMENT OFM  [Central Office 1 year
INVERTORY FILE LISTING - Listed same Tocation
as Item #1. '
i, |CHANGE/DELETE GARD INPUT .- Lists OFM {Central Office Y year -
discrepancies, changes or deletions
erroneously entered or left from
jmaster file.
5. |EQUIPMENT INVENTORY SUMMARY — YEAR- |[{OFM [Central Office 1l year
TO~DATE - Listed same as Item #1.
6. [EQUIPMENT IRVENTORY LISTING - YEAR- {OFM (Central Office 1 year
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WASHINGTOR STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414-24.050

SCHEDULE NUMBER TITLE DATE .
SD-17H COMPUTER REPORTS/DISTRICT REVENUE OCTOBER 1976 PAGE ] ©OF ] Paces
'Jg_“ RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION A”PROthg':g!r‘EHTION DISPOSITION/REMARKS
1. |[EEVENUE CONTRCL REPORTS -~ Lists by |OFM |Central Office 3 years or
various sorts. mtil after
audit
‘2. REGULAR REVENUE RECEIPTS JOURRAL - OPR |[Central Office T years

Lists batch number, date, receipt
umber, account number, description,
amount.

3. |REVENUE BECEIPTS LEDGER - Lists OPR [Central Office T years

receipt number, date, description of
ifem, amount.

o
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WASHINGTON STATE SCHOOL DISTRICTY

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCwW 40.14.070 & WAC 414-24.05

SCHEDULE NUMBER

SD-171

TITLE

COMPUTER REPORTS/GENERAL FUND

pace | oF ]

**GCTOBER 1976

FAGES

ITEM
NO.

RECQORDS SERIES TITLE AND DESCRIPTION

~
DISPOSITION/REMARKS

1.

SUMMARY OF BASIC EDUCATION PROGRAMS
BY BUDGET ACCOUNT NUMEBER - Lists
budget account number, amounts,
report for each,

SUMMARY OF PRO-RATED PROGRAM BY
BUDGET ACCOUNT NUMBER

ACCOUNTS PAYABLE - GENERAL FUND -
DISTRIBUTICN, PAYROLL - Lists by
program, year-to-date amount.

SUMMARY OF YEAR-TO-DATE GENERAL FUND
[EXPENDITURES - Lists in detail by
various sorts, year-to-date.

GENERAL FUND PAYROLL HOLDOVER ARD
ROGRAM DISTRIBUTION - Lists by
various sorts, year-to-date.

(ENERAL FUND DISTRIBUTION OF
IACCRUALS - Lists by various sorts,
year-to~date.

ACCOUNTS PAYABLE/PAYROLL - GENERAL
[FUND DISTRIBUTION - Lists by wvarious
sorts, year-to-date.

cLASS DISTRIBUTION ADPRov“Elg':g:zp.aﬂou
OFM [Central Office 3 years
OFM |Centra.1 Office 3 years
OFM [Central Office 3 years
OFM YCeniral Office 3 Years
OFM PCentral Office 3 years
OFM [Pentral 0ffice 3 years
OFM FPentral Office 3 years

Used|to compile State Report F-196.
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WASHINGTOM STATE SCHOOL DISTRICT

REFERENCE: RCW 40.74,070 & WAC 414.24.05

GENERAL RECORDS RETENTION SCHEDULE

\j»\ 504

SCHEDULE NUMBER TITLE DATE
SD-17 J COMPUTER REPORTS/TRANSPORTATION OCTOBER 1976 Pace ] ©F ] Paces
hTaM RECORDS SERIES TITLE AND DESCRIPTION cLass DISTRIBUTION APPROVED NETENTION DISPOSITIONK/REMARKS
1.] GAS & OIL REPORT OFM | Trans. Dept. 3 years All other copies, retain until
Lists vehicle no., gallons used, | Central Office superseded (Ttems 1-3)
labor, hours and cost.
2./ GAS, OIL AND LABOR REPORT OFM | Trans. Dept. 3 years
Lists year & date, annual or semi- Central Office
annual.
3.1 GAS, OIL/LABOR BATCH CONTROL OFM | Trens. Dept. 3 years
Lists total for oil, gas, by batch Central Office
£ e . )
F‘XW . JSHIEF EXAMINER OF MUNICIPAL CORPORATIONS STATE &RCH“T—T}_ i
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

ICHEDULE NUMBER TITLE DATE -
SD-17K COMPUTER REPORTS/GENERAL LEDGER February 1977 PAGE 1 OF g Trees
IQE_M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENT?ON DISPOSITION/REMARKS
i. General Ledger Journal! Vouchers OPR Accounting - 7 years
2. General Ledger Balance Sheet QPR Accounting 7 years The 6/30 report might be used for

F-196 report. Reports are used for
7 year comparison, history and
statistical information.

-~ “
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{ (
W_ASH"‘GTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050
DA 7T TRAFFIC SAFETY OFFICE “"T"OCTOBER 1976 lrrce 1 or 2 races

1ITEM

RECCRDS SERIES TITLE AND DESCRIFPTION

CLASS

DISTRIBUTION

MINIMUM
APPROVED RETENTION

DISFOSITION/REMARKS

LY

IRSURARCE OF LOANED CARS FOR TRAFFIC
SAFETY

WASHINGTON STATE UNIFORM ACCIDERT
REPORTS, WSP #161/REPAIR BILLS AND
ESTIMATES

AGREEMERT FOR USE OF TRAFFIC SAFETY
EDUCATIOR CARS

LEASE/PURCHASE OF SIMULATORS

SERVICE AGREEMENT

PURCHASE REQUISITION/PURCHASE ORDER

OFR

OFM
OFM
OPR
N/A;

OFM
R/A
R/A

OFM

OFR
OFM

OFM

OFR
OFM
OFM

E

JHE ATTORNEYf G E

AL 1L

Central Office

Transportation
Traffic Safety
State Patrol
Insurance Company

Traffic Safety

Dealer

Regional Ofe.Alto
Manufacturer
Dept. Of Mtr.
Vehicles

Accounting
Traffic Safety

T years sfter
termination
of policy

3 years

3 Years

3 years/film
N/A

Until super-
seded or new
car obtained
N/A
E/A

Until super-
seded or new
car obtained

7 years
3 years after
termination of

lease/purchase
agreement
Purchasing Until super-
Traffic Safety gseded
Accounting T years
Purchasing - 3 years
Traffic Safety 3 years
inator 1l vear

CHIEF EXAMINER OF MUNICIPAL CORPORATIONS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE

DATE
SD- TRAFFIC SAFETY OFFICE OCTOBER 1976  {®°5 2 ©°F 2 Paces
1TEM RECORPS SERIES TITLE AND DESCRIFTION CLASS DISTRIBUTION APPROVME‘g':g::ENTlon DISPOSITION/REMARKS
T. APPLICATION FPOR FROGRAM APPROVAL OFM | Traffic Safety 1l year after
pprreement between State and School acceptance
District - State Report#M-365Bh4
8. CURRICULUM GUIDELINES OFM | Instruction/Traf- { Until Super- See Instruction's Curriculum Zuidelines
fic Bafety seded
OFM | School Until Super-
seded
9. CLATM FOR REIMBURSEMENT FROM STATE OFM | Traffic Safety 3 years
ON DISTRICT/NOR-DISTRICT STUDENTS OFR |Accounting T years
10. [TRAFFIC SAFETY CERTIFICATES FOR OFM | School District Until student

DISTRICT/NONADISTRICT STUDERTS reaches 18 yrs

of age
OFM | Dept. of)Mir. 2 years
Vehicles
N/A | Insurance Co. u/A
11. RECEIPTS FROM MONIES FOR TRAFFIC OPR | Accounting T years
CAFETY EDUCATION OFM | School 3 years
12, {INDIVIDUAL STUDENT. RECORDS OFR { School T years See Puplil Records Schedule

Tneludes student's progress, daily
program attendance, evaluative
results.

See SPI Bulletin #9-76, 6/1/76, pg. 2.

[13. k.ISTS: a. Students completing course; OPR |Traffic Safety T years See SPI Bulletin #9-7T6, 6/1/T6, pg. 2.
b. . Students completing course re- .

ceiving failing gradeg; c. Students
officially withdrawn or transferred.
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REPORTS MANAGEMENT

As stated previously, retention scheduling is only one cbjective of a Reports Management program. The
objectives of Reports Management sre:

Identify reports being produced

Provide visibility of report volume and cost

Control the creation of new reports

Establish a2 means of eliminating obsolete reports

Determine the pumber of man-hours reguired for report generation
Provide effective distribution and outlet capability

Improve report quality and effectiveness

Promote exception-type reporting where feasible

Include reports as part of records retention program.

TN W W

A report is defided as a writiten or printed statement of statistical, operating status or administrative
information which is designed to assist in the decision-making process and is| published on a pericdic basis.

For further informatien 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, ineluding forms format, definitions, implementation and systems maintenance
procedures. (No charge.) '




WASHINGTOM STATE SCHOOL DISTRICT

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

SCHECULE NUMEES

TiTLE

SD-19 STUDENT RECORDS

DATE

FEBRUARY 1977

PAGE '| PAGES

oF4

ITEM
NG

RECTSIS SERIES TITLE AND DESCRIPTION CLASS

DISTRIBUTION

RETENTION

DISPFOSITION/REMARKS

STUDENT RECORDS DEFINED -

All personally identifiable informa-
tion maintained by a school district
directly related to 2 student regardr
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.

STUDEMT PERMANENTRRECORD CARD(S)
(may alsc be walled GUIDENCE RECORD,
CUMULATIVE RECORDyCARD oxnTRANSCRIPTJOPR
This series will probably contain
one card each for the Elementary.
Middle and High Schocl levels, and
may include the following informa*~ . yOPR
tion:
a. Student's legal name.
b. Any other name by witich the stu- !
dent is or has been known.

OPR

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 guardiams.

h. Date of 2ntry or admission into

school or school system.

Elémentary

Junior High ‘or
Middle School

Senior High

Permanent

Permanent

Permanent

SUGGESTED"PROCEDURES :

Forward with student te next level, or
retain [atwschool juor transmit to central
records system — may be microfilmed in
liey of retaining hard copy.

This series may also be abstracted from
documents in the “Student Cumulative
Records" and filed with those records
untlil the '"Cumulative Records" are dis—-
posed of.

If the Permsment Records are to be micro
filmed, they must be donme so in accord
with state standards. Informatiom regarf
ding those standards can be obtained
from the Washington State Archives.
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.T4.070 & WAC 414-24.050

SCHEDULE NUMBER

TITLE

sD-18 STUDENT RECORDS

“FEBRUARY 1977 age 2

'3:4

PAGES

1ITEw
~NO

RECCRDS SERIES TITLE AND CESCRIPTION CLASS

DISTRIBUTION

RETENTEION

DISPOSITION/REMARKS

'is a standard term for reports of

i. Name of school or institution
from which the stu-ent was recei-
ved.

j. Courses with applicable marks andp
or reports (High Sehool only) -
see appendix #1 for content detail.

k. Progress data, GPA for completion}
(High School only).

1. Date of withdrawlal.

m. Transfers — where transferred.

n. Racial or ethmnic origin.

o. Record of Acress sheets - document

tation of various parties reques-
ting information.

STUDENT CUMULATIVE) RECORDS (Student
Folder)} - Student Cumulative Records

OFM

continuous and current significant

concrete information of the strudent'

developmental progress during enroll

ment in school and will gemerally

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, psycological and profici-
eucy test results and related con
ditiens.

or

The Cumulative
Record will be
trans ferred from
level to level as
the student pro-
gresses through

the scheol system.

5 \years after
graduation. or
withdrawal from
Senior High
-or-
3 years after
withdrawal (or
no show) from
Elementary, Mid-
dle School or
Junior High.
—or—
Until parent re-
quest for dele-
tion (or request
by a student ove

SUGGESTED PROCEDURES:
Purge folder accerding to district poli-

cy at Elementary, Middle and/or Junior
High levels.

At end of retention period purge folder
and destroy all but the STUDENT PERMA-
KENT RECORDS CARDS (See Item #1).
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NUMBES

TrTLE

5D-19 STUDENT RECORDS

DATE

FEBRUARY 1977

PAGES

PAGE 3

oF &

ITEM
i NO

RECCORDS SERIES TITLE AND DESCRIPTION

CLASS CISTRIBUTICON . RETENTION

PISPOSITION/REMARKS

I

Enrollment and attendance.
Performance.

Educational and vocational plan.
Honors and activities.

Work experience.
Teacher/counselor comments.
Permanent Record Card as defined
in Item #1.

1. Record of acces sheet — requests
for recordsdinformation amd Zppro
vals.

Beas H D00 Fh (D

CONFIDENTIAL REPORTS AND RECORDS
(May also be known'as STANDARD RE-
PORTS, GUIDENCE 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,

correciions officers or agencies, et

-the age of 18)
under the provi-
$ions of the

‘Rights & Privacy
Public Law of

1975 #20
USC-12326, 45
CFR, Part 99

OM Elementary, Middle i3 years from
Schoel, Junior orydate ofsgraduac-
Senior High. tion or withdra-|
wal from Senior
High
—or-

. I3 years after
ithdrawal (or
o show) from

le or Junior
igh
—-or—
til parent re-
quest for dele-
tion (or request
Dy student over
ES) under the
rovisions of th
] ducation

\OmERAL -‘

EF EXAMINER OF MUNICIPAL CORPORATIONS

lementary, Mid-

e

At Loenneed

\Family Educationial

Act.

SUGGESTED PROCEDURE :~

Any suchmreport should be accepted only
with the approval of the parents or
guardians and with the understanding
that it will not be incorporated into
the Student Cumulative Records or the
Special Student Services Records.

ts. § Privacy-Act.
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER TITLE OATE
SD-19 STUDENT RECORDS FEBRUARY 1977 FAGE 4 °F 4 Phoes
|J°E‘M RECORDS SERIES-TITLE AND DESCRIPTION CLASS CISTRIBUTION RETENTION DISPOSITION/REMARKS
4, [SPECIAL, HANDICAPPED & GIFTED STU- |OFM | District Special |5 years after SUGGESTED PROCEDURE :
DENT SERVICES RECORDS - These rec- Student Services |provision of Special, Handicapped & Gifted Student
ords originate as reports written by Director to the |educational ser-j Services records should be separated
Student Services workers or other extent that the |vice has ended | form the Student Cumulative Records
authorized shool persomnel for the Special Student (5 years after | folder as per the limited access provi-
express use of other professionals Files are kept graduation or sions of the Family Educational Rights
within the agency. Includes teacher separate from the [withdrawal) Privacy Act.
or counselor observations, verified Student CumulativJ:r 5 years aften
reports of serious or recurrent be- Records. student has at-
havioral problems, and selected ; ' tained the age
health data. Used to assess student of 21.

for placementmin specialpprograms,.

5. |STUDERT DISCIPLINE | RECORDS - OFMun SchoelpPrincipal, |2 years
These reperts are prepared by school Office of Givil
principals under theyrequirements of Rights

the Office of Civil Rights (Title IX
:Section 901{a)). The report includes
a description of the violation in
terms of the school's Student Rights
and Responsibilities 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.
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE

DATE

. {___SD-20A SPI_REPORTS/ACCREDITATION/APPORTIONMENT -APPROVAL MARCH 1978 PAGE j ©oF ] PAsEs
| sl * RECORDS SERIES'TITLE AND DESCRIPTION } crass DISTRIBUTION RETENTION : DISPOSITION/REMARKS
11. .Cﬂ300 ANNUAL SCHOOL DISTRICT REPORT |OFM | Sch, Dist. Offices| Until supersededl (OPTIONAL) First issued 1971-72
FOR ACCREDITATION State Board of Ed.flntil superseded’| Suspended 1977-78
2. |C-~303 SCHOOL DISTRICT -REPORT FOR OFM | Sch. Dist. Offices] Until supersede First issued 1971-72

APPROVAL FOR THE PURPOSE OF
APPORTIONMERT

SP1
State Board of Ed.

ntil superseded’
Until superseded
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WASHINGTON STATE SCHOOL DISTRICT

REFERENCE: RCW 40.14.070 & WAC 414.24.05

GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER TITLE —
SD-20B SPI REPORTS/ADULT BASIC EDUCATION MARCH 1978 FASE 1 °F ] TAeES
IJgTA RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTICN DISRPOSITION/REMARKS
1.} F-115 ADULT BASIC EDUCATION CLAIM |[OPR | School District 7 years First issued 1970-71
SPI 7 years
2.| P-173 CONTINUING SURVEY OF ENROL- |OFM ! School District Until supersedeg First issued 1970-71 (previously OE
LEES IN ADULT BASIC EDUCATION PRO- SPI 3 vyears 3081)
GRAMS
3. | M-220 ADULT BASIC EDUCATION LIST OF!OFM School District 1 year First issued 1970-71 (deleted 1976-77
MATERIALS SP1 1 year
4.} D-227 ADULT EDUCATION - APPLICATION}OFM | School District 5 years First issued 1970~-71
FOR CERTIFICATE, OF EDUCATIONAL COM-{0OPR SPI Permanent
PETENCE
5. | E-258 FINANCIAL STATUS REPORT FOR |OPR | School District 7 years First issued 1970-71
ADULT BASIC EDUCATION SPI ' 7 years
6.1 C-259A APPLICATION FOR ALLOTMENT OPR | School District 7 years First issued 1970-71
ADULT BASIC EDUCATION SPT 7 years
7. | M-736 MONTHLY ATTENDENCE FOR TITLE |OFM | School District 1 year First issued 1976-77
XX INDO-CHINESE REFUGEE CONTINUING DSHS 3 years
EDUCATION COURSE
8. ] M-738 APPLICATION FOR APPROVAL OF = [OPR | School District 7 years First issued 1976-77
ADULT BASIC EDUCATION COURSES 5PL 7 years
9. ‘F—774 COMMUNITY EDUCATION PROGRAM OFM School District Until super@edeg First issued 1977-78
© STATUS & ROSTER UPDATE SPI Until superseded
&R THZ ATTO TﬁEY GENERAL “n EXAMINER OFMMUNICIPAL GORPCRA TIONS STATE AR;fuvlsT
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBER

TITLE

CATE

;
f
i

.
h

N .
TR\ HE ATTORNEY IHAL ¥
« i —

SD-20C SPI REPORTS/BUDGET MARCH 1978 PASE oF PaGES
',Ig_" RECORDE SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
1.} PRELIMINARY BUDGET REPORT: OFM | School District Until superseded Package first issued 1971-72
: by final budget (deleted 1977-78)
F-194 PRELIMINARY BUDGET package (previously A-17-4)
EDS Until superseded
¥F-201 CHECKLIST FOR REVIEW OF PRE- by final budget
LIMINARY BUDGET package (previously A-17-B-2)
_ SPI Until superseded
F-205 PRELIMINARY BUDGET REVIEW by final budget
REPORT package (previously A-17-B-1)
2.{ FINAL BUDGET REPORT: OPR | School Board Permanent Package first issued 1971-72
Minutes
F-195 FINAL BUDGET OFM | School Districg Until after audit | (previously A-17-B)
ESD 3 years
F-202 CHECKLIST FOR REVIEW OF FINAL SPI 7 years .
BUDGET County Auditor 1 year (previously A-17-B-3)

F-203 REPORT OF ESTIMATED ANNUAL
ENROLLMENT AND COMPUTED WEIGHTED
ENROLLMENT

F-204 COMPUTATION OF ESTIMATED PER
PUPIL SUPPORT FROM LOCAL AND STATE
LEVELS

F~752 PETITION FOR APPROVAL TO IN-
CLUDE RECEIVABLE COLLECTABLE IN BUD-
GET (OPTIONAL)

(previcusly A-17-1/A)

(previously A-17-1/C, deleted 1977-78
replaced by F-203)

F-752 first issued 1976-77 (sauple
form - may or may not be used)
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WASHINGTOMN STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE TATE
sD-20C SPI_REPORTS/BUDGET MARCH 1978 etz o3 e
IJOEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION , DISFOSITION/REMARKS
3| F~186 (A, B & C) ANNUAL SCHOOL OFM | School District 2 years First issued 1970-71
DISTRICT BUDGET REPORT: ESD 3 years {previously A-57-1)
SPI 7 years
PART I - REVENUE
PART 11 - EXPENDITURES
PART III - COST ACCOUNTING
4 ) F-198 MONTHLY BUDGET STATUS REPGRT | OFM | Scheool District  |Until supersedeqd  *Qptional unless budget extention
requested
First issued 1971-72 (previously MFD
1Y
5.t F-199 CONSOLIDATED)BALANCE SHEET OFM | School District Until super@eded *Qptional lunless budget extension
requested
First 1ssued 1971-72 {(previously MFD
-2)
6. F-200 REQUEST FOR BUDGET EXTENSION ! OPR | Schoeol District 7 years First issued 1971-72 (previously IBD-
ESD 3 years 1)
S5P1 7 years
State Auditor 7 years
County Auditor 7 vears
County Treasurer |7 years
7.| F-481 COMPUTATION OF ESTIMATED OFM | School District Until after audift First issued 1972-73 (previously F-453)
AMOUNT DUE AND ACTUAL AMOUNT DUE EsD Until after audiit
HIGH SCHOOL DISTRICT FOR EDUCATING SpI 3 years
PUPILS FROM NON-HIGH DISTRICTS County Auditor Until after audilt
County Treasurer |Until after audilt
[ Y
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCw 40.74,070 & WAC 414.24.050)

o awEe P ecewew A =

SCHEDULE KUMBER TITLE DATE
SD-20C SPI _REPORTS/BUDGET MARCH 1978 FAGE 3 OF g TACES
'Jg_” RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSI TION/REMARKS
8.| F-658 REPORT OF PAYMENT TO FIRE OFM | School District Until after audit First issued 1975-76
DISTRICTS ESD Until after audilt
OPR | SPIL 7 years
9.] F-638 APPLICATION FOR WEIGHTING FOR | OFM | School District Until notificatilon First issued 1974-75
A REMOTE SCHOOL WITHIN A SCHOOL ESD Until notificatijon
DISTRICT OPR | SPI 7 years
10.1 F-780 LEVY LID CALCULATION WORK- OFM | Schoel Pistrict 1 year First issued 1977-78
SHEET SP1 3 years
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

TN | ‘

SCHEDULE NUMAER TITLE CATE
SD-20D SPI REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 15678 FAGE ] OF g PAGES
IJOEIM RECZRDS SERIES TITLE AND DESCRIFPTION CLASS DISTRIBUTION RETENTION DISFAOSITION/REMARKS
1. | F-124 APPLICATION FOR GRANT/ESEA OFM | School District 5 years or until First issued 1970-71
TITLE IV PART C after Fed. audit (previously FBA 83)
SPL 5 years or until Program previously Title III
after Fed. audit
2. | F. 2254 APPLICATION FOR GRANT/ESEA | OFM | School District 5 years or until First issued 1972-73
TITLE I MIGRANT - SUMMER PROGRAM after Fed. audit Deleted 1977-78
SPI 5 years or until (previously F-175)
after Fed. audit *Replaced by F-747 (see item #26)
3. | ESEA COMPREHENSIVE APPLICATION OPR | School District 5 vears or until] First issued 1975-76
(Discontinued Package) aftier Fed. audig Deleted 1977-78
SPI J years or until #Replaced by Current Package
F-149A COMPREHMENSIVE PROGRAM APPLI- after Fed. audid (See Ttem #26)
CATION FOR FISCAL YEAR )
C-2308 FUND SQURCE FACE SHEET -
TITLE IV, PART B -
C-230C FUND SQURCE FACE SHEET -
TITLE IV, PART C ]
4 C-230M FUND SOURCE FACE SHEET -
TITLE I, MIGRANT
C-230R FUND SOQURCE FACE SHEET - .
TITLE T, PART A AND NED
».
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WASHINGTON STATE SCHOOL DiSTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74,070 & WAC 414.24.050
SCHEDULE. NUMBER TITLE CATE
SD-20D SPI REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 FAe® 2 °F g PReEs
IJE'M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
4. | F-263 TRANSFER OF UNEXPENDED ESEA OFM | School District 5 years or until First issued 1971-72
TITLE I FUNDS FROM PREVIOUS YEAR after Fed. audit Deleted 1977-78
SPI 5 years or until
after Fed. audit
5. | P-334 CERTIFICATE OF PUPIL ELIGI- OPR | School District 5 years or until First issued 1971-72
BILITY -~ MIGRANT EDUCATION PROGRAM aftrer Fed. audit
6. | M-337 EQUIPMENT INVENTORY - MIGRANT| OFM | School District Until supersede First issued 1971-72
EDUCATION PROGRAMS SPI Until supersede
7. | M~480 LOCAL SUMMARY OF ESEA TITLE I| OFM | School District 5 years or unti] First i1ssued 1972-73
PROGRAMS after Fed. audig Deleted 1977-78
SPI 5 years or until
after Fed. audit
8. | M-487 TITLE I PART B LETTER OF IN- | OFM | School District 5 years or until First issued 1973-74
TENT REVIEW FORM after Fed. audit Deleted 1976-77
SPI 5 years -or unti] *Replaced by F-744-48 (see item #30)
after Fed. audif
9. | F-510 ANNUAL REPORT FOR ESEA TITLE | OFM { School District 5 years or until First issued 1973-74
ITTI FROM PROJECT MANAGERS after Fed. audif Deleted 1975-76
SPI 5 years or until
after Fed. audit
-R0. | F-579 TITLE I APPLICATION REVIEW OFM | School District 5 years or unti] | First issued 1974-75
CHECKLIST "APPLICATION FOR GRANT after Fed. audit Deleted 1976-77
F-149" SPI 5 years or until *Replaced by F-580
after Fed. audit
[N .
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NUMBER

5)-200

TITLE

CATE

LY

SPT REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 FACE 3 OF f TaeES
IJOE'M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPCSITION/REMARKS
11.| F-580 TITLE I INSTRUCTION COMPONENT | OFM |School District |5 years or until  First issued 1974-75
REVIEW CHECKLIST (F-745B) after Fed. audif
SPI 5 years or untill
after Fed. audit
12.| F-581 ESEA TITLE I INVENTORY REPORT } OFM | School District 5 years or uatil} First issued 1974-75
FOR FISCAL YEAR after Fed. audif
13.| F-582 REQUEST FOR AUTHORITY TO DIS- First issued 1974-75
POSE OF ESEA TITLE I
13.|¥-583 REPORTyOF DISPOSAL OF ESEA OFM |School Distriet 5 years or until First issted 1874-75
TITLE 1 EQUIPMENT after Fed. audit
SPI 5 years or until
after Fed. audit
14.| F-597 UNEXPENDED OR UKENCUMBERED OFM {School District 5 years or umntil First issued 1974-75
' FUNDS FOR MIGRANT CHILDREN EDUCATION{ after Fed, audit Deleted 1977-78
PROJECT S5P1 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
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.05
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SCHEDULE NUMBER TITLE DATE .
D-20D SPI_REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 ReE 4 T 6 e
'Jg_” RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
16.} F-626 STATEMENT OF AGREEMENT COVER- | OPR | School District 5 years or until First issued 1975-76
ING RECEIPT AND EXPENDITURE OF TITLH after Fed. audit
I & MIGRANT EDUCATION FUNDS SP1 5 years or until
after Ped. audit
17.i F-667 ESEA TITLE I MONITORING FORM | OFM |School District 5 years or until First issued 1975-76
after Fed. audif
SPI 5 years or until
after Fed. audif]
18.: F-674 SPECIAL (INCENIIVE ESEA TITLE [ OFM | School District S5\years or uatil First issued 1926-77
I, PART B APPLICATION after Fed. audit
SPI 5 \years or until
dfter Fed. audit
19.} M-683 NO WIDE VARIANCE COMPUTATION | OFM |School District 5 years or until First issued 1976-77
after Fed. audit
SPI 5 years or until
after Fed. audit
20.{ F~693 NOMINATION FOR ESEA TITLE I OFM | School District Until superseded First issued 1976-77
STATE ADVISORY BOARD SPI Until superseded
21.| F-696 FINAL PERFORMANCE REPORT - OFM [School District 5 years or until First issued 1975-76
SPECTAL GRANT ESEA TITLE II after Fed. audid Deleted 1977-78
SPI |5 years or until] (previcusly $S-18)
after Fed. audit
" ra
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414-24.056

SCHEDLULE WUMRER

TITLE

CATE

$D-20D SPT REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS MARCH 1978 PAGE § ©OF g FAeES
IJOE‘M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENT!ION DISPOSITION/REMARKS
22.] F-700 MAINTENANCE OF EFFORT — ESEA | OFM | School District 5 years or until First issued 1976-77

23.

24,

25.

26.

TITLE I

M-719 MIGRANT PROGRAM IMPLEMENTATION OFM

REPORT TITLE I

M-722 WASHINGION STATE MIGRANT ED-
UCATION PROGRAMJMONWNITORY INSTRUMENT

F-731 ESEA TITLE I IMPLEMENTATION
REPORT

ESEA COMPREHENSIVE APPLICATION

F-744 COMPREHENSIVE PROGRAM APPLI-
CATION - PART I DATA SUMMARY AND
ASSURANCES

F-745A PART 2 TITLE I REGULAR PART
A, N & D, PART B PUBLIC LAW 874 LRH

OFM

OFM

OPR

SPI

School District

SPI

School District

5PI

School District

5PI

School District

SPI

audit
until
audit

after Fed.
5 years or
after Fed.

until
audif
until]
audif

5 years or
after Fed.
5 years or
after Fed.

unti}
auditf
until
audiq

3\ years or
afteryFed.
5 years or
after Fed.

unti]
audit
until
audit

5 years or
after Fed.
5 years or
after Fed.

until
audit
until
audit

5 years' or
after Fed,.
5 years or
after Fed.

1

Deleted 1977-78
(previously F-1494)
*Replaced by F-745D

First issued 1976-77

First issued 19%6-77

First issued 1976-77

First issued 1977-78

*Replaces F-149A, F-225A, & C-2308,
C, M&R

FOR

¢

‘c

%:R OF MUNICIPAL CORPCRA TIONS

L,

STATE ARCHIVIST
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.05

SCHEDULE NUMBER

SD-20D.

TITLE

SPI REPORTS/ELEMENTARY SECONDARY EDUCATION ACT PROGRAMS

DATE

MARCH 1978

PAGE 6

OFG

PAGES

1TEM
NG,

RECCORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

RETENTION

DISPOSITION/REMARKS

27.

28,

29.

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

M-749 ESEA TITLE I/ EVALUATION (YEAR
END REPORT)

MIGRANT PROGRAM EVALUATION REPORTS
¥-755A YEAR END EVALUATION REPORT
M-755B SUMMER SCHOOL EVALUATION REPQ

M-755C END OF YEAR EVALUATION - WRAT
TEST DATA

M~757 TITLE I MIGRANT PROGRAM EVAL-
UATION

OFM

OFM

RT

OFM

SPI1

5P1

SPIL

School District

School District

School District

3 years or
after Fed,.
5 years or
after Fed.

5 years or
after Fed.
5 years or
after Fed.

5 years or

after Fed.

5 years or
r Fed.

™NTHE ATTORFEY RENERAL
.

XAMINER ;OF MMNICIPAL CORPORA TIONS

-'NM#SOA ) )

until
audif
until
audit

until
audif
unti}
audit

unti}
audif
unt1]
audit

First issued 1976-77

First issued 1976-77
Deleted 1977-78
*Replaced by M-757

First issued 1977-78

STATE A/HI vIsT

u.c_. ‘.f;‘(,é.&

< 7 2/{@ /zﬁc



WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBER TITLE

DATE
SD-20E SPI REPORTS/ENROLLMENT MARCH 1978 PASE 1 ©°F 9 TACES
|J§,M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOS|ITION/REMARKS
1. | P~105A SCHOOL ENROLLMENT REPORT OFM | School District Until supersedeqd First issued 1971-72
(MINORITY) ESD Until superseded (previously M-70-8)
SPI Until superseded
2. | P-210 REPORT OF GRADUATES, DROPOUTS] OPR | School District - |7 years First 1ssued 1970-71
AND PUPILS ON TAX EXEMPT PROPERTY ESD 7 years (previously A-52)
SPIL 7 years
3. | P-213 REPORT OF HIGH SCHOOL PUPILS | OPR { School District 7 years First issued 1970-71
RESIDING IN NON-HIGH DISTRICTS ESD 7 years (previously A-60)
SPI 7 years
4, | MONTHLY ENROLLMENT, REPORTS OPR | School DPistrict 7 years First issued 1871-72
ESD 7 years (previously M<70)
P-223 MONTHLY REPORT OF SCHOOL DIS- SPI 7 years

TRICT ENROLLMENT

P-223H First Issued 1977-78

P-223H MONTHLY REPORT OF HANDICAPPER
) i (previously P-653)

ENROLLMANT

P-223N MONTHLY REPORT OF NON-RESI-
DENT ENROLLMENT - INTERDISTRICT
COOPERATIVE

P-240 FINAL ENROLIMENT REPQRT OF
PRIVATE SCHOOL STUDENTS ATTENDING
PUBLIC SCHOOL PART TIME

2

=

B .
FPR THE ATTORNEY GENERAL F EXAMINER OF MUNICIPAL CORPORA TIONS ' 5TaTE aRfHIVIST
N / a1 -
\ A~ DAY Y rese DD el
\ 9 A-50A . /)

L~




WASHINGTON STATE SCHOOL DISTRICT

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

S5CHEDULE NUMBER | TITLE DATE
SD-20E SPI REPORTS/ENROLLMENT MARCH 1978 PAGE p OF p PAcES
‘JE,M RECORDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTION RETENTION DISPOSITION/REMARKS
5.{P-640 REPORT OF ACTUAL DAYS OF OFM |School District 5 years or untiﬁ First issued 1975-76
ATTENDANCE TOR COMPUTING AVERAGE after Fed. audi
DALY ATTENDANCE (ADA) ESD 5 years or until
after Fed. audig
SPI 5 years or until
after Fed. audig
6. M-750 SECONDARY SCHQOL COURSE ENROL- OFM {School District wmtil superseded First issued 1977-78

LMENT REPORT

L

SP1

mtil superseded

‘.c\R : ;EMLA TWEH\AL/
. .

@EF{\OF MUNICIP
oL

'CORPORA TIONS

STATE ARCE VIST

Ghh-50A
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14,070 & WAC 414.24.05%

SCHEDLLE NJMBER TITLE TATE
SD-20F SPI REPORTS/FACILITIES & SCHOOL CONSTRUCTION MARCH 1978 TREE 1 o4 Aee
!PIOE.“ RECORDS SERIES TITLE AND DESCRIFT|ON CLASS CISTRIBUTION RETENTION CISPOSITION/REMARKS
1.} B-388 SUMMARY REPORT OF INSTRUC- OFM| School District Until superseded First issued 1972-73
TIONAL ROOMS SPI Until superseded|
2.7 B-389 INVENTORY OF PERMANENT SCHOOL| CFM!|S5chool District Until superseded First issued 1972-73
FACILITIES SPI Until superseded
3.i B~-389A INVENTORY OF TEMPORARY OFM|School District Until superseded] TFirst issued 1972-73
SCHOOL FACILITIES SPI Until superseded
4.} BUILDING CONSTRUEGTION, REPORTS: OPRypSchoolpbistrict ! yearspafter
THESE REPORTS ARE VINTERDEPENDENT & completion of
WILL BE FILED &UUSED A8 A UNIT ,& buildimgm& the
THEREBY FORMpA COMEOSIT RECORDS contracts invol-
SERIES WHICH DOCUMENTSOTHE APPROVAL ved
AND CONSTRUCTION OF THE BULILDING SPIL 7 years after
INVOLVED completion of

building & the
contracts invol-
ved

F-267 LOCALLY FINANCED SUPPLEMENTAL First issued 1971-72 (deleted 1977-78)
COBTS TO SCHOOL BUILDING PROJECT

B-531 NOTICE OF INTENT TO FILE AP- First issued 1973-74 (previously B-1)
PLICATION FOR STATE ASSISTANCE IN
SCHOOL BUILDING CONSTRUCTION

B-~532 TRANSMITTAL OF APPLICATION FOR First issued 1973-74 (previously B-2)
STATE ASSISTANCE IN SCHOOL BUILDING
CONSTRUCTION

Freyy =~

, TORTHE aTToRkEY)GENERAL \ X AMIEER OF MUNICIPAL@E ORPORA TIONS STATE ARCHiVIST
S i -
, .
| L ) /’kﬁﬁzﬁzﬁﬁasgﬂﬁéZAQQZVV* -

r_, e,



WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.05

SCHEDULE NUMBER TITLE

ITEM
NO.

SD-20F SPI_REPCRTS/FACILITIES & SC

RECORDS SERYES TITLE AND DESCRIFPTION

HOOL CONSTRUCTION

DATE

MARCH 1978

PAGE 2 oF 4

PAGES

CLASS

DISTRIBUTION

RETENTION

DISPOSITION/REMARKS

B-533 APPLICATION FOR STATE ASSIST-
ANCE IN SCHOOL BUILDING CONSTRUCTION
— PART ONE

B-534 APPLICATION FOR STATE ASSIST-
ANCE IN SCHOOL BUILDING CONSTRUCTION
— PART TWO

B-535 CERTIFICATION OF FINANCIAL
STATUS OF SCHOCL DISTRICT

B-536 AUTHORIZATION TO PREPARE FINAL
PLAN & SPECTFICATIONS

B-537 ARCHITECT'S CERTIFICATION OF
FINAL PLAN, SPECIFICATIONS & FINAL
COST ESTIMATE

B-538 PRELIMINARY ALLOTMENT OF STATE
FURDS

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 FIRANCING OF SCHOOL BUILDING PRO-
JECT

-

First issued 1973-74

First issued 1973-74

First _issued 1973-74

First.issued 1973-74

First i1ssued 1973-74

First issued 1973-74

First issued 1973-74

First issued 1973T74

First issued 1973-74

(previously

{(previously

(previously

(previously

(previously
{previously
(previously

(previously

(previously

B-3A)

B-3B)

B-6)

B-7)
B-8)

B-8A)

£,
‘\ THE ATTOHN GEMERAL »

G}A-EOA

=

EXAMINER OF MENIC AE CORRORA TIONS

STATE ARCHIVIST

»"
e

-
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£,

o A Wettger)
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NUMBER

SB-20F

TITLE

SPI REPORTS/FACILITIES & SCHOOL CONSTRUCTION

DATE

MARCH 1978

FPAGE 3 OF 4 FaGES

ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

RETENTION

CISPOSITION/REMARKS

F-717A APPLICATION FOR PAYMENT
INVOICE VOUCHER FOR PAYMENT OF
FUNDS TO CONTRACTOR

F-717B ESTIMATE OF WORK COMPLETED

F~718 APPLICATION FOR PAYMENT
INVOICE VOUCHER FOR PAYMENT OF
FUNDS TO ARCHITECT

B-572 SCHOOL/CONSTRUCTION AND/OR
MODERNIZATION,PROJECTS FOR THE
BIENNIUM

RELOCATABLE BUILDING CONSTRUCTION
REPORTS

THESE REPORTS ARE INTERDEPENDENT &
WILL BE FILED & USED AS A UNIT &
THEREBY FORM A COMPOSIT RECORD SERI
WHICH DOCUMENTS THE APPROVAL & CON-
STRUCTION OF THE RELOCATABLE BUILD-
ING INVOLVED

B~659 APPLICATION FOR STATE ASSIS-

TANCE IN CONSTRUCTION OF RELOCATABLE

BUILDIRGS

B-660 PRELIMINARY ALLOTMENT OF STAT
FUNDS FOR RELOCATABLE BUILDINGS

OFM

OPR

ES

B

Schopl Distrigdt
SPI

School District

SPI

2 years
2 years

7 years after
completion of
building and
termination of
contracts in—
volved

7 years after
completion of
building and
termination of
contracts in-
volved

First issued 1976-77

First issued 1976-77

First issued 1976-77

First issued 1875-77 biennium
(deleted 1977-78)

First issued 1975-76

Y THE ATT ' GENERAL H
e

g

ExaMiNER dF MUfICIPIL CORPORATIONS
e :

| —

STATE ARCHIVIST

L e D il htin
ad 4 :
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2 -50A

.y ( (
. WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050
SCHEDULE NUMBER TITLE DATE
SD-20F SPI REPORTS/FACILITIES & SCHOOL CONSTRUCTION MARCH 1978 PAGE g OF g maess
'Jg_M RECORDS SERIES TITLE AND DESCRIPTION cLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
B-661 STATE OF PROJECT COST AND
TRANSMITTAL OF BID DOCUMENTS FOR
RELOCATABLE BUILDINGS
7.} B-740 CONTEMPLATED STATE PAYMENT OFM | School District Until superseded First issued 1976-77
SCHEDULE or until com-
pletion of pay-
ment
SPI 2 years after
superseded
8.] B-751 CERTIFICATION"OF SCHOOL OPR [ School Distriet 7 years First issued 1976-77
DISTRICT PAYMENTSUFOR FURNITURE SPI Iyyears
AND/OR EQUIPMENT
,,_j\ e
Fj“'R ;HE “TTO:m;t/ [ EXAMINER OF @NJCWAL. CORPORATIONS STATE ARC;}VIST
: : 4 p v . r -
&l L___ /l[»i"y/ TR 99//‘;&1&‘;@
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCRED.LE "W WFET TTaE TATE '.
SD-206 .S REPORTS/FEDERAL PROGRAMS BUDGET REPORTS MARCH 1978 srez ] oF 1 =aces §
':g”‘ RECTSIE ZESIZE THTLE AND DESCIRIFTION TLass CIETRIBLUTISN RE™INTICHN CISEOSITION/REMARKS
1.| F~125 PROJECT BUDGET SUMMARY QPR | School District 5 years or until]l *Items contained in "this section relate
after Fed. audit] to all Federal Programs. '
SP1 5 years or untilf First issued 1970-71
: after Fed. audit
i
2. F-146 INVOICE VOUCHER OPR |School Distriet 5 years or untilf First issued 1970-71
after Fed. audif
SPI 5 years or umti]
after Fed. audiy
3. F-147 LOCALPROJECT RECORD 0 |Scheool District S5pyvearsi ot el FiFsesdEcusdel9z0-71
after Fed. audif
SPT 5/ years or until
after Fed. audit

4. F~148 DETAILED PROJECT EXPENSE DIS- t OFM |School District 5 years or untilf First issued 1970-71
TRIBUTION afrer Fed. audi

SPI 5 years or untilj
| after Fed. audit
]
5. F-504 INDIRECT COST CONCURRANCE OFM |School District 5 years or untilf First issued 1973-74
after Fed. audig
SPI 5 years or umtili

after Fed. audid

6. F-387 REQUEST FOR PROJECT REVISION {OPR |School District 5 years or wtill First issued 1973-74

after Fed. audiy
P
FARA THE ATTORNEY ’@L—r

SPI 5 years or until
after Fed. audid
(  GAA-50A )
o

STATE ARERIVIST

e s DAY

A




- 5. | ¥-193 COMMODITY 0

L T A

{ i _
7:‘ :!‘; ( ;
- - t" w‘\ . _ - .
b 7
B ;@msumc'rou STATE SCHOOL DISTRICT
% GENERAL RECORDS RETENTION SCHEDULE
g:f RE;%ERENCE: RCW 40.74.070 8 WAC 414.24.056
s,
SCHEDULE NUMBER | TITLE J¢ DATE
SD-20H SPI R@PORTS/FOOD SERVICES MARCH 1978 PAGE ] ©F 3 PAeES
'Jg_“ RECOGRDS SERIES 1-:1%5 AND DESCRIPTION CLASS RETENTION DISPOSITION/ REMARKS
!ﬁ
1. | M-1504 DISTRIBUTQPN SCHEDULE FOR OFM 1 year First issued 1971-72
SHIPMENT OF COMMQPITIES {FROZEN 1 year
¥ F0OOD) ﬁ
2. | M~150B DISTRIBUTON SCHEDULES FOR: | OFM 1 year First issued 1971-72
SHIPMENT OF CO 1 year
3

ITIES (NON-FROZEN
FOOD) j e
@
3. | M-177 NON-FOOD ASSISTANCE APPLICA-
- TION - AGREEMENI WITH, SPI DESIGNED
TO PROVIDE FUNDII NG \TO BUY FOOD SER-
VICE EQUIPMENTWAGCORDING TO THE
NUMBER OF DISADVANTAGED STUDENIS

s
4

4. | M-192 (A, B & C) COMMODITY INVENTORE

REPORT

%“

e
4

& SRR E R e

FER SHEET (OFFER

| ACCEPTANCE AND RECEIPT)

‘OPR

OFrM

OFM

"'ﬂ
".‘)
'5»'
Reimbursement +
7 years

Reimbursement +
7 years

o
Schupl District

1 year/or until
after audit if
no other inven-
tory

1 year/or until
after audit if
no other inven-—
tory

3 years

Scw'.i District
: 3 years

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

CORPORA TIONS

STATE ARCPIVIST

o D L
O rd




WASHINGTON STATE SCHOOL DISTRICT

REFERENCE: RCW 40.T4.070 & WAC 41424050

GENERAL RECORDS RETENTION SCHEDULE

=50A - N

SCHEDULE NUMBER TITLE DATE

PAGE CF PAGES
SD-20H SPI_REPORTS/FOOD SERVICES MARCH 1978 2 3
S RECORDS SERIES TITLE AND DESCRIPTION CLASE DISTRIBUTION RETENTION DISPOSITION/REMARKS

6.} M-280 STATE SCHOOL DISTRICT FOOD OPR | School District Termination + First issued 1971-72
SERVICES AGREEMENT / years

SPI Termination +
7 years '

7.] M-280A NATIONAL SCHOOL LUNCH, USDA | OFM [ School District until after audit First issued 1971-72
COMMODITY & SCHOOL BREAKFAST PROGRAM SPI until after audilt *USDA SCHOOL LUNCH PROGRAMS AUDITED
"(SCHEDULE "A") | BY STATE EXAMINER

[ i
M-280B NATIONAL SCHQOL LUNCH, USDA
SPECTAL MIIK PROGRAM (SCHEDULE "B")
M-280C NATIONAL SCHOOL LUNCH, USDA
FREE AND REDUCED PRIGE.POLICY STATE- =
MENT (SCHEDULE "C") i

8. M-285 NONFOOD ASSISTANCE PROGRAM - | OFM |School District until after audik First issued 1971-72
CLAIM FOR REIMBURSEMENT OF PROJECT SPI dntil after audik '

9.] M-305 SPECIAL MILK PROGRAM CLAIM OFM |School District  |intil after audik First issued 1971-72

10.| M~323 ESTIMATE OF NUMBER OF CHILDREN OFM |School District until after audifp First issued 1971-72
ELIGIBLE FOR FREE AND REDUCED PRICE SPI . antil after audir
LUNCHES

11.1 M-324 REQUEST FOR CORRECTION-SCHOQL | OFM |School District until after audif First issued 1971-72
LUNCH/MILK CLAIM FOR REIMBURSEMENT SPI until after audit

12.1 ¥-327 REPORT OF QUT-OF-CONDITION OFM |Schoal District until after audit
USDA COMMODITY (SPOILED COMMODITIES) SPI- pntil after audif First issuyed 1971-72

3 s

’m ‘d CHIEK EXAMINER OF MUMIQIPAL CORPGRATIONS STATE ARCHEVIST
: /7 S




WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.05

.

SCHEDULE NUMBER TITLE DATE .
SD-20H. SPI REPORTS/FOOD SERVICES MARCH 1978 PAGE 3 °F 3 PReEs
'JOE_M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
13.|M-346 FOOD SERVICES VISITATION RE- | OFM |School District Until superseded First issued 1972-73

PORT (AUDIT CHECKLIST) SPI 3 years
14.] F-398 SCHOOL LUNCH & BREAKFAST PRO- | OFM | 3chool District Until after audilt First issued 1972-73

GRAM FOR REIMBURSEMENT SP1 Until after audilt (previously F-304 & F-309)
15.iM-647 USDA COMMODITY INVOICE OPR [ School District 7 years First issued 1975-76

SPI 7 years

. j:nsw.

a7

XAMINER O, MUNICIPAL CORPLRA TIONS

Wbﬂ‘i‘ﬁ-ﬁa&t«/

STATE Aac/ﬂvls'r
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WASHINGTON STATE SCHOOL DISTRICT

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

SCHEDULE NUMBES {"‘LE DATE
SD-201 | __SP] REPORTS/GIFTED STUDENT PROGRAMS MARCH 1978 PREE 1 °F 7 PReEs
ITEm RECCASE SE®IES TITLE AND DESCRIFTION cLASS DISTRIBUTION RETENTION GISF OSITION/REMARKS

1. | F-498 INVOICE VOUCHER FOR GIFTED OFM Schoel District Unt:l after audjt ¥First issued 1973-74

STUDENT PROGRAMS OPR |} SPI1 7 years

2.| ¥-499 LOCAL PROJECT RECORD FOR OFM School District Until after audit First issued 1973-74
GIFTED STUDENT PROGRAMS SPIL 3 years

3.1 F=-500 QUARTERLY PROJECT STATEMENT |OFM | School District Until after audit First issued 1973-74
FOR GIFTED STUDENT PROGRAMS SPL 3 years

4.1 F-598 WASHINGTON STATE APPLICATION |OFM School District 2 years First issued 1974-75
FOR GIFTED STUDENT PROUGRAMS OPR SPI 7 years

5.| M-783 MONTHLY CERTIFICATION OF OFM ™ ["SchoolmDistrict UntilWstpersade Firstiissued 1977-78
ENROLLMENRT IN GIFIED| STUDENT PRO- 5PI Until supersede
GRAM COURSES

. o
F%E:{r” *TTOREE_]* IENEEL s d EXAMINER OF[MIINICIBRL CORPORA TIONS STATE ARC /|§'r
N x ﬂZAauLiuﬂd&’

'%QAJBA . Aop g LAt /b«{§ 3%25%552§49é1
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SCHEDULE NUMBER

TITLE

WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

LIMINARY BUDGET & REQUEST FOR STATE
FUNDS

E-257B INSTITUTLIONAL EDUCATION FINAL
BUDGET & REQUEST FOR STATE FUNDS

E-641 TRANSFER RECORDS OF HANDICAP-
PED TO LOCAL SCHOOL DISTRICT OR
PRIVATE SCHOOL

E-654 APPLICATION FOR GRANTI(ESEA
TITLE I - HANDICAPPED

E-672 MONTHLY REPORT OF INSTITU-
TIONAL EDUCATION PROGRAM

OPR

OFM

OFM

OPR

OFM

SPI

School Board
SPI

School District
School District
SPI

School District

SP1

School District
SPI

Until supersedeq Deleted 1976-77

Perm. in minuted First
7 years
Until after audﬁt
5 years or First
after Fed.
9) years or

after Fed.

until
audit
unti]
audid
7 vears First
71 years
2 years First
2 years

issued 1970-71

issued 1975-76

issued 1975-76

igsued 1976-77

DAT
5D-20J SPI REPORTS/INSTITUTIONS "MARCH page 1 oF 1  pPaces
tr;l'g'M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITICN/REMARKS
1. | F~257A INSTITUTIONAL EDUCATION PRE- | OFM | School District Until superseded First issued 1970-71

. | M
\ o Yxi_\—/!
.fé Jad rg \b .

I

EF EXAMINER Nne MUNICIPAL CORPCORATIOMNS
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24-050

SCHEDULE NUMBER

TITLE

DATE

B

O'MALLEY

after Fed. audit

SPI 7 years after
disposition of
last item

SD-20K SPI_REPQRTS/JOHNSON-0'MALLEY PROGRAMS MARCH 1978 R RSN At
|J°EM RECORDS SERIZS TITLE AND DESCRIFTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
1. | F-168 JOHNSON-0O'MALLEY INDIAN ENROL-+ OFM ) School District 5 years or unti] First issued 1970-71
MENT SUMMARY after Fed. audif
SPI 5 years or until
after Fed. gudit
2. | M-355 ORIENTATION CONFERENCE FOR ALL OFM | School District Until supersedeg First issued 1972-73
JOHNSON-O 'MALLEY AIDS SPI Until superseded
3. | F-337 SCHOOL DISTRICT REPORT ON OFM | School District 5 years or until First issued 1971-72
JOHNSON-O'MALLEY, FUNDED PROJECT after Fed. audif
4. | E-376 APPLICATION FOR FINANCIAL OPRphSchoodyDistrict 7 yearsmafter Fixsty issued 1972-73
ASSISTANCE FROM INDIAN EDUCATION termination
FUND (JOM) SPI 7 years after
termination
5. | F-616 APPLICATION FOR JOHNSON- OPR { School District 5 years or until First issued 1975-76
O'MALLEY INDIAN EDUCATION SUMMER after Fed. audit
PROGRAM SP1 7 .years after
. termination
6. | M-758 EQUIPMENT INVENTORY JOHNSON- OPR | School District 5 years or until First issued 1976-77

o £
Ll
\Q& :

SOA
o~

-

F EXAMINER DEHH"'\IT_(‘!"?L CORPORATIONS
g ittt

.

S5TATE ARCRIVIST
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414-24.050

o

SCHEDULE NUMBER TITLE DATE
SD-20L SPI REPORTS/RIGHT TO READ MARCH 1978 PAGE 1 OF 1 "Re=
'Jgf” RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION ' DISPOSITION/REMARKS
1.} C-596 STATE OF WASHINGTON LEA/SEA OPR | School District 7 years after - First issued 1974-75

AGREEMENT termination

SPI 7 years after
termination

2, | M-697 SUMMARY OF CHANGES AS RESULT | OFM | School District 2 years First issued 1975-76

OF RIGHT TG READ PROGRAM SPI1 2 years
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMBEIR THTLE SATE
SD-20M SPI REPORTS/SCHOOL DISTRICT ORGANIZATION MARCH 1973 PASE ] o7 4 PAeEs
'JCE.M RECCRSS SERIES TITLE AND DESCRIPTION CLaSS DISTRIBUTION RETENTION DISEOSITION/REMARKS
1.} M-326 REPORT ON MEMBERSHIP ON OFM |School District Until superseded First issued 1972-73
COUNTY COMMITTEE ON SCHOOL DISTRICT County Assessor Until superseded
ORGANIZATION County Auditor Until superseded
County Treasurer [Until superseded
ESD Until superseded
S?P1 Until superseded
2.{ TRANSFER OF TERRITORY AND SCHOOL OPR {School District 7 yvears after reprg. First issued 1973-74
DISTRICT REORGANIZATION REPORTS: SPI1 7 years after reprg.
ESD* 7 vears after reprg.
¥-514 PROPOSAL FOR TRANSFER OF County Auditor Until after reorg.
TERRITORY County Assessor Until after reory.  (previously D-1)
County Treasurer [Until after reorg.

M-515 PROPOSAL FOR DISSOLUTION OF
SCHOOL DISTRICT & FOR ANNEXATION
OF TERRITORY

M-516 PROPOSAL FOR FORMATION OF
SCHOOL DISTIRICT

M-517 ROTICE OF PUBLIC HEARING ON

CHANGE OF SCHOOL DISTRICT ORGANIZA-
TION

M-520 PETITION BY REGISTERED VOTERS
FOR TRANSFER OF TERRITORY

¥M-521 PETITION FOR FORMATIOQN OF
NEW SCHOOL DISTRICT

r'"\ .

{previously D-2)

{(previously D-3)

(previously D-4)

(previcusly P-8)

{previously D-9)

F

THE ATTORNE

GENERA

w-éﬁl&

i
% Exanng~ OF Mumtipz CORPORA TIONS

!

i

STATE ARCHIVIST




WASHINGTON STATE SCHOOL DISTRICYT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

BECHEDULE NUMBER

SD-20M

TITLE

SPI _REPORTS/SCHOOL DISTRICT ORGANIZATION

DATE

MARCH 1978

PAGE

2

CF

4

PAGES

ITEM
NO.

RECCORZS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

RETENTION

DISPOSITION/REMARKS

3.

M-518 CERTIFICATE OF TRANSFER OF
TERRITORY

M-519 CERTIIFICATE OF DISSOLUTION OF
SCHOOL DISTRICT AND ANNEXATION OF
TERRITORY

REPORTS OF PARTICIPATION IN |THE
FINANCING OF HIGH SCHOOL DISTRICT
BY NON-HIGH DISTRICT:

THESE REPORTS ARE INTERDEPENDENT &
WILL BE FILED AND USED AS A UNIT &
THEREBY FORM A COMPOSIT RECORD SERIE
WHICH DOCUMENTS THE PARTICIPATION
OF NON-HIGH SCHOOL DISTRICTS IN
THE FINANCING OF HIGH SCHOOL FAC-
ILITIES.

M-522 NOTICE OF HEARING BY NON-HIGH
SCHOOL DISTRICT IN FINANCING SCHOOL

FACILITIES IN A HIGH SCHOOL DISTRICE

M-523 PROPOSAL FOR PARTICIPATION BY
NON-HIGH SCHOOL DISTRICT IN FINAN-
CING OF SCHOOL FACILITIES IN A HIGH
SCHOOL DISTRICT

OPR

OFM

OPR

OPR

School District
ESD
SPI
County
County
County

Assessor
Auditor
Treasurer

School
ESD
SPT

District

School District
ESD

5p1

County Assessor
County Auditor
County Treasurer

Permanent
Permanent
Permanent
Until superseded
Until supergeded
Until superseded

Permanent
Permanent
Permanent

Completion of
participation +
7 years
Completion of
participation +
7 years
Completion of
Participation +
7 years

Until after termi
Until after terml
Until after termf

(previously D-5)

(previously D-6)

{previously D-11)

(previously D-12)
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WASHINGTON STATE SCHQQL DISTRICT

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

SCHEDULE NWM3ER TiTLE CATE
SD-20M SPI_REPORTS/SCHOOL DISTRICT ORGANIZATION MARCH 1978 FASE 3 °F 4 PAOES
lgg'm RECORTS SERIES TITLE AND DESCRIPTION cLass CISTRIBUTION . RETENTION CISPOSITION/REMARKS

M-524 CERTIFICATE OF PARTICIPATION (previously D-13)
IN FINANCING CONSTRUCTION OF HIGH
SCHOOL FACILITIES

M-526 ORDER DIRECTING THE CREDITING (previously D-14)
OF FUNDS OF NON-HIGH SCHOOL DISTRICTH
TO HIGH SCHOOL FACILITIES

M-528 PARTICIPATIVE FINANCE PLAN (previously D-16)
SHEET FOR FORM B

M-529 SUGGESTED PARTICIPATIVE| FIN- {previously D-17)
ANCE PLAN WORKWSHEET ~ ESTIMATE ONLY

6. | M~527 ORDER DIRECTING THE(DISSOLU- | OBPRujsSchool District Permanent

TION & ANNEXATION OF NON-HIGH SCHOOIL ESD Permanent
DISTRICT FOR FAILURE TOC FUND SPI Permanent
OFM | County Assessor Until superseded
County Auditor Until superseded
County Treasurer |Until superseded
7. | PURCHASE OF LEASED PUBLIC LAND RE- | OPR |Schoel District 7 years after First issued 1973~74 {(deleted 1977-78)
PORTS - THESE REPORTS ARE INTER- purchase
DEPENDENT AND WILL BE FILED & USED ESD 7 years after
AS A UNIT & THEREBY FORM A COMPOSIT purchase
RECORDS SERIES WHICH DOCUMENTS THE SPL 7 years after
PURCHASE OF LEASED PUBLIC LAND BY purchase

A SCHOOL DISTRICT

ToE ATTORNE
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74,070 & WAC 414-24.050

SCHEDULE NUMBER

2D 208

TITLE

SP] _REPORTS/SCHOOL DISTRICT ORGANIZATION

DATE

MARCH 1978

PAGE 4

oF

4

PAGES

ITEM
HNO.

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION RETENTION

DISPOSITION/REMARKS

I -

M-562 NOTICE OF INTENT TO FILE AP-
PLICATION FOR PURCHASE OF LEASED
PUBLIC LAND

M-563 TRANSMITTAL OF APPLICATION
FOR THE PURCHASE OF LEASED PUBLIC
LAND

M-564 APPLICATION FOR STATE ASSIS-
TANCE IN THE PURCHASE OF LEASED
PUBLIC LAND

M-565 STATE ASSISTANCE IN THE PUR-
CHASE OF LEASED PUBLIC),LAND

(previously PLP-1)

(previously PLP-2)

(previously PLP-3)

(previously PLP-4)
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

SCHEDULE NJMBER

SD-20N

TITLE

SPI REPORTS/SPECIAL EDUCATION

ZATE

MARCH 1978

PaAGES

PAGE 1 cF 4

ITEM
NO.

RECORDS SERJIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

RETENTION

DISPOSITION/AEMARKS

JANUARY 1

1.| E-130 PHYSICIANS CERTIFICATION FOR
HOME/HOSPITAL INSTRUCTION

2.{ E-157 REGISTRATION OF BLIND AS OF

3.] E-2221 INITIAL HANDICAPPED REPORT

4.| E-222R REVISEDuHANDICAPPED REPORT

5.y E-222F FINAL HANDICAPPED REPORT

6.} E-308 SPECIAL SERVICES DIRECTORY

7.| E-310 REQUEST FOR ALLOCATION OF
FUNDS FOR HOME/HOSPITAL INSTRUCTION

OPR

OFM

OFM

OFM

OFM

OFM

OPR

Schooil

SPI

Schoocl

SPI

School

SPI

School

5P1

School

5PI

School

SPL

School
SpPL

District

District

District

Districk

District

District

District

7 years
7 years

until
aundit
until
audit

5 years or
after Fed,
5 years or
after Fed.

Until superseded
by E-222F
Until superseded
by E=222F

Untilmsuperseded
by E-222F
Until superseded
by E~222F

until
audit
until
audit

5 years or
after Fed,
5> years or
after Fed.

Until superseded
ntil superseded

7 years
7 vears

First issued 1970-71 (deleted 1976-77
Previously HC-RHH/DC
Replaced by E-310

First issued 1970-71

First issued 1974-75

Firstpissuedwl973-74

1976-71

First issued

school district
1971-72

*Qptional for
First issued

First 1ssued 1971-72

i

.
FS
ke

THE ATTO NERAL,
N Ll
A

<

CHIEF EXAMINER OF MUNICIPAL CORPORA TIONS

Nea)on

e

L

STATE ARCHI ,.451'
-~

WW 1

A o
A oee YD Lil for

——



WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMRBER TITLE DATE ‘
SD-20N SPI REPORTS/SPECIAL EDUCATION MARCH 1978 PAOE g °T g TheE
'JOE_” RECCORSS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION PISPOSITION/REMARKS
8.| E-525 FINAL REPORT FOR HOME/HOSPI- | OPR (School District 7 years First issued 1972-73
TAL INSTRUCTION SPI ! years
9.| E~569 APPLICATION FOR ROOM & BOARD | OPR [School District 7 years First issued 1973-74
COSTS TO COVER PLACEMENT IN APPROV- SPL 7 years
ED FOSTER HOME
10.| E-593 APPLICATION FOR APPROVAL OF OPR |School District 7 years after First issued 1973-74
AGENCY OR INDIVIDUAL TO CONTRACT termination of
FOR SERVICES TO HANDICAPPED Lpproval or cert
SPI Inyearsmafter
termination of
Approvalietl cert
11.| E-604 COMPILATION®OF AMOUNT DUE OPR'|Selioel Board Perm. [InvEifutes
DISTRICT FOR EDUCATING HANDICAPPED SPL Y years
OFM |School District [Intil after statg
pudit
12.| E-653 SPECTAL EDUCATION MONTHLY OFM [School District ntil superseded First issued 1975-76
STUDENT ENROLLMENT REPORT SPT Year end report, Deleted 1977-78 .
B years Replaced, see P-223H, Enrollment Sec.
13.| E~678A SPECIAL EDUCATION MONITORING| OFM School District mtil after audif First issued 1975-76
WORKSHEET - REFERRAL PHASE k8D ntil after audif
SPI intil after audiy
1. E-678B SPECIAL EDUCATION MONITORING| OFM Bchool District Vntil after audif
WORKSHEET - ASSESSMENT PHASE ESD Pntil after aundit
SPT Until after audit
' .~
e Tum C < EXAMINER ©F MUNICIFAL CORPORA TIONS STATE AHZISI
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFEREMCE: RCW 40.14.070 & WAC 414.24.090

SCHEDULE NUMBER TITLE DATE
SD-20N SPI REPORTS/SPECIAL EDUCATION MARCH 1978 FREE 3 BT g4 THSES
tTEM RECGRDS SERIES TITLE AND DESCRIPTION ]CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
15. | E-678C SPECIAL EDUCATION MONITORING| OFM iSchool District ntil after audit First issued 1975-76
WORKSHEET - PLACEMENT ELIGIBILITY ESD Jntil after audit
SPL (ntil after audit
16. | E~679 MONITORING SUMMARY FORM FOR OFM Bchool District Pntil after audit
E-678A-C SPT bntil after audig
ESD Intil after audit
17. | E-680 SPECIAL EDUCATION TITLE VI, OFM Bchool District b years or until First issued 1975-76
PART B PROGRAM MONITORING Ffter Fed. Audit
SEP1 b years or until
after Fed. andit
18. | E~-702 SPECIAL EDUCATION MONTHLY OFM Bchool District “¥ntill superseded First issued 1976-77
SUPPORT SERVICES REPORT EPI ¢ years
19. | E-712 ANNUAL SURVEY OF ATTENDANCE OFM Bchool District 5 years or until] First issued 1876-77
OF HANDICAPPED CHILDREN IN LOCAL after Fed. audit Public Law 89-313
EDUCATION AUTHORITY 5P1 5 years or unti] (previously OE-9025)
after Fed. audit
20. | E-713 LIST OF STUDENTS FOR ELIGIBLE | OFM Bchool District 5 years or until] First issued 1976-77
PUPIL GCOUNT FOR TITLE I after Fed. audiy Public Law 8%-313
EPT 5 years or until]
| after Fed. audif
21. | B-721 HANDICAPPED CHILDREN BY AGE OFM | School District 5 years or until{ First issued 1976-77
’ RECEIVING SPECIAL EDUCATION SERVICE after Fed, audit Public Law 94-142
SPT 5 years or umtil
after Fed. audif
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WASHINGTON STATE SCHOOL DISTRICT

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

f SCHEDULE NUMBER TITLE — . .
D-20N SPI REPORTS/SPECIAL EDUCATION MARCH 1978 PAGE 4 °F 4 PAoEs
'JOE.M RECORDS SERIES TITLE AND DESCRIPTION CLASS CISTRIBUTION RETENTION

DISPOSITION/REMARKS

22 E-7721 INITIAL HANDICAPPED REPORT OPR | School District

5 years or until| First issued 1977-78
FOR PUBLIC LAW 94-192 FUNDS

after Fed. audit
SPI 5 years or umtil
after Fed. audit

'Q\ T 3 B
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WASHINGTOMN STATE SCHOOL DISTRICT

GENERAL. RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74.070 & WAC 414-24-05

SCHEDULE NUMBER

SD-20 0

TITLE

SPI REPORTS/TRAFFIC SAFETY

DATE

MARCH 1978

PAGE

1

cF2

PAGES

IiTEM

NG ARECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION RETENTION

DISPOSITION/REMARKS

1. | M-365A APPLICATION FOR PROGRAM AP-
PROVAL FOR TRAFFIC SAFETY EDUCATION
/SCHOOL DISTRICT

OFM
OPR

School District
SPI

Return to SPI
7 years

First issued 1972-73

M-365B PROGRAM APPROVAL FOR TRAFFIC | OFM | Scheol District Until after audilt First issued 1972—73‘
SAFETY EDUCATION/SCHOOL DISTRICT QPR [S5PI 7 years Deleted 1977-78
2. | F-592 APPLICATION FOR TRAFFIC SAFE- | OFM [School District Until after tea- First issued 1974-75
TY EDUCATION CERTIFICATION/TEACHER'S cher'§ term as
AFFIDAVIT FOR CERTIFICATION TO BE A traffic safety
TRAFFIC SAFETY INSTRUCTOR instructor.
OPR ;SPI Termm of instrucH
tion + 7 years
3. | M-764 TRAFFIC SAFETY EDUCATION PAR- | OFM |School District 1 year First issued 1976-77
ENT PERMISSION STATEMENT : (previously TSE-11)
4. |M-765 A & B TRAFFIC SAFETY EDUCATION OPR |School District Entered into First issued 1976-77
CERTIFICATE Student Cumula- (previously TSE-15)
tive Record (see
SD~19)
OFM |Dept. of Licensing(l year
FRM THE ATTORGEY r:; RAL I
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WASHINGTON STATE SCHOOL DISTRICT

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

REMENT FOR USE OF CAR

6. | M-767 TRAFFIC SAFETY EDUCATION
STUDENT RECORD(CARD

——

OFM

OPR

Car Dealer

Dept. of Licensing
Regional Auto
Office

School District

termination

7 years after
termination

1 year

1 year

Enter into

Student Cumula-
tive Record (sed
SD-19)

SCHEDULE NUMBER TITLE DATE

SD-20 0 SP1 REPORTS/TRAFFIC SAFETY MARCH 1978 PAGE 2 °F 2 FAcEs
'Jg"‘" RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS

5. | M-766 TRAFFIC SAFETY EDUCATION AG- | OPR | School District 7 years after First issued 1976-77

(previously TSE-16)

¥irst issued 1976-77
(previcas 15 TSE-18)

A1

g 4504
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WASHIRGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414.24.050

TITLE

SCHEDULE NUMBER

DATE

SD-20P SPT REPORTS/TRANSPORTATION MARCH 1978 race | o 3 eacss
IPIOE'M RECOCRDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTICN DISPCSITION/REMARKS
1. | F-179 SCHOOL BUS ACQUISITION OFM | School’ District Until supersed-| First issued 1970-71 (previously T-5)
INFORMATIOR ed by F-184
ESD Until supersed-
ed by F-184
OPR | SPI 7 years
2, | F-182 APPLICATION FOR STATE REIM- OPR | School Pistrict Completion of First issued 1970-71 (previously T-20-4]
BURSEMENT FOR SAFEWALK-WAY CONSTRUCH OPR | SPI project + 7 Deleted 1977-78
TION OFM {ESD years
3. | F-183 IN LIEU_ —uBUS TRANPORTATION OFMghSchoolDistrict Until-after. audit First issued 1970-71 (previously T-2)
ESD Until superBeded
SBEI 1 yean
4. | P-184 BUS DEPRECIATION\SCHEDULE OFMuiSchool District Untilgsuperseded Firstpissued 2970-71 (previously A-54-D]
OFM |ESD Until superseded
OPR |SPI 7 years
5. | F-216 TRANSPORTATION REQUEST TO AP- | OFM |School District 3 years First issued 1971-72
PROVED SPECIAL PROGRAM FACILITIES OPR | SPI 3 wyears
6. | F-260 SCHOOL BUS LEASE AGREEMENT OPR | School District Termination + First issued 1971-72
7 years
OFM | SPI 3 years
7. | ¥-387 EXPENDITURE OF DEPRECIATION OFM- | School District Until supersSeded First issued 1972-73
FUNDS FOR MAJOR REPAIRS SPL Until superseded|
School Board Until superseded
Minutes Until superseded
o ,
R THE ATTORNEY GENERAL P < EF EXAMINER OF MUNICIPAL CORPORA TIONS STATE ARCHIVIST
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WASHINGTON STATE SCHOCL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.74,070 & WAC 414.24.05)
SCHEDQULE NUMBER TITLE DATE
SD-20P SP1 _REPORTS/TRANSPORTATION MARCH 1978 FAGE 9 OF 3 PASE
IJOE.M RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
8. M-454 TRANSPORTATION ADJUSTMENT OFM | School District Until superseded First issued 1972-73
SUMMARY ESD Until supersedeq
SP1 Until supersedeqd
9.l F~624 SCHOOL BUS DISPOSITION INFOR-| OFM | School District Until supergeded First issued 1974-75
MATION by F-184
ESD Until superseded
by F-184
QPR | SPI 7 years
10.| M-642D SCHOOL BUS DRIVER/PHYSICIAN |)OFM | School District Untill supergseded Wirst issued 1975%76 (previously T101E)
STATEMENT SPI Until superseded
11.} M~642E SCHOOL'BUS DRIVER'S DOCTOR's [ OFM | School District Until superseded First issued 1975-76 (previously T101F)
CERTIFICATE SPI Until superseded
12} M-689A MONTHLY REPORT OF SCHOOL BUS | OFM | School District Until superseded First issued 1976-77 (replaces F-108 &
OPERATION - REGULAR SPI 3 years F-188)
13| ¥-6898 MONTHLY REPORT OF BUS OPERA- | OFM | Schoel District Until superseded First issued 1976-77
TION SPI |3 years
14.] M-689C DAILY LOG SUMMARY OF BUS OP- | OFM | School District Until superseded First issued 1976-77
ERATIONS - REGULAR by M-454 (Qtly)
15.} M-689D DAILY LOG SUMMARY - HANDI- OFM | School District Until superseded First issued 1976-77
. CAPPED by M-454 (Qtly)
16, ¥-689E DAILY LOG OF SCHOOL BUS OP- | OFM |School District 3 years First issued 1976-77
ERATION - REGULAR
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74.070 & WAC 414.24.050

S5CHEDULE NUMBER TITLE DATE
SD-20P SPT REPORTS/TRANSPORTATION MARCH 1978 FACE 3 °F g PAcES
i,:g_” RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTICN RETENTION BISPOSITION/REMARKS
17| SCHODL BUS OPERATION PERMIT (AT OFM |School District Intil bus dis-
PRESENT DESIGNATED BY S.F. NUMBER) posed of
Bus Until bus dis-
posed of
County Auditor Until bus dis-
posed of
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14,070 & WAC 414.24.050
SCHEDQULE NUMBER TITLE DATE
5D-200 SPI REPORTS/URBAN RURAL RACIAL & DISADVANTAGED EDUCATION PROGRAMS | MARCH 1978 PAGE ] ©OF p PAGES
'Jé” RECOADS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS
1. | F-15% CLAIM AND REPORT FOR URRD - OPR | School District Until after audit TFirst issued 1971-72 (previously URD
INVOICE VOUCHER SPT 7 years 40)
2. | F-160 LOCAL PROJECT RECORD - FOR OFM | School District End of project First issued 1971-72 (previously URD
URRD SPI + 3 years 41)
3. | F-438 URRD PROJECT FLASH SHEET OFM | School District Combined with First issued 1972-73
final report
SPI Compined with
final report
4. | FINAL PROJECT REPORT FOR URRD OPR { School District 7 vyears
SP1 7 \years
5. | M-479 LETTER OF INTENT - TO SUBMIT | OFM {School District 1 year First issued 1973-74 (deleted 1977-78)
A PROPOSAL UNDER FUND SOQOURCE - FOR SP1 1l year
URRD ‘
6. | F-487 PROJECT FINANCIAL STATEMENT OFM | School District Until after audilt First issued 1973-74
(QUARTERLY) FOR URRD SPI Until after audﬁt
7. | F-505 EDUCATION PROGRAM PROJECT OFM |School District Until after audift First issued 1973-74
APPLICATION - FOR URRD QPR | SPY 7 years
8. | F-622 SMALL DISTRICT PRELIMINARY OFM | School District Until after aud4t First issued 1975-76 {deleted 1977-78)
PLANNING GRANT APPLICATION - FOR OPR. |SPI 7 years
URRD
9. | F-668 LETTER OF INTENT REVIEWER'S OFM |School District 1 year First issued 1975-76 (deleted 1977-78)
FORM - FOR URRD SP1 1 year
FXW EF EXAMINER OF MUNICIPAL CORPORA TIONS STATE ARCI-yIST
W ROy, 272
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REFEREMCE: RCW 40.14.070 & WAC 414-24.050

WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

SCHEDWLE NUMBER TITLE

SD-20Q

SPI_REPORTS/URBAN RURAL RACIAL & DISADVANTAGED EDUCATION PROGRAMS

DATE

MARCH 1978

PAGE 2

arF

2

P& GES

"Jg—"‘" RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTEON RETENTION CISPOSITION/REMARKS
10.| F-677 URRD PROPOSAL REVIEWER'S OFM |School District 1 vear First issued 1976-77
ASSESSMENT GUIDE SPIL 1 year
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WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.74,070 & WAC 414.24.050

SCHEDWULE NUMBER

SD-20R

TITLE

SPI REPORTS/VOCATIONAL EDUCATION/VOCATIONAL-TECHNICAL INSTITUTES

MARCH 1978

PAGE -I PAGES

OFZ

1TEM
NG,

RECORDS SERIES TITLE AND DESCRIPTION

CLASS

DISTRIBUTION

RETENTION

DISPOSITION/REMARKS

1.

N

C-132 DESCRIPTION OF VOCATIONAL ED-
UCATION INSTRUCTIONAL PROGRAMS

F-133 DOCUMENTATION OF COSTS FOR
NEW VOCATIONAL CLASSES

SPECIAL PROJECT REPORT:

F-136 VOCATIONAL EDUCATION - BUDGET
ESTIMATE FOR SPEGIAL PROJECT

F-137 LETTER OF,INTENT FOR(SPECIAL
VOCATION EDUCATION PROJECT (PUBLIC
LAW 90-576)

M-739 GRANT APPLICATION FOR REPLACEA
MENT OF MEMBERS OF PROJECT FEASTING

M-754 GRANT APPLICATION FOR FOCD
SERVICE SEMINAR

M-138 LETTER OF TRANSMITTAL 5 YEAR
PLAN

WORK STUDY APPLICATION:

P-151 APPLICATION TO PARTICIPATE IN
VOCATIONAL EDUCATION WORK/STUDY PRO-

OFM

OFM

OFM

OFM

OPR

School District
SPI

School District

SP1

School Distzict
SPI

School District
SPI

Schoel District
SP1

Until supersede
Until supersede

Until receipt ot
approval
Until after aud*

2 years
1 year

Until superseded
Until superseded

7 years
7 years

First issued 1970-71

*If class is not offered every year
Notice of Approval should be kept 2
vears as proof of previous program
approval.

First issued 1970-71 (previouslySPIV:

First issued 1970-71
(previously SPIV-3)

First.issued 1970-71
First issued 1976-77
First issued 1976-77
First issued 1970-71

First issued 1970-71
(previously WS-1)
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" WASHINGTON STATE SCHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE
REFERENCE: RCW 40.14.070 & WAC 414-24.05

SCHEDULE NUMBER TITLE

| SD-20R: PI_REPORTS/VOCATIONAL £Q

1ITEM
NO.

RECORDS SERIES TITLE AND DESCRIPYION

CLASS

UCATION/VOCAT JONAL -TECHN

CAL INSTITUTES

DATE

MARCH 1978 PASE 2

o|=2

PAGES

DISTRIBUTION

RETENTION

DISPOSITION/REMARKS

P-152 STUDENT APPLICATION FOR WORK-
STUDY

P-153 WORK-STUDY MEMORANDUM
P-154 WORK -STUDY EMPLOYMENT AND EX+
PENDITURE REPORT

P-155 VOCATTIONAL EDUCATION FINAL
WORK-STUDY REPORT

P-156 VOCATIONAL EDUCATION WORK-STOM
PROGRAM - REPORT OF MATCHING LOCAL
¥UNDS

‘F-186 BUDGET ESTIMATE FOR VOCATIONAL
. EDUCATION

F-187 BUDGET SUMMARY FOR VOCATIONAL
EDUCATION (PROGRAM 28)

F-218 FINAL REPORT OF VOCATIOMAL ED-
TDCATIOR FOR SCHOOL YEAR

F-219 ADDITIONAL VOCAIIONAL ERUCA~
TION CLASSES OPERATED-

SPT

OFM | School District

OFM | School Dlstrlct

ﬁntil after aud
Until after audi

First issued 1970-71
(previously Ws-2)

First issued 1970-71
(previously WS-4)

First issued 1970-71
(previously WS-5)

First issued 1970-71
(previously W8-7)

First issued 1970-71
(previously WS-8)

Until superseded First issued 1970-71

(previously SPIV-4B)

First issued 1970-71
(previously SPIV-4C)

i First issued 1970-71
12 (previously VEL-4)

First issued 1970~-71
(previously VEL-3)
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WASHINGTON STATE S5CHOOL DISTRICT

GENERAL RECORDS RETENTION SCHEDULE

REFERENCE: RCW 40.14.070 & WAC 414.24.050

SCHEDULE NUMSER TITLE DATE .
SD-205. SPI REPORTS/GENERAL MARCH 1973 PAGE ] °F 1  PAeEs
‘Jgfm RECORDPS SERIES TYTLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS

1. | D-162 ESCROW AGREEMENT

2. | M-259 ANTICIPATED SCHQOL LEVY QR

3. | D-282 APPOINTMENT OF SCHOOL DISTRICT

DIRECEOR

BOND ELECTIONS

4, | D=-320 CERTIFICATE OF ELECTION OF

SCHOOL BOARD PRESIDENT OR CHAIRMAN

‘5. P-657 CERTIFICATE OF ELECTION OF
SCHOOL DISTRICT DIRECTOR

6. j P~728A STUDENT ACCIDENT REPORT

OPR | School District
State Bd of Ed.

Contractor

School District
SPY

OFM

School District
SPI

OFM

School District
SPI

OFM

School District
1SPL

OFM

O0FM |Schoel District

All primary cop3

+ 7 years

period of escro
+ 7 years

period of escro
+ 7 years

Until
Until

superseded
superseded

superseded
superseded

Until
Until

Until
Until

superseded
superseded
Until
Until

superseded
superseded

Enter in Student]
Cumulative Recor
(see 8D-19)

period of escrow

es

All primary copies

All primary copiles

[+7)

First issued 1971-72

First issued 1971-72

First issued 1971-72

First issued 1975-76

First issued 1975-76
Deleted 1977-78
*Replaced by D-282

First issued 1976-77

N
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Appendix A

AGENCY PROGRAM DIRECTIVE AND ANNOUNCEMENT
(Semple)

' B

TO: All Departments
SUBJECT: Records Management Program

Because organizations are experiencing an information and paperwork explosion,
it 18 the policy of this School District to encourasge efficient and economical
paperwork practices. This policy will be manifested by compliance with state =
law relative to the retention, disposel 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 guildelines for the timely dispossal

of cbsolete records, It will reduce the requirement for additional file
equipment, release present equipment end space for other uses, save time in file
handling, and insure the preservatlon of essential and permenently valuable
records.

To initiate and meintain 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 Office in this effort, and it is requested that (he,

she) be given your complete cooperation,

Superifittendent

T1



SUBJECT:

I.

1.

III.

IV.

Appendix B

POLICY & PROCEDURE
(Suggested Format end Content)

RECORDS DISPOSITION MANAGEMENT
Purpose:

To establish the policy and procedure for the identificatlon and systematile
retirement and/or disposal of obsolete, insctive, semi~active and archival
records from costly office space and equipment 1n mccord with the provisions
of RCW LO.1k,

Offices Affected:
All District Offices.
Policy:

It is District policy to promote efficient records management practices.

It is desirable that all District records be inventoried and analyrzed for
administrative, legal, financiml and historical values to insure that:

1. only active records are reteined in high cost office space.

2. valuable historical records are adequately vreserved.

3. 1nactive and semi-active records are removed to low cost inactive
records storage, and

4., obsolete and yalueless records are effectively eliminated in saccord w1th
the provisions of RCW BO.1l4, to indure the efficient use of file equipment)
office spece end storage facilities.

Defindtions:

PUBLIC RECORDS:
As defined by RCW L40.1k, 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 nade
by any agency of the State of Washington or received by it in connectlon
with the transaction of public business.

RECORDS MANAGEMENT:
The application of administrative management techniques to insure the
adequacy, propriety, essentislity and efficiency of documentation and
records maintenance and dispogition.

RECORDS DISPOSITION MANAGEMENT:
A records management teehnique aimed at the systematic, timely and
effective disposal or removel of cbsclete or inactive records from
expensive office space and the effective but economical preservatinn
of records of permanent value,.

RECCRDS OFFICER:
An individusl aeppointed 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.

T2



RECORDS COORDINATOR:

1.

"An individual assigned to an office of the District who coordinates

the Records Management Program between the Records Officer and offices
of the District. :

Procedures and Responsibilities:

RECORDS OFFICER .

a. Coordinates the District Records Management Program,

b. Conducts Records Management Workshops with Records Coordinators

and other Distrilet personnel.

c. Packages and distributes General Schedules to Records Coordinators.
t. Serves ana records lialson with the Division of Archives and Records

Management..
€. 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-2U4, Public Records Retention Schedule & Destruction
Authorizations: consults with Records Coordinators regarding records
retention and transfer recommendations for final dispogition of records.
Establishes primary Offices of Record and the location of official copies.
g. BSubmits Schedule revisions to the Washington State Local Records
Committee and distributes approved revisions returned from the Committee.
h. Assists with physical disposal of records eligible for destruction.

RECORDS COORDINATOR (OFFICE OF RECORD)

ay, SipervigesiRecords [Disposition Management, Program withinman officen
b." Maintains Reccords Management Files.

c,. Recommends| records retention™schedule révisions to the District
Re¢ords Offiicer and prepares GAA~2U \Public Records Retention/Schedule
& Destricfion Authorizations)] for Records Officertsapproval.

d. Monitors physical destruction of records eligible for dispesal and
sees that records retention schedules are updated and implemented
annuslly.

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT

a. Provides agency Records Officer with forms, procedural instructions
and materials for agency use.

b. Presents program orientation &nd instructions to District Records
Officer and Records Coordinators upon request of Distriet Records
Officer.

13



ANNUAL. RECORDS MANAGEWMENT CHECK-UP
(FOR RECORDS OFFICERS)

Appendix C

ITEM

YHS

NO

COMMENTS

1. Has responsibility for cootdinating the Recorda Manngement
Program in your district been assigned to one individusl? Indis
cate in the '"‘Comments’ column the name of the individuml
appointed by thé superintendent as Records Officer.

2. Hag a Policy snd Procedure containing procedures mnd re-
sponsibilitiea for an effective Records Management Progeam
been published and disseminnted to all Offices of Record?

3, Have all recards been inventotied and scheduled for dispos
sitlon? .

4, Do the Schedules promote minimum retention of records con-
sistent with operating requirements? Is & revision necessary
due to progeam or other changes?

5. Are copies of Schedules available to those persons respons
sible for their application? Each office maintaining records
should have a current School District General Schedule snd
appropriate GAA-24s as may be required.

6,  Are there adequate instructions for applying Schedules?
Procedures should be developed and implemented chat escablish
individual responsibilities ss to when records mre *'cut-off,"’
placeduin, cartons and tranaferzed topstorage or destzoyed;

7. 1s rtiming of the ap*licltiun of the Schedules coordinaced
with other workloads? The prepacation and trensfer of records
ta storage should be accomplished when the requirement for
other duties is nt a'point of low activity,

B. Have file "‘breaks’ or ""cut-off'' been established to facili=
tate the temoval of records from office space? Once estabs
lished, file *'breaks'’ or ‘'cut-off'’ procedures should be closely
followed to provide for a systematic records disposition plan,

9. 1Is purging of file material held to a minimum? The careful
knowledgeable preparation of records inventories and Schedules
will provide the informstion as to documentetion content of each
Records Series, keeping purging and screening to a minimum,

10. Has the Schedtle been applied in the last cwelve montha?
(Reference Ttem 6 above)

. Ex

11,  Are all disposition instructions satisfactory to district
staff? {Reference ltem 4 above)

12, Dees your district control the assignment of additional
office space and the purchase of additional filing equipment to
be sure thatr they are not wasted on records not needed in cue-
rent operetions? Is filing equipment sucplus to office needs
transferred within the ageacy?

13, Has che effectiveness of the Schedules been reviewed by
the agency Records Officer within the past year?

Th
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Washington State School District District Records Officer
GENERAL RECORDS RETENTION SCHEDULE Telephone

This package conteins the Records Retention Schedules for

NAME CF DEPARTMENT OR SCHOODL

These Schedules should be maintained, updated and implemented in accard with the Schoot District Records Management Manual, Schoo! Diserict Policy & Procedure and/or Washington Scate
Records Disposition Regulations for Agencies of Local Govemment,

GENERAL EXPLANATIONS

Minimum or legal retention periods are being established for records of all agencies of state and local govemmens, including school distsicts, in accord with the provisions of RCW 4. 14,
The enclosed Schedules should identify cach recotd created or ceceived by the department or office by ritle, purpose and/or function, its classification as an Official Public Record (OPR)
or Office Files and Memoranda (OFM), location of official and other copies, retention period and disposition authority, The number of Records Series listed on the Schedules will ususlty
not be extensive bur che toral records holdings of cach deparment and office mu'st have the approval of the Local Records Committee prior to any disposition action, If the Schedules do oot
inclade ali of the records of your department or office, 2dditions or changes should be accomplished in accord with the Schoo! District Records Management Manual, School District Policy &
Procedure or Washington State Records Disposition Regularions for Agencies of Local Govemnment. Uslisted tecords or reconds not having che approval of the Locs! Records Commitree may
aot be legally destroyed,

Admigistrators are encouraged to dispose of records in accord with the Schedule gnideline; however, disposal is not mandatory and records may be retained in & department or office longer
than specified, providing there is a justifiable need and adequate low cost on-site storage is avajlable. Rereation periods sre minimum as estmablished by the Washington State Local Records

irtee. ‘Coatact your School Districe Records Officer for instrmctions on revising General Schedules, preparing 2 supplemental Schedule for records uzique to your office, new recoeds or
redecing retentions of Scheduled records. ’

“Purging,” '‘weeding,” or “*screening’ of documents in a Reconds Series shonid be held to a mipimom as it is a cosdy pocedure. Wherein purging is necessary, it shozld be done with great
care, lest valuable papers thagcannor beyreplacedjare destroyed. Manyjrecords whichyhave no apparent furtherjadmipistrative value may bejexttemely important for archival or historical

parposes.
EXPLANATION OF WASHINGTON STATE SCHOOL DISTRICT GENERALRECORDSRETENTIONISCHEDULECOLUMN HEADINGS

RECORDS SERIES TITLE & DESCRIPTION: This ritle should be a brief coacise descripiion of the Records Series. A Rec?rds Series may be ds:‘ﬁncd_ as “a/group of records performing 2
pamicalar function for the depammént or office; Which ace Filed as 2 unitjyused as 2 unit, and which may be transfemed and disposed of 2s,a.unit” This,may be a grouping of copies of 2
single form, such as Puechase Requisitions, 2 grouping of correspondence and form records in a General Correspondence File, or 2 gmupm[g of various forms and other documents r.fn ;cclse
file, such as Personne] Record Folders, This will be followed by a brief starement or statements explaining whar function or purpose the Kecords Series serves in the operation of ¢
department or office. .

CLASS: Short for classification. All Washington State records are classified as either Official Public Records (OPR) or Ofﬁgc Files .and Memoranda (OFM). Officizl Eu_bhc ?:lclordil(iopm
shall include all original vouchers, receipts and other documents necessary to isolate and prove the validity of every transaction relating to the receipt, use‘ lndfcil.tdﬁgsxtm o andpu c
property and public income from all sources whatsoever; all agreements and contracts to which the State of Washingron or any agency thereof may be a party; all ity, snftet;y A o

fomzoce bonds: al)l claims filed against the State of Washingron or any agency thereof; all records or documents required by law o be filed with or kept by any lSﬁ“'-‘-'Y :lnd e(Ot;tM)

ashingron; and all other documents oc records determined by the Records Commirttee to be Official Public Records, {Reference: RCW 40.14.0 10)_ Office Fx!es lngd l_emo a OF¥ Osm[ﬁcit!
include all records, correspondence, exhibits, books, booklets, maps, blank forms, or documents not above defined and .claSs'lﬁed as Official Pub:la_c Records; all ﬁ lcaie cup_;reed S ot
Public Records filed with any agency of the State of Washingron; 211 documents and reports made for the interpal adminiscration of the office 1o w(;{cl; they ;tcx‘;{lénw 40t ﬁ.otfc mO‘fﬁcizl e
be filed or kept with such agency; and all other documents or records, decermined by the Records Commirree, to be Office Files and Memoranda, (Reference:

Records have a minimum retention period of seven years.

DISTRIBUTION: A listing of the departments and/or offices which will ultimarely retain copies of each-Records Series.

. . - ’ .
RETENTION: Opposite the name of each depactment or office retaining copies of each Records Serics will be found the Washington Seare Logn! Records Committee srret:oml!xendgd retention

period.
DISPOSITION/ REMARKS: Additional pertinent information perraining to each Records Series.
LOCAL RECORDS COMMITTEE )

RC¥ 40.14.070 establishes a Local Records Committee which shall have authority to appro

committee consists of an appontee of the Artorney General, the Chief Examiner of Municipal ¢
in RC¥ 40.14 of anv local agency may be legally destuoyed withoat the approval of this committee.
Ll *

- - . This
i ther disposition of all records of local agencies of government. . '
vlcctlg:pgf:::::: g? :i,'tre°0fﬁc¢: ?;ﬂ Scate Auditor 2ad the State Archivist, No public record as described

(g ®Tpuaddy



Appendix E

A.. PREPARING A GAA-24 .
PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION

The GAA-2L 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 Committee. Three coples should be received by the Committee, so that
the Records Officer and each Office of Record concerned will recelvé dpproved copies.
One copy will be retained by the Llocal Records Committee. See Appendix F, Page 80,
for sample. The GAA-24 will be prepared as follows:

¢
1. AGENCY TITLE: Enter name of department, institution, board, commimsion or other

parent agency unit.

.2. OFFICE OF RECORD: Enter name of the activity for which the Records Series

inventory is belng taken.

3. NAME & TITLE OF RESPONSIBLE OFFICER: Enter name and title of the person who has
the custcdirl responsibility for the records belng reported. )

L. PHONE: Enter telephone number of the person described above.

5. DATE OF SUBMITTAL: Enter the date the GAA—QH is submitted'to-the-District
Records Officer. o ’

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 Recorde Semeg ave added;vetartrWith the wext nwnber follewing,)to
provide continuity to the program)

T. RECORDS SERIES TITLE: Enter title of Records Serles being reported. This title
should™e a brief coneige’description of the Records Series. Extréeme 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 "g group of
records performing ¢ 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 wnit."

A functional unit may be described as a General Correspondence File, a Reading
File, or it may consist of coples of e single form such as Personnel Actions or
Purchase Requisitions. 1In each instance, regerdless of whether it consists ,of
copies of a single form or conteins 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 office has the responsibility for the
program documented by the Records Series and, as such, maintains the offieial or
record copy, indicate this by an asterisk following the Records Series title. If
not, indicate in Block 11 the office having the official or record copy 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~ -1l
Records Retention Schedule are betched together to form one Records Series, assign
an appropriate Records Series title and enter that title in this block. 1In

Block 8, FUNCTION/PURPOSE, identify each form that makes up the Records Series by
form title, form number end cepy number, followed by a brief statement of function
or purpose. For example: In Block 7, RECORDS SERIES TITLE, enter: Vendor Payment
Files,  In Bloek B, FUNCTION/PURPOSE, enter: Warrant Registar, Al, Copy 2; Vendor
Remittance Advice, A2, Copy 2; and Invoice Voucher, A19, Copy 2; wused to muintain
a record of vendor payments.

16



A.

PREPARING A GAA-24 (continued)

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION

8.

L0.

il.

12.

13.

FUNCTICN/PURPQSE: 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
title. (Avoid one word descriptions of purpose and/or function, as these are
quite often ambiguous and do not contribute clearly to the function or purpose
of the Records Series)

OPR or OFM: Official Public Records or Office Files and Memoranda. (Reference
RCW 40.1h4) Official Public Records (OPR) shall include sll original wouchers,
receipt and other documents necegsary to 1lsolate and prove the validity of
every transaction relating to the receipt, use and disposition of all public
property and public income from all sources whatscever; all agreements and
contracts to which the State of Washington or any agency thereof 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 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, bocklets, drawings, maps, blank forms, or documents
not above defined and classified as Official Public Records; all duplicate

.copies of Official Public Becords filed with any agency of the State of

Washington: all documents _and reporits made for the internal administration of
the officel to|which they pextain but not required by\law to be filed or kept
with ‘smech agency; and all other,decuments ofr records, determined by the Loeal
Records Committee to be Office Files and Memoranda.

INCLUSIVE DATES: Enter the date (month, abbreviated, and year) the Records
Yeries began in the block "FROM." In the block "T0," enter the word "Present"
for Records Series of a continuing nature. If the Records Series has been
discontinued, enter the date of discontinuance.

LOCATION OF OTHER COPIES: Enter the name of one other known office having an
active copy of the same documentation found in the Records Series. (4s in
Bloek 7, place an asterisk following the name of the office having the offictal
or record copy) Do _not indicate Archives, Records Center or other inactive
storage locations. '

VOLUME OF RECORDS: Enter the total volume of all of the Records Series pre-
sently accumulated, regardless of where the location may be. Estimate in
File Drawers, Cubic Feet or Linear Inches, whichever ls most convenient and
applicdable. Estimate about 2 cubic feet of letter siye material per letter
size drawer, and 3 cubic feet of legal size material per legal size drawer.

RETENTION PKRIOD: Officinl Public Records have a statutory minimum retention
of T years. '"The retention period for Office Files and Memoranda is based

on operational requirements of each individual office. Regardless of the
duraticn of the retention period, Records Series should be kept in office
files after "cut-off" only as long as is necessary for (1) active reference,
(2) audit, when required, and (3} other operational requirements. Once these
three factors have been satisfiled, the records should he 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.

7T
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A.

PREPARING A GAA-24 (continued)

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION

13.

1k,

15.

RETENTION PERIOD: {continued) -
Years may be abbreviated "Yrs," months as "Mos," weeks as "Wks," and perman-

ent as "Perm." It is quite helpful to establish the office retention for an
auditable Official Publlic Record. When this has been done, use this same
office retention for all Records Series having equal or longer totsl reten-
tion perioed. This provides for a once e year transfer of all elaglble records
to the Records Center at the same time. ;

REMARKS: If Records Series is to be micrefilmed, enter "Microfilm." Other~
wize, leave blank for comments by the Local Records Committee. Under normal
circumstaiices, records of all offices in the immediete Olympia area will he
forwarded to the Records Center for destruction. BRecords found in offices
outside the Olympls area may be destroyed from their respective mreas. If,
however, upon receipt of the GAA-2l4 by the reporting office, it is noted the
words "Archival™ or "Potentimlly Archival" in this block as pertains to
individual Records Series, this means the State Archivist will assume custody
of these records at the terminstion of their retention period 1o extract
historical information. Records Berles bearing either of the stated notations
mey not be destroyed from their record keeping ares, regardless of office
locations. At the termination of their retentions, thevy will be forwarded to

the State Records Center.

AGENCY APPROVALS IF REQUIRED: OCbtaln the signatures of those individuals
designated to review prepared schedules, including the person whose name is
typed inpBlockm3,andptheshgencynRecordsnbificers

DISPOSITION AUTHORITY=NUMBER:wnlf  the Recerds Series being reportedrhas pre-
viously been inventoried and the Local Records Committee has assigned a '
Dispesitionl Authorityslumber, enter. thatpnumbershere . 1Ifthe Records Series
ig found in the General Records Retention Schedules, enter the appropriate
General Schedule in which the record is found, ag GA 1 for General Schedule
1, G5 2 for General Schedule 2, étc. 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 items listed by the Records Officer.
After signing, the Records Officer will forward the GAA-24 to the Division
of Archives and Records Management, where it will be reviewed by the Local

Records Committee.
ADMINISTRATIVE APPROVAL

Upon completion of the inventory of all records of an office preparation of
Public Records Retention Schedule & Destruction Authorization, GAA-2h4, these
forms will be forwarded to the agency Records Officer, who will review them.
He will consider the entire agency records program, locking towards the
elimination of duplicated. files, possible microfilm programs, improved methods
of storing and other means of improving the overall records management system.

STATUTORY APPROVAL
Washington State Local Records Committee
Rerurds Destruction Authorization

1. STATUTE: FRCW 40.14 specifies that state records shall npt be destrcycd
without the approval of the Washington State Local Records Committee. Public
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PREPARING A GAA-24 (Continued)

C.

STATUTORY APPRQVAL (Continued)

Records Retention Schedule & Destruction Authorization, GAA~2L, provide
Lthat means by which departments and offices apply for approvel of the
Locnl Hecords Commlttee to destroy records of temporary velue.

2. PROCEDURE: Subsequent to inventory review by the Distriect Records
Officer, GAA-24 forms for all records Bre submitted to the Washington State
Records Committee, in care of the Division of Archives and Records Management,
218 General Administration Building, Olympia, Weshington 98504,

The Committee consists of the Chief Examiner for Municipal Corporations of the
Office of State Auditor, an Assistant Attorney General and the State Archivist.

3. RECORDS COMMITTEE ACTIONS: The Local Records Committee meets regularly
gnd in extra session as regquired by volume of requests.

District records destruction recommendations 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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STATE OF WASHINGTON

LOCAL RECORDS COMMITTEE

{

PUBLIC RECORDS RETENTION SCHEDULE & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070

1

GUNTY, CI™7 QR OTHER L OCAL AGEN
ercer -éiand dehoo
L160 86=r Avenue, S. E.

X, . 2, OFFICE OF RELOMD
istrict #400 ﬂ .
Food Service

3, RAME & TITLE OF RESPONSIBLE OFFICER

Jeanette Johnson
Supervisor of Food Services

Eéé“fi%so
xt. 2h1

3, TATE OF SUBMITTAL

3/16/76

10, INCLUSIVE DATES

vendor's

Kb. 7. RECORDS SERIES TITLE B. FUNCTION/PURPOSE °’:;'“ — — . LocATION OF oTHER 3‘-‘};":'6':.'3: 13, Revourion 14, AEmARKS
1. | Daily Meal Count &{Record of meals served by OFR | 9/68 [Present 2 cu. ft. T years
Cash Receipt each schocl reported daily
Records for income reccrds and
reimbursement claims
2. | Dairy & Bakery For audit purposes OPR | 9/63 Fresent b eu. ft4 7 years
Inveices
3. { Recaps of Annual [Used for federal reimburse- {CFM 9/67 [Present 2 cu. Tty 3 years
Meal Count Recordsiment purposes
L. | Commodity Receipts]Signed delivery invoices OFM 9/70 Present 1 cu. ftl 3 years
for commodities delivered
to [schools
5. { New Equipmenf Bids{Bids received from potential] OFM { 6/60 (Present % cu. ft1 3 years

15. AGENCY APPROVALS - |F REQUIRED (See Reverse Side)

4 XTpuaddy

is. AC7T.ON BY LOCAL RECORDS COMMITTEE

[ larPROVED

—
[ ] APPRAVED A$ AMENDED

——
CJumareroveD

B12PESITION AUTHORITY NUMBER

FOR THE ATTORMEY GENERAL

———
FOR THE STATE AUDITOR

FOR THE STATE ARCHIVIST

GAA-24

(Rev 3-75) SUPERSEDES GAA.20 & GAA.24 -



. Appendix G
GENERAL INFORMATION FOR THE RECORDS QFFICER ON RECORDS RETENTION SCHEDULING

A. THE IMPORTANCE OF GOOD RECORDS IDENTIFICATION

The segregation of records into groupings, or Recorde Serles, provides a memns
whereby the various functions and responsibilities of any agency can be documented.
The maintenance of all records pertaining to a perticular function in the sanme
location provides s means of ready access to the establishment development and
progress of that function. ' 0

The importance of identifying these Records Series becomes apparent when it is
necessary to retrieve certain informstion. Proper arrangement and content of each
Records Series provides a systematic means monitoring progress, making decisions, -
end the countlese other detalls so important end necessary to the successful.
accomplishment of the many programs under the Jjurisdiction 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, beccme
quite voluminous with the passage of time. Included in the devlopment of Records
Beries should be an organized plan of systematlic transfer of inactive records from
high cost office space and equipment to low~cost storage. Identification of records
also plays end important part in transfer procedures. Therefore, appropriate Records
Series titles must be assigned., 1In order to be most effective, these titles should
be brief, yet meaningful. They must be & clear indication we are identifying a group
of records, not people, organizations or equipment. It would be extremely redundant
to ettach words such as "files," "records," "papers," or "documents' to titles for
this| purpose alone., We must evold idiometdic and other familiar expressions that do
net, provide adequate information pertainingito each Records Series. BSimilarly,
abbreviations cannct be used as too often the same sbbrevietion has different meanings
for different people. ' ,

Throughout the Records Management Program, the word "function" plays an important
part. Webster defines "function" as "the normal or characteristic sction of any-
thing. . .a speciel duty or performance required in the course of work or sctivity.

.to act in a required or expected manner; do its work." If we apply these
definitions to a Records Serles, we might say, "the role or part a Records Series
performs in providing documentary rescurces in the accomplishment of the office,
concerned."”

The scope of each Records Series should neither be too broad or too 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 purposés, these would seem to indicate the term "Accounts
Receivable™ would be too broad to be effective. 8Similarly, the term "Personnel
Records" would also be too broad., This is especially true in thig instance due to
retention requirements. A "Request for Leave of Absence" need not be retained for
any extended period, while an "Employees Permenent Record" should be kept throughout
the employee's term of employment. A Records Series titled "Payment Voucher" would
seem too narrow as that 1s only one document of seversl in & batch necessery o
identify complete transactions. In the cases of forms used, when copies of 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 &
Records Series such as in & case or project file, an appropriate title must be
assigned.
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In order to determine apptopriate Records Series titles, it might be helpful to

ask a few questions. What reference service is provided? What types of actions P

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 regquirement
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.

The words listed and defined below can be very useful when determining Records s
Beries titles. But, in view of the meny 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. 8imilarly, "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 Beries.

B. CLUES IN IDENTIFYING RECORDS

ABSTRACT........A summary, en excerph LIST....v.vnv .. «An itemized tebulation
ACCOUNT.........A report, & descriptlon, a LOG.......cv....sA roacord of progreas
financial category MANIFEST.,......A llat of carge
ACKNOWLEDGEMENT.A receipt, an admission MEMORANDUM, .....An informel communicetion
AFFIDAVIT. .aman. A declaration MESSAGE. . .. .oswnAny communication N
AGREEMENT....... A contract NOTE. vau s ofoss o Acknowledgement of a debt
ALLOTMENT.......A distributlion, 8 portion NOTICE.. ..\ sus . Notification .
APPEAL....... W »A request to reviews declsion NOTIFICATION,...Advice, information {
APPLICATION ++ oA peper instrument for appl:,ring, ORDER.. .. i+ ... »A cémmand or inestruction R
putting to use PASS. (uh. o vaseeduthorlization of & passage

APPOINTMENT..... An assignment, a scheduled FERMIT..........Authorization of = specific

- meeting activity
ASSTGNMENT...... A transfer, an appointment PETITION.. ..., .A formsl request
AUTHORIZATION. . .A permit for actiocn QUESTIONNAIRE...A list of questions
AWARD. . ....cveuns A conference, a Judgment RECEIPT,........An acknowledgement of delivery
BID..:vswun-. «.v.An offer for a price or payment
BILL.ev..uus ver. A credlitor's claim, an inveice RECOMMENDATION. .A proposed course of action
BOND............ A binding agreement FECORD. .uvsaresAn Bocount of facts or events
CERTIFIGATE..... Evidence of truth, ownership, debt REGISTER........A record of events or actions
CLAIM. ,...uo v 4 demand, an assertion RELEASE........-A discharge from obligation
COMMUNICATICN...Interchange of information REPORT..........An account of action or status
COMPLAINT....... A formal allegation REQUEST.........Aek, apply, requisition
CONTRACT........A binding agreement REQUISITION.....A form of application
DEED............A record of trenefer or contract ROLL.s«osves.essA 1iBt of related items
DIARY...........A record maintained regularly ROBTER...... veedAn ltemized list
DIGEST....+.+...Condensed data SCHEDULE. .......Document, of future or recurring
DRAFT..... e A preliminary version, payment ' ectlons

: drawn on another SPECIFICATION,..A detalled requirsment
ENDORSEMENT.....An assignment, approval STATEMENT.......An &ccount of condition, a
ESTIMATE. ...cux. An approximation declaration
GUIDE....+»s+.« An Instruction for an action SUMMARY.........A condenastion of & fuller account
INDEX....evu.u. A guide or refereénce SURVEY..: vss..s.An analysie
INQUIRY......... A request for informastion TABULATION......A systematic summary
INSTRUCTION.....A direction TRANSMITTAL.....A paper instrument to send or
INVENTORY.......An itemlized record trangfer data
INVOICE. .verus LA bill TRANSCRIPT......A written copy
ITINERARY.......A record of & trip VOUCHER....+..++A receipt or record of a —
JOURNAL......... A record of transactions transaction ;
LEASE.....+..+..A contract of rental WARRANT.........A guarantee
LEDGER, . .- cvus.n A record of accounts ) ’ ' : e
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Once the various Records Series have been established, there comes the need to meke

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 determinetion as to what value or
values it may have. As each Records Series is being reviewed, the following criteria
may be helpful in maeking records velue determinations.

C. WHAT VALUES SHOULD BE CONSIDERED

ADMINISTRATIVE VALUE. Records are created to help accomplish the functions for
which an aegency 1s reasponaible. They have sdministrative value as long as they
asslst the agency in performing elther current or future work. The primary
administrative use of most records la exhausted when the transactions to vhich they .
relate have heen completed. From that point on they losé thelr value rapidly. ‘
However, some administrative records contain basle facts concerning an agency's
origin, policies, functions, orgenization, and significent adminimtrative decisions.
Theae records should be preserved to provide adeguate documentation of an egency's
operations.

LEGAL VALUE. Records have legal value if they contain evidence of legaslly
enforceeble rights or obligations. Examples of these are records thaet provide the
basis for action, such as legal decisions and opinions; fiseal 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;msuch &s budgets, allotments, payrolle endswouchers. After
those records heve served theilr basic functlion, they may still have sufficient fisgal
velué to Justify their retention in storage for a time to protect the agency ageinst
court action or to account for the expenditure of funds.

RESEARCH, HISTORICAL or ARCHIVAL VALUE, Some records have enduring value because
they reflect significent historical evente or document the history and development
of an agency. The importence of preserving such records is obvious, Not so appsrent,
however, is the need to re-evealuaste them periocdically to insure that the material
being accumuleted is actually filling e 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 mey be transferred to
intermedlate storage. :

Records referenced infrequently should be tr&nsrerred to

low-cost storage.

4. PERMANENT RECORDS - Records of permanent value administratively, legally,

finencially and historically and may be active or inactive

but not disposable.

Records which reach & point of inactivity and are of no

further administrative, legal, financial or historical value.

3. INACTIVE RECORDS

5. DISPOSABLE RECCRDS
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D. DETERMINING RETENTION PERIODS

Keeping records, either in offices or storage areas, costs large sums of money. The
actual or potential value of the records should be weighed against the cost. There
is a calculated risk in this business, and & good records dispcsition program requires
that we teke it. There have been lnstences 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 overly cautiocus 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 Seriesi

1. The cost of maintenance of a file drawer of recorda in an office file is many
times the cost of maintaining an equal volume of records in low-cost storage.

2. Permanent meana forever. Few reaords are worth preserving forever, and the
vast majority should be realistically limited in retention.

3. Few records have legal and finaneial value beyond 7 years and most recards
have served administrative needs after 1 to 3 years.

4. Eighty percent of references to moat records ocecur within 1 year from date
of receipt, the subsequent twenty percent on a declining basis after the firet year.
Therefore, as a general rule, records older than one to three years become inactive
and should be transferred to a storage facility for permanent or temporvary retention
or destruction on the basis of a retention schedule.

E. RECORDS DISPOSITION INFORMATION

On the basis of your inventory and appraisal of a Records Series, it #ill, in many
cases, begdetermimed thatpemrecordpismeldigiblesfor destructjonpafterpanspecific
retention or after microfilming. A GAA-24, Public Records Retention Schedule &
Destructionmfuthorization, ;isg8 reguests to therbocal RecordsrCommittee for approval
of reconds destruection/ after a specific retention period., It must be completed and
submitted Mwoerthe Committee lor authorization to destroyrany record deemed tol be
disposable, unless on a General Schedule. The following guidelines 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 Flles and Memoranda {(OFM)."

fection 1. As used in this act, the term "Public Records" shall include any
paper, correspondence, form, book, photograph, film, sound recording, or other
dovument , regardless of physical form or characteristics, and including all copies
thereof, that have been made by any agency of the State of Weshington or received
by it in conuectiou with the transaction of public business.

For the purposes of this act, public records shall be classified as follows:

(1) Official Public Records shall include all original vouchers, receipts,

and other documents necessary to isolate and prove the validity of every
transaction relating to the receipt, use and disposition of all public property
and public income from all sources whatsoever; all asgreements and contracts to
which the State of Washington or any agency thereof may be a party; all fidelity,
surety and performance bonds; sll records or documents required by law to be
filed with or kept by any agency of the State of Wazhington; and all other
documents or records, determined by the Records Committee, to be Official Public
Records.
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(2) oOffice Files and Memorande shall include all records, correspondence,
exhibits, bouks, booklets, drewings, meps, blank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of
Official Public Records filed with eny 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 Committee, to be .

Office Files and Memoranda. '

According to RCW 40.14, Official Public Records must be retained for s 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 Committee after a retention period recommended by the

Office of Record.

2. JUSTIFYING REQUEST TC DESTROY RECORDS: The primary reason that we destroy records:
is they become too voluminous and hence too costly to retein permanently. There are,
however, supporting reasons. A record may be obsolete apnd of no further administrative,
legal, financial or research value after a specific retention. It mey be a duplicate
and not required except for a shorti reference period. A combination of these and
other factors may apply to nullify the continual maintenance of a Records Series

after a specific retention.

3. OTHER STATUTORY REQUIREMENTS: There are a few statutory requirements governing
records destruction and preservation other than RCW 4o.1h for Washington State
fecords ] Howevel;"séme vecords do"have), spefific statitory|Féquirements for [eFeation
and destruction.| Some records may be crested as the result of a|federal requirement
and hence bear federal retentlon schedules or may require meintenance for lengths of
time /specified by the federal government due to/its financlal or' other involvement

in the progran.
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Appendix H
WASHINGTON STATE RECORDS MANAGEMENT PROGRAM
RCW 40.14 PRESERVATINN AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES

k0.14.010 DEFINI'ION AND CLASSIFICATION 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 B8tate of
Washington in connection with the transaction of public business, and legislative
records as described in RCW 40.14.100. For the purposes of this chapter, public
records shall be clmssified as follows:

(1) Official Records (OPR) shall include all original vouchers, receipts and
other documents necessary to isolate and prove the validity of every transmction
relating to the receipt, use and disposition of all public property and public
income from mll sources whatscever, all agreements and contracts to which the
State of Washington or any agency thereof may be & party; all fidelity, surety
and performance bonds; all claims filed against the State of Washington or any
agency thereof; all records or documents required by law to be filed with or kept
by any agency of the State of Washington; all legislative records as defined in
RCW 4D.14.100; and all other documents or records determined by the Records
Committee, hereinafter created, to be Official Public Records.

(2) Office Files snd Memoranda {OFM) shall include all records, correspondence,
exhibits, books, booklets, drawings, maps, hlank 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; end all other docu=
ments or records, determined by the RecordspCommittee, hereinafter created, to be
Office Files and Memoranda. (1971 First Extraordinary Session, Chapter 102,
Sectdon ‘b 1957 Chapter 2h6, Section 1)

-40.14.020 DIVISION OF ARCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - POWERS -
AND DUTIES - DUTIES OF PUBLIC OFFICIALS
A1 publie records shall be and remain the property of the State of Washington.
They shall be delivered by outgoing officlals and employees to their successors
and shall be preserved, stored, transferred, destroyed or disposed of, and other-
wise managed, only in accordance with the provisions of this chapter. 1In order
to insure the proper management and safeguarding of public records, the Division
of Archives of the Department of General Administration is designated as the
Division of Archives and Records Management, and, under the administration of
the State Archivist, who shall have reasonsble aceess to ell public records,
vherever kept, for purposes of information, surveying, or cataloguing, shall
undertake the following functions, duties and responsibilities: !
{1} To manage the Avchives of the State of Washington;
{2) To centralize the Archives of the State of Waeshington, 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 government;
(4) To insure the maintenance and security of all state public records and
establish safeguards against unauthorized removal 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 preserved 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 econcmical management 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
appraoved for filming by the head of the office of origln and the Archivist, to
approve microfilming projects undertaken by state departments and sll other agencies
of state government; and to maintain proper standards for this work.

(8) To maintain necessary facilitles for the review of records approved for des-
truction and for their economical disposition by sale or burming; 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 reguired in the current operation of the office where they
are made or kept, and all records of every agency, commission, committee, or any
other activiiy of state government which may be abolished or discontinued, shall
be transferred to the State Archives so that the wvalugble historical records of
the state may be centralized, made more widely available, and insured permanent
preservabion; PROVIDED, That this section shall have no application to public re-
cords approved for destruction under the subsequent provisions of this chapter.

When so transferved, copies of the public records concerned shall be made and
cerlified by the Archivist, which certification shall have the same force and
eflect as though made by the officer in charge of them. Fees may be charged to
cover the cost of reproduction. In turning over the archives of his office, the
olfficer in charge thereof, or his sutcessor, therby loses none 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 o sUpervise its records program and to\represent the office in all con-
tacts with the Records Committee, hereinafter ereated, and the Division of Archives
and Records Management. [The Records Offigcer shall:

(1) Cooardinate all agpects of the Records Management 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-
cedures prescribed by the State Archivist and State Records Committee, PROVIDED,
That Essential Records shall be inventoried and processed in accordance with
Chapter 40.10 at least annually.

(3) Consult with any other personnel responsible for maintenance of specific re-
cords within his state organizaetion regarding records retention and transfer
recommendations .

()} Analyze rvcords inventory data, examine and compare divisional or unit in-
venluries for duplication of records, und recommend to the State Archivist and
vtate Records Committee minimal retentions for all copies commensurate with legal,
financial and administrative needs.

(5} Approve all records Inventory and Destruction Requesgts which are submitted

to the Local Records Committee.

(6) Review established Records Retention Schedules at least annually to insure
that they are complete and current. -

(7) Exereise internal control over the acquisition of filming and file equipment.
(8) Report annually all savings resulting from records disposition actions to his
management, the State Archivist and the Office of Program Planning and Fiscal
Management.

It & particular agency or department does not wish to transfer records at a time
previocusly scheduled therefor, the Records Officer shall, within thirty days,
notify the Archivist and request a change in such previcusly set schedule, including
his veason 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

There is created a committee, 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 menbers shall serve without asdditional 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 Records Commlttee shall meet at least once every gquarter or oftener as business
dictates. Action by the Committee shall be by maj)ority vote and records shall be
kept of all Committee business.

It shall be the duty of the Records Committee to approve, modify or disapprove
the recommendalions on Retention Schedules of all files of publiec records and to
act upon requests to destroy any public records, PROVIDED, Thet any modification
of a request or recommendation must be approved by the agency originating the
request or recommendation.

The Division of Archives and Records Meanagement shall provide forms, approved by
the Records Committee, upon which it shall prepare recommendations to the Committee
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

MEMORANDA

Officisl Public Records shall not be destroyed until they are either photographed,
microphotographed, photostated, or reproduced on film, or until they are seven
years, cld, exdéptiona)showing o f [ the"department of "origin [fasWapprdved’by the
Records Committee, that the retention of such records for a minimum ef seven
years),is both unnec@ssary and uneconomical, particularl:” where lesser federal
retention periocds for records generated by the state under federal programs are
invelved; PROVIDED, That any lésser termof retentlion then 'seven yesars must
have the additional approval of the Director of the Budget, the State Auditor
and the Attommey General, except where records have federal retention guide-
lines, the State Records Committee may adjust the retention period accordingly;
PROVIDED, FURTHER, That an automatic reduection of retention pericds from ten to
seven years 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 Locel Records
Committee for approval or disapproval of the change tc a retention period of
seven years. '

Recommendations for the destruction or disposition of Office Files and Memoranda

ghall be submitted to the Records Committee upon forms prepared by the Records
Officer of the ageney concerned and the Archlivist. The Committee shall determine .
the period of time that any Office File or Memorandum shall be preserved and

may authorize the Division of Archives and Records Management to arrange for its
destruction or disposition. (1973 Chepter 54, Section U; 1957 Chapter 246, Section
6)

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES

County, municipsl, and other local government agencles may request authority to
destroy noncurrent public records haeving no further administrative or legrl value
by submitting to the Division of Archives and Records Management, lists of such
records, in triplicate on forms prepared by the Division. 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 Records Committee which shall review such lists, and
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40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES (continued)

may veto the destruction of any or all items contained there1n

A locul government agency, as sn alternatlve to vubmltiﬁng licts, may elect to -~

stablish o records control program based on recurring Disposltion Schedules recom- SR
m-nlod by the agency to the Local Kecurds Committee. The fichedules are Lo be ot

submitted on forms provided by the Division of Archives and Records Mansgement

.o the Local BRecords Committee, which may either veto, approve, or amend the
nchedule.  Approval of such Schedule or amended Ocheduje, shall be by JAnanimous vote
ot the Local Records Committee. Upon such approval, the ¢ chedule shall constitute
authority for the local government agency to destroy the records listed thereon,
after the required retention pericd, on a recurring basis until the Schedule is
either amended or revised by the Committee. - :

No public record other than Office Files and Memoranda of any local government
agency shall be destroyed until it is either photographed, microphotographed,
photustated, or reproduced on film, or until it is seven years cld, and except
as otherwice provided by law no publiec record shall be des troyed until approved
for destruction by the Local Records Committee; PROVIDED, Thal where records
have federal rotention guidelines the Local Records Committee may adjust the
retention period accordingly; PROVIDED, FURTHER, That an automntic reduction of
retention periods from ten to seven years as provided for in this 1973 amend-
atory uection for OFfficial Public Becords shall not be made as 1. records.on
existing Nevords Retentlon Sehedules but the same shall be reviewed individually
by the Tocal Records Committee for approval or d1ﬁappr0val ol the chunge to a

retention period of seven year - : A )

e State Archivist may furnish appropriate 1nfozmat10n, suggestions, and guide-

lines to local government agencies for their assistance in the preparation of = ... —
Tisks apn@ Sghedidles oOF afy"Obher[matter relatlnp Lo the rofention , PIESEPV&thﬂ,g _

ar destruction of records under this chapter. | The Loﬂal Bacordq Committee (may - e
adopl appropriate regul abiond establishing procgdu?es,to,be_folloged_¢nQSUCh ] (

uakters.

Records of county, municipal , or other local government agrnclies, designated by
Lthe Archivist as of primarily historical interest, may be transferrved to a
recognized depository agency selected by the Archivist, in order to YLJlEVC Joceal
ulfices ot the burden of housing them, to insure their pregervation, and.to make
Lhem available for reference or study. (1973 Chapter 5&; Section 5; 1971 First
Bxt raordinary Session Chapter 10, Sectlon 1j 1957 Chapter.2h6, Section T) -

40.14.080 CHAPTER NOT TO AFFECT OTHER LANS
Thee proviciens uf this chapter shall not be construed as rup@nLJng or modliysng
un; ather acts or parts of acts authorizing the destruction of public records

ave for those specifically named in Section 9 of this act; nor shall this
thlpter alfect the provisions of RCW 40.04.020 requiring. the deposit ef all state
pub11Pat10ﬂa in the State Library. (1957 Chapter 2h6,'aect10n 8) P
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