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Introduction

We are pleased to be able to present you with
this revised records management and
retention schedule manual for schoo! districts.

This is the fourth revision to the School
District General Records Retention Schedule
and Records Management Manual. It
incorporates several important changes and
additions.

1. New schedules have been added for
affirmative action, board of directors,
electronic information management, electronic
mail, employee benefits, employee relations,
hazardous materials administration, head start
and early childhood education, home-based
instruction,

internal audit, skill center special education
student records, and student assighment.

2. Indexing and schedule organization has
been improved in order to make the schedules
easier to use.

3. We have removed some procedural
guidelines thought to be extraneous for school
districts and substituted concise statements
about archival records, records storage
standards and the use of microfilm. We have
also provided references to sources of
information about these and other records
management techniques which you may
request if needed.
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Records Management Services and Assistance

Provided by
The Division of Archives and Records Management

The Washington State Archives is a division of the
Office of the Secretary of State. The Division
operates under the provision of Chapter 40.14
RCW, the Public Records Act, which also regulates
the disposition of ali records generated by state
and local government agencies.

Technical Assistance

The Division provides state and local agencies
with technical assistance in complying with legal
requirements and developing systems for
managing their records. Information is provided
on records retention scheduling, micrographics,
filing and information retrieval, essential records
protection, disaster preparedness and recovery,
records center operations, public access and
disclosure, and media storage standards.

Microfilm and Document Conservation

The Division provides|/certain records management
services oh a charge-back basis. These include
source-document.microfilming, microfilm
processing and duplication, and conservation of
endangered historical documents. in addition the
Division provides both state and local agencies
with security microfilm storage.

Archives

The Division is responsible for identifying, storing,
preserving, and providing public access to state
and local government records which have
continuing historical value beyond their
usefulness to the agencies which created them.
Such records must be transferred to the Division's
nearest regional branch (see map) rather than
being destroyed.

Regional Archives Branches

The Division of Archives and Records Management
has developed a system of regional branches in
order to make its services more directly available
to agencies and citizens throughout the state. For
assistance with public records management and
archival transfer, contact the archivist for the
branch located in your region (see map).

Northwest Branch

Western Washington University
Bellingham WA 98225

Phone: (206) 676-3125 or SCAN 532-3125
James Moore, Regional Archivist

Puget Sound Branch

Sunset Activity Center

1809 5. 140th St.

Seattle WA 9B168-3710

Phone: (206) 764-4276 or SCAN 443-4276

-Michael Saunders, Regional Archivist

Southwest Branch

1120 Washington St. SE

Olympia WA 98504

Phone: (206) 753-1684 or SCAN 234-1684
Wayne . Lawson, Regional Archivist

Central Washington Branch

Ceritral Washington University

Ellensburg WA 98926

Phone: (509)[963-2136 or SCAN 453-2136
Timothy Eckert, Regional Archivist

Eastern Washington Branch

Eastern Washington University

MS-84

Cheney WA 99004-2495

Phone: {(509) 359-6900 or SCAN 353-6900
Richard Hobbs, Regional Archivist

Special Service Telephone Numbers

Microfilm
Phone: (206)586-6232 or SCAN 321-6232

Document Conservation
Phone: (206) 753-1801 or SCAN 234-1801

State Archivist / Deputy State Archivist
Phone: (206} 753-5485 or SCAN 234-5485

Archival Research
Phone: (206) 586-1492 or SCAN 321-1492

WASBO Records Management Committee Chair
¢/o WASBO (206) 368-4706
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Concepts of Records Management

The Problem

Our ability to control information has not kept
pace with our capacity to produce it.

For example, who in your district knows:
The tatal volume of records being held?

What portions of those records are active,
inactive, or obsolete?

How rapidly those records are growing?
How many forms are being used?
How much time is required to prepare each form?

How many. reperts are being.produced.and who
received them?

Howgnuch time it takes ta file, reference and
refile records?

These are important records management
considerations. The conditions to which they
relate have a tremendous impact upon the
efficiency and cost effectiveness of our offices.
For example, the cost of records creation,
maintenance and storage are considerable.

Qur Investment in Records

Records Creation

Each inch of file space contains up to 160 pieces
of correspondence, reports, or forms. Original
correspondence has been reliably estimated to
cost as much as $12.00 in professional and

clerical time to prepare. That adds up to as much

.as $1,920.00 per inch or $48,000.00 per file

drawer in value,

Records Maintenance

The average annual cost of filing and retrieval |s
about $48.30 per file inch in clerical and
supervisory costs.

Records Storage

The average cost of office space is about $12.00
per square foot per year. On that basis, it costs
$96.00 per year to house each letter-size four-
drawer filing cabinet and $144.00 per year to
house each legal-size four-drawer filing cabinet.

The Scolution: Records Management

"Records management'.is.a,general.term, which
encompasses a number of activities and
technigues whichscontribute to thescommon goal
of imaking records-keeping easier, more efficient
and more economical. These include, but are not
restricted to, records retention scheduling,
noncurrent records storage, files management,
forms management, micrographics, reports
manhagement, and essential records protection.
Any or all of these techniques may be
incorporated into a specific program to meet the
needs of a public agency,

The Division of Archives and Records Management
publishes a number of manuals and handbooks on
records management which are available upon
request through your regional archivist. In
addition, published records management
information is available from several professional
assoclations,




A Summary of Legal Requirements
For The Preservation and Disposal of Public Records:

In most states, statutes regulate the retention
and disposition of public records, Chapter
40.14 RCW and Washington Administrative
Code (WAC) 434 include the following
provisions:

Public Records Defined

The term "public records” applies to any paper,
correspondence, form, bound volume, fiim,
magnetic record, drawing or other document,
regardless of form or physical characteristics,
that has been created or received by any state
or local government agency during the course
of public business (RCW 40.14.010 and WAC
434-610:-010).

Records as Public Property

All such public records shall be, and remain, the
property of the agency. Outgoing officials and
employees must pass such records on to their
successors. Furthermore, public records shall
be preserved, stored, transferred, destroyed
and otherwise managed according to the
provisions of Chapter 40.14 RCW unless
otherwise provided by law (WAC 434-615-010).

Custody of Public Records

Public records must remain in the custody of
the agency in which they were originally
created or received. 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 as
otherwise provided by law (RCW 40.14.070 and
WAC 434-615-020).

Disposition of Public Records

Public records may be destroyed or transferred
only in accord with the instructions and
approval of the State of Washington's Local
Records Committee (RCW 40.14.070).

Local Records Committee

The Washington State Local Records Committee
includes the State Archivist and representatives
of the State Auditor and the State Attorney
General. This committee has the authority to
review and approve the disposition of all local
government records (RCW 40.14.070 and WAC
434-630).

Records Retention Schedule

Local agencies may establish a records control
program based on records retention schedules.
submitted to the Local Records Committee for
approval. The Committee may approve, veto,
or amend the schedules. Once a records
retention schedule is approved by the
Committee, the local agency has the authority
to dispose of the records listed thereon on a
recurring basis until the schedule is revised or
amended (RCW 40.14.070).

Authority to Adopt General Records
Retention Schedules

The Washington State Local Records Committee
may approve and issue records retention
schedules which give authority to local agencies
for the disposition of specific types of
commonly-held records. General records
retention schedules provide this authority on a
recurring basis until such time as they might be
revised or rescinded by the Committee (RCW
40.14.070 and WAC 434-635-050).




Use of Microfilm

Microfilm copies of public records, having
completeness and clarity which meet state
standards and are officially sanctioned, have
the same legal status as the paper originals
(RCW 40.20.020 and RCW 5.46.010).

Authority to Transfer Records to the
State Archives

Instead of being retained permanently by the
agency, records designated as having archival
or historical value may be officially transferred
to the State Archives or one of its regional
branches. It is illegal to transfer public records
to private persons or organizations or to
depositories not designated by the State
Archivist (RCW 40.14.070 and WAC 434-615-
030).

Methods of Records Destruction

WA(C(434-640-010 RECORDS DISPOSAL -
GENERALLY.

When the'state orlocal records commiittéé'has
authorized the destruction of public records in
accord with Chapter 40.14 RCW, it shall be the
responsibility of the agency having requested
or received such authorization to cause such
records to be disposed of promptly and
effectively, after the approved retention period.

WAC 434-640-020 DISPOSAL OF
CONFIDENTIAL RECORDS.

It is the agency's responsibility to ensure that
records exempt from disclosure per Chapter
42.17 RCW, or which are otherwise considered
confidential, are protected from unauthorized
access during any disposal process. The
primary purpose of such disposal shall be that
of reducing the records to an illegible condition.

WAC 434-460-030 DISPOSAL BY RECYCLING.

Pursuant to disposition authorization from the
state or local records committee, an agency
may dispose of records by recycling under the
following conditions:

(1) The prompt destruction of the records
shall be ensured, and the responsibility for such
destruction shall continue to be that of the
agency until effectuated;

(2) The recycling agent or entity shall have
anyrequiredilicensessand,shallpberinsuredior
bonded:

(3) Records shall not be kept in unattended
andiunprotected'storage'while 'awaiting their
destruction;

{4) The agency or its authorized agent shall
have in effect a contract or written agreement
with the recycling entity which includes these
conditions.

.



Definition and Use of General Records Retention Schedules

What is a General Records Retention
Schedule?

A general records retention schedule fulfills all of
the functions of a records retention schedule
approved for an individual agency by the Local
Records Committee. However, a general schedule
is issued by the Local Records Committee to serve
as the retention standard and disposition
authority for records series commonly held by
particular types of local government agencies.
Disposition authority for records not covered by a
general records retention schedule must be
obtained separately through the committee using
a form SSA-24 prepared by the office of record.
This form is available from the Division of
Archives,

Use and Application of General Records
Retention Schedules

Direct Application
The general records retention schedules may be
applied directly by districts as an authority to
-destroy the records listed thereon after the
~@xpiration of the required retention period. This
requires no further authorization or approval and
no additional paperwork except as may be desired
by the district to verify the date and method of
destruction of disposal for public disclosure
purposes {see Appendix F "Documenting Records
Destruction”).

Guide for Internal Working Schedules

The general schedule may list records which are
not maintained by the district. Therefore, an
"internal working schedule,”" which is restricted to
records that are specifically kept by the district,

may be abstracted from the general records
retention schedule. The "internal working
schedule" must cite the disposition authority
number and item numbers from the general
schedule, but otherwise may be formatted for
distribution and use as best suits the district. The
"internal working schedule" carries the same
authority in law as the general records retention
schedule, as long as the general schedule can be
cited.

Records Not Covered by General Schedules
Those records series held by a district which are
not listed on the general records retention
schedule may be scheduled for disposal by
preparation and submittal of a form S5A-24,
"Public Records Retention Schedule and
Destruction Authorization." This form may be
obtained from the nearest branch of the State
Archives (see Page 2). Once approved by the
Washington State Local Records Committee, these
individual records retention schedules should be
incorporated ' into thélinternal'working schedule.

Reduction of Retention Perjods

Cenerally, retention periods for official public
records are fixed by law and cannot be reduced.
The retention for office files and memoranda
(OFM) are often more flexible. if a district wishes
to have retention periods for OFM records listed
on the general schedules reduced, it must prepare
an SSA-24, citing the records series and retention
periods requested, and submit it to the Local
Records Committee for approval. Records
retention schedules previously approved for
individual agencies may not be superseded by a
general records retention schedule without the
approval of the Local Records Committee.
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General Records Retention Schedule for School Districts

This general records retention schedule has been  The General Records Retention Schedule on the

approved by the Local Records Committee following pages constitutes authority for the

pursuant to its authority under the provisions of disposal of the records listed thereon after their

the Revised Code of Washington, Chapter specified retention periods have expired.

40.14.070, and Washington Administrative Code

434.635.050.
Accounting ST
Administrative Records Common to ail Departments and Schools________________S5
Athletics S10
Attendance S13
Board of Directors 514
Budget S18
Curriculum/Instruction S19
Data Processing Electronic Information Systems $23
Electronic Information Management $25
Electronic Mail S26
Facilities Administration §27
Federa! Grants and Programs $34
Food Services. S$37
Hazardous Materials Administration $40
Head Start/Early Childhood Education S45
Health Services ' S46
Historical Materials S48
Home-Based Instriiction 549
Insurance/Risk Management/Safety. £50
Internal Audit 555
Learning Resource Center _ i S56
Mail Services S57
Non-Record Materials $58
Payroll 559
Personnel S64
Personnel/Affirmative Action S67
Personnel/Benefits $68
Personnel/Employee Relations $69
Personnel/Training and Staff Development 70
Purchasing $71
Purchasing/Central Stores, $73
Purchasing/Surplus Property. S§74
Records Management 575
Security $77
Skilt Center, S78
Special Education Student Records §7%9
Student Assighment S81
Student Records. 5§82
Superintendent $85
Teaching Records S88
Traffic Safety S89
Transportation Services/Motor Pool/Vehicie Maintenance $90
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DISPOSITION AUTHORITY NUMBER

@s51-02 PAGE S
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE BATE
AGCOUNTING SCHOOL DISTRICTS March 30, 1994
OPR LLOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|FILM? DISPOSITION/REMARKS
) VOUCHERS Includes claims, work orders and OPR 6 years until ﬁcmp19tion of
other supporting documents. State Auditor's
examination report.
2 WARRANT REGISTER OFR 6 years District option
3 CANCELLED WARRANTS OPR & yoars None
4 PURCHASE ORDERS AND/ORTPURCHASE OPR 6 years Until completion of
REQUISITIONS Used as pay documents. State Auditor’s
examination report.
5 APPLICATION FOR DUPLICATE INSTRUMENT, OPR 6 years None
AFFADAVIT AND BOND Authority to issue
duplicate check or warrant in case of
joss. Notarized vath that original warrant
was lost and requesting a replacement.
6 ACCOUNTS PAYABLE CONTROL Lists invoice OFM 1t month None
totals and taxes. Used to balance against
computer generated warrant register.
7 APPORTIONMENT REPORT/STATE OF WASHINGTON OPR 6 years None
o
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GS51-02

DISPOSITION AUTHORLTY NUMBER

PAGE G2

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

ACCOUNTING SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPO3SITION/REMARKS
a8 INVENTORY RECONCILIATION REPORT Forms used OFM 3 years 1 year
to balance inventory with units purchased
and sold for vending machines, event
tickets, fund raisers, etc.
9 | PETTY CASH GLAIM FORMS AND REGEIPTS OPR 6 years Until completion of
State Auditor's
aexamination report.
10 PETTY CASH MONTHLY RECONCILIATION REPORTS OFM Until completion of 1 year
State Auditor’s
examination report.
11 PETTY CASH REGISTER OPR 6 years None
12 SIGNATURE AUTHORIZATION LIST OPR Until superseded plus Unti1l obsolets or
6 years. supersaded
13 STUDENT FEE AND FINE STATEMENTS OPR 6 years 1 ysar
14 GENERAL LEDGER OPR 6 years None
15 | JOURNALS OPR 6 years Until obsolete or

superseded
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DISPOSITION AUTHORITY
GS51-02

NUMBER

PAGE S3

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

ACCOUNTING SCHOOL DISTRICTS March 30, 1994
OPR LOGATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE?|FILM? DISPOSITION/REMARKS
16 RECEIPTS OPR & years 1 ysar
17 BANKING RECORDS: Cancelled checks, check OPR 6 years 1 year
registers, deposit slips, bank statements
18 COUNTY TREASURER FINANCIAL REPORTS OPR Retained by County Until complation of
Treasurer State Auditor’s
examination report.
198 EXPENDITURE TRANSACTION REPORTS OPR 6 yaars 1 year
Adijustments to coding of expenditures and
arror corrections.
20 STATE AUDITOR’S EXAMINATION REPORT OPR 6 years 1 yesar *Retained permanently by State
Auditar’s Office
21 TRIAL BALANCES OFM Until compietion of None
State Auditor's
examination report.
22 INVOICE, DISTRICT Invoice and back-up OPR 6 years 1 year
documentation.
oy
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DISPOSITION AUTHORITY NUMBER
G551-02

PAGE S4

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

ACCOUNTING SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESGRIPTION OFM PRIMARY COPY SEGCONDARY COPIES CHIVE? | FILM? DISPOSITION/REMARKS
23 CASH RECEIPTS TRANSMITTALS, COUNTY Forms OFR 6 years Until completion of
transmitting money between district and State Auditor’s
county. aexamination report.
24 CASH RECEIPTS TRANSMITTALS, INTERNAL Forms OFM 3 years 1 year
transmitting money from school or
department to central accounting.
25 FIXED ASSETS INVENTORY LISTING Year end OFM 3 years Until obsolete or
report. superseded
26 FIXED ASSET INVENTORY CHANGE FORMS Forms OFM 3 years Until completion of
used to update fixed assets inventory. update
27 FINANGCIAL REPORTS Monthly, quarterly and OFM uUntil completion of 1 year
annual reports made to and/or by the State Auditor’'s
department regarding its expenditures and examination report.
the status of its budget.
28 TRAVEL AUTHORIZATIONS/VOUCHERS OPR 6 years Until completion of
State Auditor’s
axamination report.
FOR THE ATTORNEY GEMERAL FOR THE 3TATE AUDITOR E FOR Tjé;LTATE ARCHIVIST /’,
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DISPOSITION AUTHORITY NUMBER
G351-01

PAGE S5

SCHEDULE TITLE
ADMINISTRATIVE RECORD3 COMMON TO ALL DEPTS & SCHOOLS

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1394

OPR LOCATION & RETENTION PERIQD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY CoOPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS

1 SCHOOL BOARD MINUTES, RESOLUTIONS, AGEMDA OFM Retained by claerk of 1 year

AND NOTICES Board of Directors

2 | POLICY ANMD PROCEDURE DIRECTIVES OFM Retained in Until obsolete or

superintendent’s superseded
. office

3 LEGAL OPINIONS Formal statements OFM | Retained in Until obsolete or

expresging legal counsel’s opinion on the superintendent’s superseded
application of law to a specific policy or office
issue.

4 SUBJECT OR WORKING FILES OFM Review annually and None * sPOTENTIAL ARCHIVAL VALUE:
dispose of obsolete Contact your Regional
material Archivist before disposing of

this record, Materials from
this records saries may also
be used as part of the State
Auditor's examination cycie,

5 | SPI BULLETINS/MEMORANDA OFM ]| UntiY superseded or None
expired

6 CHRONOLOGICAL, READING OR BACKUP FILES OFM 90 Days None
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GS51-01

DISPOSITION AUTHORITY NUMBER

PAGE

S6

SCHEDULE TITLE

SCHEDULE APPLICABLE TC

EFFECTIVE DATE

ADMINISTRATIVE RECORDS COMMON TO ALL DEPTS & SCHOOLS SCHOOL DISTRICTS March 31, 1994
ORR |.OCATION & RETENTION PERICD
ITEM or AR- |MICRO-
ND. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |GHIVE?|FILM? DISPOSITION/REMARKS
T GONTHACTS AND AGREEMENTS OFM Termination plus 6 Termination plus 1
years year
B NEGOTIATED SCHOOL CALENDARS OFM Retained in Until pbaeolete or
supearintendent's superseded
office
9 ENAROLLMENT REPORTS OPR 6 years 1_year
10 RESEARCH REPORTS, SURVEYS AND STUDIES OFM 3 Years 1 year
11 ANNUAL REPORT3 OFM Retained by clerk of 1 year
Board of Directors
12 BUDGET OFM Ratained by clerk of 1 year
Board of Directors
13 FINANCIAL REPORTS Monthly, guarterly and OFM Retained in business 1 year
annual reports made to and/or by the and accounting office
department regarding its expendituras and
the status of its budget.
)
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DISPOSITION AUTHORITY NUMBER
G351-01

PAGE S7

SCHEDULE TITLE
ADMINISTRATIVE RECORDS GOMMON TO ALL DEPTS & SCHOOLS

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- [MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
14 FISCAL, PURCHASE AND RECEIVING DOCUMENTS OFM Retained in business 1 year
Documentation of purchase and procurement and accounting office
of goods and services including: Invoice
Vouchers, Purchase Orders, Field Orders,
Requisitions, Receipts.
15 WORK ORDERS/REQUESTS OPR 8 years 1 year
18 PAYROLL REPORTS OFM Hetained in payroll 1 years tIndividual time sheets not
office sent to Payroll must be
retained until completion of
State Auditor’s Examination
Report.
17 EMPLOYEE FILES OFM | Retained in personnel Termination of
office employment
18 JOB DESCRIPTIONS OFM Retained in perscnnel Until obsolete or
office superseded
19 STUDENT DISCIPLIMARY ACTION REPORT OFM | 3 years (school) 1 Year
20 AFFIRMATIVE ACTICN COMPLIANCE REPORTS OFM Retained in 1 year

affirmative action
office
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G551-01

DISPOSITION AUTHORITY NUMBER

PAGE QS

SCHEDULE TITLE
ADMINISTRATIVE RECORDS COMMON TO ALL DEPTS & SCHOOLS

SCHEDULE APPLICABLE TO
SCHOOL. DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR-  |MIGRO-
NO . RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|FILM? DISFOSITION/REMARKS
21 DESCHIPTIVE GUIDE TO 3CHOOL DISTRICT OFM Retained in Until cbhsolete or
ADMINISTRATION AND STAFFING suparintandent's superseded
office
22 FIRE AND OTHER EMERGENCY DRILLS OFM Retainad in safety 1 year
office
23 MINUTES, ASSOCIATED STUDENT BODY AND OPR Parmanent (school)} 1 yaar * *POTENTIAL ARCHIVAL VALUE:
| STUDENT ORGANIZATIONS Contact your Regional
Archivist before disposing of
this record.
24 BYLAWS, ASSOCIATED STUDENT BODY AND QPR Permanent (school) 1 year * +POTENTIAL ARCHIVAL VALUE:
STUDENT ORGANIZATIONS Contact your Regional
Archivist before disposing of
this record.
25 REPORTS REQUIRED BY SPI OFM Retained by Unti+1 completion of
Superintendant of State Auditor’s
Public Instruction examination report.
26 SURPLUS PROPERTY INVENTORY PR Retained by purchasing 1 year

office
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GS51-01

DISPOSITION AUTHORITY NUMBER

PAGE S9

SCHEDULE TITLE

ADMINISTRATIVE RECORDS COMMON TO ALL DEPT3 & SCHOCLS

SCHEDULE APPLICABLE TO

SCHOQL DISTRICTS

EFFECTIVE DATE
March 31, 1934

OPR LOCATION & RETENTION PERIOD

ITEM or AR- MICRO~-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECOMDARY GOPIES CHIVE? |FILM? DISPOSITION/REMARKS
27 PUBLIC RESEARCH ACCESS REQUEST OPR Resolution of request 1 ysar

plus 3 years
28 RESEARCH REQUEST LOG OFM tast entry plus 3

years
29 | PERIODIC STATISTICAL REPORTS OFM (| 2 years 1 year
30 | GENERAL CORRESPONDENCE AND MEMORANDA CFM | 2 years None
N BUILDING USE PERMITS/AUTHORIZATIONS OPR | 6 years 1 year
32 FIRST AID/CPR TRAINING DOGUMENTATION OPR | Until supersedad plus None

8 years
33 APPOINTMENT CALENDARS Provides a record of OFM | Current years: None *Etlected officials and

appointments, “"to do" lists and meeting

schedules.

department heads should keep
appointment calendars at least
1 additional ysear to documant
their activities for legal

purposes.
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DISPOSITION AUTHURITY NUMBER

G351-03 PaGE S10
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ATHLETICS SCHOOL DISTRICTS March 30, 1394
OPR LOCATION & RETENTION PERIOD
ITEM or AR- [MICRO- ‘
NQ. ' RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS

1 SCHEDULES Dates and locations of school OFM 3 years None
games, meets and matches for season and
tournament ptay.

2 | ATHLETIC ELIGIBILITY RECORD3 Includes OFM 3 yearsx None *Primary copy of insurance on
physicalse, insurance, grade point, individuals should be kept
appeals, and emergency infarmation. with District Insurance files.

3 SCHOOL. PROTESTS OF GAMES OFM 1 year Nona

4 | TEAM ROSTERS OFM 1 year Nons

5 | ATHLETE/TEAM ACHIEVEMENT RECORDS OPR Permanent 1 year or until * *POTENTIAL ARCHIVAL VALUE:
qtatistics and 1eague standings. | superseded., Contact your Regional

Archivist before disposing of
this record.

6 LEAGUE CONSTITUTION AND BYLAWS OPR Retained in 1sague until obsolete or x «POTENTIAL ARCHIVAL VALUE:

office superseded Contact your Regional
Archivist before disposing of
this record.
) R}
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 5'_' K ELL FOR TH TATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
G351-03

page S11

SCHEDULE TITLE
ATHLETIGS

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1994

ITEM .
NO. RECORDS SERIES TITLE & DESCRIPTION

or
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY

SECONDARY COPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

7 LEAGUE POLICEES AND PROCEDURES Handbooks,
bullaeting, rulesa, practical arrangements,
home team responsibilities.

8 LEAGUE MINUTES

9 | LEAGUE COACH'S MANUAL

OPR

OPR

OFM

Retained in league
office

Retatned in league
offite

- Retained in league

office

uUntil obsolete or
supersaded

1 year

Until obsolete or
supersedead

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before digposing of
this record.

*POTENTIAL ARCHIVAL VALUE:
Contatt your Regional
Archivist before disposing of
thia record. +MICROFILM:
Thia records series may be
retainad permanently on
microfilm instead of hard copy
for both on-site use and
off-gite security storage at
the State Archives. Microfilm
must mest State Archives
standards.

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR ( .: o
lew

FOR

STATE

ARCHIVIST




GS51-03

DISPOSITION AUTHORITY NUMBER

PaGE S127

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

ATHLETICS SCHOOL DISTRICTS March 30, 1394
OPR LOCATION & RETENTION PERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES GHIVE? |FILM? DISPOSITION/REMARKS
10 | COACHES QUALIFICATIONS DOCUMENTATION (As OPR | Termination plus & Until obsoleta or
par WIAR) yoars (primary copy superseded
may be retained in
personnel office)
1" SCOREBOOK, SCORESHEETS OFM 1 year None
12 REGISTRATION FORMS OFM | Until completion of Nohe
State Auditor’'s
examination report.
13 | ACCIDENT/INJURY REPORT, STUDENT OFM | Retained in safaty 3 years

office

FOR THE ATTORNEY GENERAL

sz L

FOR THE STATE AUDITOR @:7 , m!
b

FOR THE/STATE ARCHIVIST
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GS51-04

DISPOSITION AUTHORITY NUMBER

page S13

SCHEDULE TITLE

SCHEDULE APPLICABLE TC

EFFECTIVE DATE

ATTENDANCE acHoot. DISTRICTS March 20, 1984
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO., RECORDS SERIES TITLE & DESCRIPTION OFM FRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 ATTENDANCE RECORD, INDIVIDUAL STUDENT OFM 3 years 1 year
(Cumulative)
2 ABSENCE NOTIFICATION REPORT Notification OFM Current year Gurrent year
to parent/guardian regarding a student’s
absences.
3 ATTENDANCE REPORTS OFM 3 vears 1 year
4 DAILY PERIOD ABSENCE REPORT OFM Current school year Current school year
5 | STUDENT LATE ARRIVAL & EARLY DEPARTURE GFM| Current schoal year None
LOGS plus 1 year
6 ABSENCE EXCUSE OFM Current school year None
FOR THE ATTORMEY GENERAL FOR THE STATE AUDITOR FOR TH TATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
GS50-05A

paGE S14

SCHEDULE TITLE

BOARD OF DIRECTORS

SCHEDULE APPLICGABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

ITEM

NO. RECORDS SERIES TITLE % DESGRIPTION

OPR
ar
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY SECONDARY COPIES

CHIVE? |FILM?

AR- MICRO-
DISPOSITION/REMARKS

1 MINUTES OF BOARD PROCEEDINGS Includes altl
referenced and attached documents.

2 | AUDIO TAPE RECORDINGS OF OFFICIAL
PROGEEDINGS Although this series cannot
garve as the permansnt record of
proceedings, it may be used to satisfy
court requirements for verbatim accounts
of the procass making decisions which
result in resolutions, policies or
actions.

OFR

OFR

Permanent 1 year

B yeoars None

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before dispesing of
this record. +MICROFILM:
This records series may be
retained parmanantly on
microfilm instead of hard copy
for both on-site use and
off-gite security storage at
the State Archives. Microfilm
must meet State Archives
standards.

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR ( “3 !, 0!
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DISPOSITION AUTHORITY NUMBER
G550-05A

PAGE S15

SCHEDULE TITLE
BOARD OF DIRECTORS

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

ITEM
NO. RECORDS SERIES TITLE & DESCRIPTION

OPR
or
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY SECONDARY COPIES

AR~ MICRO-
CHIVE? |FILM?

DISPOSITION/REMARKS

3 | RESOLUTIONS

4 RECORDS OF PUBLIC HEARINGS Includesn all
referenced and attached documents.

OPR

OPR

Parmanent Diagtrict option

Permanent 1 year

sPOTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
thia record. +MICROFILM:
Thia reacords garies may ba
retained _permanently on
microfilm instead of hard copy
for both on-site use and
off-g8ite security storage at
the State Archives. Microfilm
must meet State Archives
standards.

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record. +MICROFTLM:
Thig records series may be
retained psrmanently on
microfilm instead of hard copy
for both on-site use and
off-site sacurity atorage at
the 3tate Archives. Microfilm
must meet State Archives
standards.

FOR THE STATE AUDITOR C-z .‘
"/ ( "y bL'h

FOR THE SIATE

FOR THE ATTORNEY GEMNERAL "%_
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DISPOSITION AUTHORITY NUMBER
G350-05A pagE S16
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
BOARD OF DIRECTORS SCHOOL DISTRICTS March 31, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECOADS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPYES |CHIVE?|FILM? DISPOSITION/REMARKS
5 NOTICES OF PUBLIC MEETINGS OFM 3 years District option
6 | ANNUAL REPORTS OF SUPERINTENDENT OR FISCAL OPR | Permanent 1 year * *POTENTIAL ARCHIVAL VALUE:
OFFICER TO BOARD OF DIRECTORS Contact your Regional
Archivist before disposing of
this record.
7 BOARD COMMITTEE MINUTES/REPDRTS OPR Permanent ¥ yéar * +*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.
a PETITIONS TO THE BOARD OF DIRECTORS OPR | 6 years 1 year x *POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.
2 | AGENDAS OFM 3 years District option =POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR (’:? ? ° FOR THYY STATE ARCHIVIST
- ~ A ATt
A i’




DISPOSITION AUTHORITY NUMBER
G350~-05A

page S17

SCHEDULE TITLE
B0OARD OF DIRECTORS

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

ITEM
RO, REGORDS SERIES TITLE & DESCRIPTION

OPR
or
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY

SEGCONDARY COPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

10 GOALS & OBJECTIVES WORKING FILE

n BOARD BRIEFS/PACKETS

12 AGENDA REQUEST

13 | INDEXES TO MINUTES AND RESOLUTIONS To
provide quick access to minutes and
resolutions related to specfic topics or
issues.

OFM

OFM

OFM

OFM

3 years

1 year

1 year

Permanant

1 year

Until obsolete or
superaadad

None

None

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing
this record,

*POTENTIAL)ARCHIVAL VALUE:
GContact your Regionail
Archivist before dispoaing
this record.

*POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing
this record. +MICROFILM:
This records series may be
ratainad permanently on

of .

of

of

microfiim instead of hard copy

for both on-site use and

off-gite security storage at
the State Archivea. Microfilm

muat maat State Archives
standards.
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GS51-02A

DISPOSITION AUTHORITY MUMBER

page S18

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

BUDGET SCHOOL DISTRICTS March 31, 1994
OPR LOCATION & RETENTION PERICD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY CCPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 BUDGET (F~-195) OPR Filed with permanent 1 year
copy of Board Minutes
2 BUDGET WORK PAPERS AND PRELTIMINARY DRAFTS OoFM Until completion of uUntil adoption of
State Auditor’s final budget
axamination report.
3 BUDGET OFFICER’S BOARD REPORT OPR 6 years 1 year
4 BUDGET STATUS REPORT - DEPARTMENT/BUILDING OFM Unti1 completion of uUntil obsolets or
State Auditor’s superseded
examination report.
5 BUDGET REVISION REQUESTS OPR & years uUntil obsolete or
suparseded
FOR T STATE ARCHIVIST

FOR THE_ATTORNEY GENEE_&_I;_,,.-——-—-... “
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FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER
GS51-~06A

PAGE 518

SCHEDULE TITLE

SCHEDULE APPLICAEBLE TO

EFFECTIVE DATE

CURRICULUM/INSTRUCTION SCHOOL DISTRICTS March 18, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COFPIES CHIVE? |FILM? DISPOSITION/REMARKS

1 INSTRUCTIONAL MATERIALS SUBJECT FILE OFM Until superseded by None * *POTENTIAL ARCHIVAL VALUE:
Evaluation data and recommendations on new adoption Contact your Regional
instructional matarials which are accrued Archivist before disposing of
prior to Board adoption. this raecord.

2 COMMUNITY CHALLENGES OF INSTRUCTIONAL OFM 5 yaars Hone * *POTENTIAL ARCHIVAL VALUE;
MATERIALS Contact your Regional

Archivist before disposing of
this record.

3 | COURSE ADDITIONS, DELETIONS AND CHANGES OFM | 3 years None

4 CURRICULUM SUMMARIES AND GUIDES OFM Permanant Until obeolete or x* *POTENTIAL ARCHIVAL VALUE:

supersaded Contact your HRegional
Archiviat before disposing of
this record.

5 | STUDENT LEARNING OBJECTIVES (310) PROGRAM OFM | Until suparseded None * *POTENTIAL ARCHIVAL VALUE:
FILE3 a. Complete set of Student Lsarning Contact your Regional
objectives for each basic subject. b. Archivist before disposing of
Ccommunity input data for developmant of this record.

Student Learning Objectivea. c. Evaluation
Data for esach Student Learning Objective.
FOR THE ATTORNEY GENERAL J— . FOR THE STATE AUDITOR o FOR TﬂE;STATE ﬂHGHIV;ﬁEﬁ(, .
- _.:...? o o . o - o
TS & I R N N e o v
| — - P Y
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GS51-06A

DISPOSITION AUTHORITY NUMBER

PAGE S20

SCHEDULE TITLE
CURRICULUM/INSTRUCTION

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

orR |

LOCATION & RETENTION PERIOD
ITEM| or
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES DISPOSITION/REMARKS
6 | INDIVIDUAL STUDENT SLO RESULTS OFM | Until compilation and Until compilation
’ issuance of test data and igssuance of test
data
7 CATEGORICAL PROGRAM FILES a. State OFM 3 years after None *Raforence HANDBOOK FOR
categorical programs: student 1ists, test completion of grant CATEGORICAL STATE AND FEDERAL
scores, inventory of equipment, legal audit or retain for PROGRAMI published by SPI.
roports, evaluations and assurances to be pariod required by Records *rom this serias which
maintained for monitoring and auditing grant or program* become involved in an audit or
purposes, b, Fedaral categorical programs: Titigation bafore the end of
student eligibility listas, comparability the retention period specified
reports, pre—- and post-test data, by the granting agency must be
evaluations, inventory of squipment, retained at 1sast until the
parent advisory committes minutes. audit or Titigation is
reszolved.
8 STUDENT TESTING - PRIMARY RECORD Responane OFM 30 days Nona
sheat complated by student.
9 STUDENT TESTING - GROUP REPORTS Summary of OFM 5 years 1 year
.| testing scores by claass, grade, program,
sax, ethnic group, building or district.
10 | STUDENT TESTING - INDIVIDUAL STUDENT OFM 2 years after 1 yaar

REPORT

graduation

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

£
FOR TﬂEJSTATE ARCHIVIST
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DISPOSITION AUTHORITY WUMBER
G351~06A

PAGE S$?1

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

CURRICULUM/INSTRUCTION SCHOOL DISTRICTS March 18, 1994
OPR LOCATION & RETENTION PERIOQD
ITEM aor AR- MICRO~

NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE? |[FILM? DISPOSITION/REMARKS

1 STUDENT TESTING - AUTOMATED BACKUP DATA OFM 5 years None
Tapes, disks, or punch cards containing
data from various student testing
exercises

12 | STUDENY TESTING AUTCMATED PROGRAM SOFTWARE OPR 1 year after None
& 3YSTEM DOGUMENTATION suparsedsd by new

aystem.

13 | ACCREDYITATION REFORTS AND EVALUATION OPR | UntiT superseded plus Unti1 obsolete or * *POTENTIAL ARCHIVAL VALUE:
REPORTS Separate svajuations of all B8 yoars, superseded Contact your Regionatl
district reports subject to review Archivist before dispoging of

this record.

14 | GARADUATION REQUIREMENTS STATEMENTS OPR | Parmanent Untit obsolete or * *POTENTIAL ARCHIVAL VALUE:

superseded Contact your Regional
Archivist before disposing of
this record.

15 STUDENT ASSESSMENT AND PLACEMENT PROGRAM OFM 1 ysar after scresning None
CASE FILES

16 | PARENT/GUARDIAN CURRICULUM WAIVERS OPR | € years 1 ywar

FOR THE ATTORNEY GENERAL
- —_

j/Q
FOR TH T
Uiegs

ARCHIVIST

FOR THE STATE AUDITOR (‘.Z °
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DISPOSITION AUTHORITY NUMBER
G551-06A

PAGE S77

SCHEDULE TITLE
CURRICULUM/INSTRUCTION

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|[FILM? DISPOSITION/REMARKS
17 INDIVIDUAL STUDENT LEARMING OBJECTIVES OFM Until compilation of Until compilation of
REPORTS data and isguance of data and issuance of
test data test data
FoR Tl

FOR THE ATTORNEY GENERAL
N —
s (e

FOR THE STATE AUDITOR
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STATE ARCHIVIS
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DISPOSITION AUTHORITY NUMBER
GS50-06A

PAGE 5273

SCHEDULE TITLE
pata Processing / Electronic Information Systems

SCHEDULE APPLICABLE TC
SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- |MICRO-
NO., RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY GOPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS

1 DATA PROCESSING FEASIBILITY STUDIES May OFM | 3 years 1 year
include any or all of the following:

Problem identification; requirements
statement; system objectives; altarnative
proposals; cost/benefit amalysis;
feasibility statement.

2 | 9YSTEM DESIGN DOCUMENTATION May include OFM | FISCAL/ACCOUNTING Until, termination of| = *POTENTIAL ARCHIVAL VALUE:
any or all of the following: Genera?l SYSTEMS, Terminatitn gystem or program Contact your Regional
description of design, inciuding system plus 3 yearg/ALL OTHER | usa. Archiviat before dizposing of
review if applicable, system definition; SYSTEM3, Termination this record.
project work ptan; design detail, plus 2 years
including documentation plan, program
gpecifications, special forms and
requirements; development plans for
testing, training, conversion and
acceptance,

3 | PROGRAMMING AND IMPLEMENTATION DATA OFM | FISCAL/ACCOUNTING Until termination of
Operational and user instructions, SYSTEMS, Termination system or program
specification and system acceptance plus 3 ysars/ALL OTHER | use.
criteria, SYATEM3, Termination

plug 2 years
FOR THE ATTORNEY GENERAL_____ — FOR THE STATE AUDITOR /‘:? (; gi FOR THE/JSTATE ARCHIVIST
B i (e | QD
i hdiie “
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G350-06A

DISPOSITION AUTHORITY NUMBER

PAGE S24

SCHEDULE TITLE
Data Processing / Electronic Information Systems

SCHEDULE APPLICABLE TO

SCHODL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
4 SYSTEM MAINTENANCE DOCUMENTATION May OFM FISCAL/ACCOUNTING Until termination of
include any or all of the following: 8YSTEMS, Termination system or program
System or program change authorization; plus 3 ysars/ALL OTHER use.
description of changes; acceptance 8YSTEMS, Termination
testing. plus 2 years
5 | OPERATIONAL DATA Summarias of throughput OFM 1 vear Until obsolete or
gtatiatics, usage figures and work output supersedod
measurements.
8 POST IMPLEMENTATION REVIEWS Project and OFM Until termination of Until obsolete or
poersonnel avaluations, further system or program use, superseded
recommendations.
7 SYSTEM AND SOFTWARE BACKUP DATA Tapes, OFM | Until obsclete or None

discs and punchcards providing backup data
which is revised and recreated in a
regular cycle.

superseded

FOR THE ATTORNEY GENERAL ____  ——
- —_—

A

FOR THE STATE AUDITOR

G ool

FOR T !/S TE ARCHIVI .
@M 2 ezohin.




DISPOSITION AUTHORITY NUMBER
GS50-208 paGce 525
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ELECTRONIC INFORMATION MANAGEMENT SCHOOL DISTRIGTS March 31, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO~
NO. RECORDS SERIES TITLE & DESCRIPTION OFM FRIMARY COPY SECONDARY COPIES |[CHIVE?|FILM? DISPOSITION/REMARKS
1 WORD PROCESSING FILES Electronically OFM Print out, file and Until obsolete or Hard copy printouts are
gtored working Ffiles for the preparation, retain hard copy as supersedad required to be made, filed and
revision and reissuance of letters, per Local Records retained according to records
reports, manuals, directives and other Committee approved retention schadules or gesneral
records. retention schedule recordse retention schedules
approved by, the Local Records
Committee.
2 FINDING AIDS AND INDEXES (USER WORKING OFM | Unti1 cbsoleta or Until obscleata or
COPY) Includes lists, registers, cross suparseaded suparseded
reference and other finding aid copies (on
any modium) used to provide access to
files,
3 DATABASE AND SPREADSHEET DATA (USER OFM | Until obsolete or Until obsoclete or Hard copy printouts are
WORKING COPY) User copies of master files superseded suparseded required to be retained
used to collect, retain, retrieve, update, according to records retention
transmit, issue or present data or schedules or general records
information. retention schedules approved
by the Local Records
Committes.
Vs
FOR THE ATTORNEY GEMERAL FOR THE JSTAXE ARCHIVIS

FOR THE STATE AUDITOR (‘,3 f ,!
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GS50-20A

DISPOSITION AUTHORITY NUMBER

PRGE S76

SCHEDULE TITLE
ELECTRONIC MAIL

SCHEDULE APPLICABLE TO
SCHOCOL DISTRICTS

EFFEGTIVE DATE
March 31, 1984

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|FILM? DISPOSITION/REMARKS
1 APPOINTMENT CALENDARS Provides a record of OFM Gurrent years* System File & Backup *Elected officials and
appointments, "to do” 1ligts and meeting 90 days department heads should keep
schedules in electronic storage or printed appointment calendars at least
out in hard copy. 1 additional year to document
their activities for legal
purposes.
Z | ROUTINE/NONPOLIGY NOTES,NMESSAGES, OFM | 30 days 30 days
| TRAMSMITTAL LETTERS, CORRESPONDENCE,
REPDORTS, ETC
3 POLICY CORRESPONDENCE & REPORTS OFM 1 year 30 days * *POTENTIAL ARCHIVAL VALUE:

Contact your Regional
Archiviat before disposing of
this record.

FOR THE%D'RNEY ENERAL ...
= Gl

FOR THE STATE AUDITOR : 3
" o
L
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FOR THE' STATE ARCHIVI .
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G351-07

DISPCSITION AUTHORITY NUMBER

PaGE S27

SCHEDULE TITLE
FAGILITIES ADMINISTRATION

SCHEDULE APPLIGABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MIGRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY GOPIES |CHIVE?|FILM? DISPOSITION/REMARKS
1 LONG RANGE FACILITIES PLAN OPR Parmanent Until obsclets or * *POTENTIAL ARCHIVAL VALUE:
superseded Contact your Regional
Archivist before disposing of
this record.
2 CAPITAL IMPRCVEMENT PLANNING PROJECT FILE OFM i Until _completion of Until completion of * +POTENTIAL ARCHIVAL VALUE:
project. project. | Contact your Regional
Archivist bafore disposing of
this record.
3 CAPITAL LEVY PLANNING FILES OFM Until completion of Until completion of
project. project.
4 BUILDING AMD SITE DATA OFM until disposal and/or None * «POTENTIAL ARCHIVAL VALUE:
gale of building and Contact your Regional
site. Archivist before disposing of
this record,
5 DEMOGRAPHIC AND ENROLLMENT PROJECTIONS OFM 5 years Until obsolete or * *POTENTIAL ARCHIVAL VALUE:

superseded

Gontact your Regional
Archivist before disposing of
this record.
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DISPOSITION AUTHORITY NUMEBER
G3S51-07 rage 528
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
FAGILITIES ADMINISTRATION SCHOOIL. DISTRICTS March 30, 1994
OFR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. REGCORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COFPIES CHIVE? |FILM? DISPOSITION/REMARKS
B ENVIRONMENTAL IMPACT STATEMENTS Includes OFM Parmanent Until completion of * *POTENTIAL ARCHIVAL VALLUE:
final statements and backup documentation planning project Contact your Regional
relating to construction, operations and Archivist before disposing of
school closures, this record.
7 ENVIRONMENTAL IMPACT STATEMENT WORK FILES OFM | End of ptanhing End of planning
period. period.
8 | SCHOOL BOARD RESOLUTION,REGARDING BOND OPR Ratained by clerk of until completion of * *POTENTIAL ARCHIVAL VALUE:
1SSUE Board of Directorsg project. Contact your Regional
Archivist before disposing of
this record.
9 CONSTRUCTION CONTRACT FILE Includes SPI OPR Termination plus 6 Until complietion of
building construction matching fund years project.
documentation.
10 PUBLIC BIPS a. Request for Bid. b. Public OPR Board of Directors 6 years
Notice. ¢. Bid Award. Resolution
1 BUILDING SPECIFICATIONS, DRAWINGS, ADENDA, OFM Until disposal and/or until disposal * *POTENTIAL ARCHIVAL VALUE:
NOTES, AND CHANGE ORDER sale of building and and/or sale of Contact your Regional
sita. building and site. Archivist before disposing of
this record.
FOR THE STATE AUDITOR \ FOR T, SIATE ARCHIV

| FOR THE ATTORNEY GENERAL
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DISPOSITION AUTHORITY
G351-07

NUMBER

page S29

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

FACILITIES ADMINISTRATION SCHOOL DISTRICTS March 30, 139394
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MIGRO-

NO. RECORDS SERIES TITLE & DESGRIPTION OFM PRIMARY COPY SECONDARY COPIES GHIVE? |FILM? DISPOSITION/REMARKS
12 MAJOR CONSTRUCTION PROJECT FILES OPR Termination of Until obsolete or x *POTENTIAL ARCHIVAL VALUE:
" construction of new buildings, major owhership plus 6 Years superseded Contact your Regional

renovation and additions, Includes Archivist before disposing of
permits. this record.
13 MINOR CONSTRUCTION PROJECT FILES Roofing, OPR Completion of praject Until completion of
paving, minor renovation and repairs. plus 6 years. project.
Includes permits.
14 ARCHITECT /CONSULTANT CONTRACT FILES OPR 6 yoarsg after Tarmination of
termination of contract
contract.
15 CONSTRUCTION LOG Chronological listing of OFM Permanent None
the progress of construction projects.
16 SMALL WORXS ARCHITECT/CONSULTANT ROSTER OFM Until obsolete or Until obsolete or
FOR CONTRACTS superseded suparseded
17 ENERGY USAGE MEASUREMENT REPORTS AND DATA OFM 5 years Until obsolete or

superseded

FOR THE ATTORMNEY GEMERAL
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DISPOSITION AUTHORITY NUMBER
GS51-07 page S30 ©
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
FACILITIES ADMINISTRATION SCHOOL DISTRICTS March 30, 1994
OPR ‘ LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NQ. RECORDS SERIES TITLE & DESGRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISFOSITION/REMARKS
18 ENVIRONMENTAL MONITORING REPORTS OFM Permanent 3 years * *POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist bafore disposing of
this record.
19 FACILITIES ADVISORY AND' SUPPORT COMMITTEE OFM 6 years 1 year * +POTENTIAR, ARCHIVAL VALUE:
FILES May includa minutas, correspondence Contact your Regional
and reports. Archivist before disposing of
thig record.
20 BOILER VESSEL REPORTS Reports of boiler OFM 6 months None
inspection by custodian
21 BOILER VESSEL REPORTS Report of boiler or OFM | Expiration of boiler None
hot water tanks by Insurance Company or certificate
Labor and Industries.
22 FIRE EXTINGUISHER INSPECTION TAGS Prepared OFM uUntil obsolete or None
by Fire Departments or private firms. superseded
23 OPERATING PERMITS Boiler, elevators. OFM Until obsolete or None
superseded
24 EMERGENCY /DISASTER PREPAREDNESS PLAN OPR Until superseded plus tntil obsolete or
6 ymars. superseded
FOR E

FOR THE ATTORNEY GENERAL
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DISPOSITION AUTHORITY NUMBER
GS51-07

page S31

SCHEDULE TITLE
FAGILITIES ADMINISTRATION

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1894

OFR LOCATION & RETENTION PERIOD
ITEM or AR~ MIGRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? {FILM? DISPOSITION/REMARKS
25 FACILITY USE AUTHORIZATION/PERMIT [ oPR 6 years 1 year
26 LEASES OFR Termination plus 6 Termination
years
27 PROPERTY APPRAISALS OFM 3 years or until None
obsolete or superseded
28 PROPERTY PURCHAZE PROPOSALS (INACTIVE) OFM 3 years 1 year
Proposal for the pJurchase of district's
real property made by other parties and
proposals made by district to acquire real
property.
: faul
FOR THE ATTOHNEy GENEHAL- FOR THE STATE AUDITOR FOR STATE ARCHIV
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DISPOSITION AUTHORITY NUMBER

G351-07 page S32
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
FACILITIES ADMINISTRATION SCHOOL DISTRICTS March 30, 1994
OFR LOCATION & RETENTION PERIOD
ITEM ar AR- jMICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? {FILM? DISPOSITION/REMARKS
29 ENGINEERING AND ARCHITECTURAL DRAWINGS OFM | Until disposal and/or until completion of * + *POTENTIAL ARCHIVAL VALUE:
zale of facility and project Contact your Regional
site Archivist before disposing of
this record. +MICROFILM:
This records series may be
retained permanently on
migrofilm instead of hard copy
for both on-site usa and
off-siteSecurity storage at
the State Archives. Microfilm
muzt meet State Archives
standards.
30 | OPERATING MANUALS Prepared by contractors OFM Unti1 disposal and/or until obsolets or
for use of district in maintaining sale of facility and superseded
equipment and mechnical systems installed site
in facilities.
31 MAINTENANCE HISTORY FILE File folders for OFM 6 yoars except capital None
each facility which may include: improvement documents
maintenance parformed, and copies of work which should be kept
orders, purchase orders and inspectian until disposal of
reports. site
FOR T%ﬁ?& _GEI;EHAL FOR THE STATE AUDITOR f' o ‘
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DISPOSITION AUTHORITY NUMBER
G351-07

PAGE S33

SCHEDULE TITLE
FACILITIES ADMINISTRATION

SCGHEDULE APPLIGCABLE TO
8CHOOL. DISTRICTS

EFFECTIVE DATE
March 30, 1994

‘.

Pt

OPR LOCATION & RETENTION PERIOD
ITEM ar AR~ |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY GOPIES CHIVE? |FILM? BISPOSITION/REMARKS
32 DEEDS, EASEMENTS, RIGHTS OF WAY AND OTHER OPR Retained by County Until sale or
INSTRUMENTS AFFECTING DISTRICT PROPERTY Auditor convayancae of
OWNERSHIP property
33 FACILITY RENTAL/USE SCHEDULE OFM 1 year Naone
)
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR F‘:} 5 o FOR E ATE ARC .
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DISPOSITION AUTHORITY NUMBER
GS50-03C

PRGE S34

SCHEDULE TITLE
Federal Grants and Programs

SCHEDULE APPLICABLE TG

SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO~
RO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY - IECONDARY GOPIES CHIVE? |[FTLM? DISPOSITION/REMARKS

1 GRANT APPLIGATIONS Includes narrative OPR 3 years after 1 year * *Reference Federal Register
axplanation of the nature and purpose of completion of grant OMB A102. POTENTIAL ARCHIVAL
the proposed project, amount of funds audit or retain for VALUE: Contact your Regional
requested, matching fund, in-kind period required by Archiviet before disposing of
contribution and plan of work. (Successful grant or program* this record
Applications)

2 GRANT AGREEMENT Official statement of the OPR. 3 years after Until completion of * Reference Federal Register
terms and conditions of the grant agreed completion of grant grant praject. OMB A102
upon and signad by the grantor and)the auditporgretain for
grantee. period required by

grant or programs

3 PROJECT REPORTS Statement on progress, OFM 3 years after 1 year * *Reference Federal Register
problems and success in the completion of completion of grant OMB A102. POTENTIAL ARCHIVAL
the grant project, including periodic, audit or retain far VALUE: Contact your Regional
annual, special, and final reports. period required by Archivist before disposing of

grant or programs this record
4 | WARRANTS/CHECKS Cancelled and returned OPR 6 years or until None

warrants or checks from transactions
involving grant funds.

gatigsfaction of grant

audit requirements,
whichever is longer

FOR THE ATTORNEY GEMNERAL
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G350~-03C

DISPOSITION AUTHORITY NUMBER

paGE S35

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Federal Grants and Programs SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECCNDARY COPIES CHIVE? | FILM? DISPOSITION/REMARKS
5 VOUCHERS Official statement authorizing OPR 6 years or until 3 years after final
payment for goods and services from satisfaction of grant expenditure report
transactions involiving grant funds. audit requiroments, or annual financial
whichaver is longer status report
6 WARRANT CHECK OR VOUCHER REGISTERS OPR 6 years or until 3 years after final
Numerical? Tistings of checks, warrants and satisfaction| of grant expenditure report
vouchers from transactions, involving grant audit raguirementss arpannual financial
funds. whichever +is Jonger status report
7 ANNUAL FINANCIAL STATUS REPORTS Annual OFM 3 years after 1 year * Raference Federal Register
report submitted for continuing grants comptetion of grant OMB A102
containing summaries and breakdowns of audit or retain for
expenditures for the past year. period required by
grant or programx
8 FINAL EXPENDITURE REPORT End of a project OFM 3 years after 1 year * Raeference Federal Register
repart accounting for the expenditure of complation of grant OMB A102
grant funds (submitted for non-~continuing audit or retain for
grants.) period required by
grant or programx
\ v/
FOR THE ATTORNEY GENERAL FOR TH E ARCHIVIST
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DISPOSITION AUFTHORITY NUMBER
GS50-03C pace S36
SCHEDULE TITLE SCHEDULE AFPPLICABLE TO EFFECTIVE DATE
Fedaral Grante and Programs SCHOOL DISTRICTS March 30, 1994
oPR LOCATION & RETENTION PERIODD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [ FILM? DISPOSITION/REMARKS
9 FINANCIAL SUPPORT DOCUMENTS (Continuing OFM 3 years after 1 year + Reference Federal Register
Grants) Working papers, such as summaries, completion of grant OMB A102
spread sheets and othear data reflecting audit or retain for
the expenditures of grant fund. period required by
grant or program*
10 FINANCIAL SUPPORT DOCUMENTS OFM 3 years after 1year * Refaerence Federal Register
(Non-Continuing Grants) Working papers, complation of grant oMB A102
such ag summaries, spread sheets, and audit or retain for
other data reflecting the expenditure of pariod required by
grant funds, grant or programk
1 SURVEY OF PARENTS OR GUARDIANS LIVING OR OPR 5 yeargs 1 year *Reference Federal Register 30
WORKING ON FEDERAL PROPERTY (Public Law CFR Part 356 Section 222,41
81-874)
FOR THE ATTORNEY GENERAL _— - FOR THE STATE AUDITOR (("? j . FOR E STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
G351-08 PagE 537 |
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFEGCTIVE DATE
FOOD SERVICES SCHOOL DISTRICTS March 18, 1994
OPR LOCATION & RETENTION PERIQD
ITEM or AR~ MIGRO-
NO. RECORD3 SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY GOPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 CATERING REQUESTS Requests for use of OFM 3 years after 1 year
kitchen and supplying of food and labor. completion of 9tate
Auditor’s sxamination
raeport
2 FOOD SERVICE ORDERS For aupplies needed to OFM_| 3 years after 1_year
oparate school lunch program. completion of State
Auditor’s examination
raport
3 DAILY MEAL AND MILK COUNT REPORTS AND OFM 3 years after 1 year
DOCUMENTATION Daily racord of meals and | campletion of State
miTk sarved. Completed by kitchen and/or Auditor’'s examination
Tunch room servers. report
4 | FREE OR REDUCED PRICE MEAL APPLICATION OPR | & years None Faderal audit requirements.
Applications for reduced-price or frees Security of confidential
Tunch in compliance with National School information must be protected.
Lunch Act.
5 | MEAL TICKETS Prepaid meal tickets. OFM | 3 years aftar 1 year
complstion of State
Auditor’'s examination
report
FOR THE _ATTORNEV GENERAL FOR THE STATE AUDITOR C} I FOR flE STATE ARCHIVIST
‘_u (-3
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G§51-08

DISPOSITION AUTHORITY NUMBER

PAGE 538

SCHEDULE TITLE
FOOD SERVICES

SCHOOL DISTRICTS

SCHEDULE APPLICABLE TO

EFFECTIVE DATE
March 18, 1994

OPR LOGATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES [GHIVE? [FILM? DISPOSITION/REMARKS
8 MEAL TICKET LOG Listing of meal tickets OFM 3 years afFter 1 year
issued, including numbsr, date, name of complotion of State
purchaser, and/or recipient and amount Auditor’s examination
paid. report
7 STOCK CONTROL RECORDS Listing of food OFM 3 years after Until obsclets or
items, supplies, and commodities used for completion of State supsrseded
manual count of inventory on hand. Auditor's examination
report
8 | STOCK INVENTORY REPORT SUMMARY FPrepared OFM 3 years after 1 year
from stock control records and food comptetion of State
garvice ordars,. Ligts quantities on hand, Auditor’s examination
received, used and unit prices, report
9 FOOD HANDLER'S PERMIT Permit renewsd every OFM Until obsolste or None
two years. supsraeded
10 | SITE HEALTH PEAMIT Annual renewal for OFM | Until obsolete or None
kitchen superseded
1 MONTHLY MEAL COUNT REIMBURSEMENT REPORT OPR | 6 yesars 1 ysar
FOR T STATE ARCHIVIAT

FOR THE ATTORNEY GENERAL
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DISPOSITION AUTHORITY NUMBER
GS51-08

page S39

SCHEDULE TITLE
FOOD SERVIGES

SCHEDULE APPLICABLE TO

ACHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOQD
ITEM or AR- MICRD-
NO. AECORDS SERIES TITLE & DESCRAIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPO3ITION/REMARKS
12 SCHOOL BREAKFAST PROGRAM PLAN Incliudes OPR Termination of plan

pian and backup documentation submitted to
SPI for program approval.

plugs 6 years

1 year

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER
G§350-19

paseE S40

SCHEDULE TITLE
Hazardouws Materials Adminigtration

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 20, 1994

ITEM
NO.

RECORDS SERIES TITLE & DESCRIPTION

OPR
or
OFM

LOGATION & RETENTION PERIOD

PRIMARY COPY SECONDARY COPIES

AR-
CHIVE?

MIGRO-
FILM?

DISPOSITION/REMARKS

ASBESTOS MATERIALS MANAGEMENT PLAN

EMPLOYEE ASBESTO3 PHYSICAL EXAMINATION
{Such as chest x-ray) '

OPR

Parmanant Current plus 1 year

Until obsolaete or
superseded

50 years

+3UGGESTED PROCEDURES:
Microfiim: a. This recorde
saries may be retained on
micrafFilm in Tiew of hard
copy. b. Microfilming must be
done in accord with standards
issuad by the State Archives
and be approved by the State
Auditor’s OFfice as per RCW
40.20.020.

+SUGGESTED PROCEDURES:
Microfiim: a. This records
goried may be retained on
microfiim in lieu of hard
copy. b. Microfilming must bes
done in accord with standards
igsued by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.

FOR THE ATTORMEY GENERAL

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER
G350-19

PAGE S/ 1

SCHEDULE TITLE
Hazardous Materials Administration

SCHEDULE APPLIGABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 20, 1994

ITEM
NO.

RECORDS SERIES TITLE & DESCRIPTION

or
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY SECONDARY COPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

GENERATOR ANNUAL DANGEROUS WASTE REPORT
{to Departwment of Ecology) Summary of all
hazardous waste removal.

HAZARDOU3 MATERIALS CERTIFICATE OF

| DESTRUCTION

OPR

Pormanent

Permanent

Until obsolete or
superseded

1 year

+SUGGESTED PROCEDURES:
Microfilm: a. This rocords
sories may ba retained on
microfilm in 1ieu of hard
copy. b. Microfilming must be
doneinraccord with standards
issued by the State Archives
and be approved by the State
Auditor’a Office as per RCW
40.20.020.

+SUGGESTED PROCEDURES:
Microfiim: a. This records
saries may be retained on
microfilm in Tieu of hard
copy. b. Microfilming must be
done in accord with standards
iasued by the State Archives
and be approved by the State
Auditor’'s Office as per RCW
40.20.020,

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY
GS50-19

NUMEBER

PAGE S42

SCHEDULE TITLE
Hazardous Materials Administration

SCHEDULE APPLICABLE TO

8CHOOL DISTRICTS

EFFECTIVE DATE
March 20, 1994

ITEM
NO.

RECORDS SERIES TITLE & DESCRIPTION

OPR
or
OFM

LOCATION & RETENTION PERIOD

PRIMARY COPY

SECONDARY GOPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

HAZARDOUS MATERIALS ACCIDENT/INCIDENT
REPORT Description of how accident was
cleaned up.

HAZARDOUS MATERIALS INVENTORY SHEET List
of chemicals and other hazardous matertals
prasent in each work area.

OPR

OPR

50 years

50 years

Until obsolete or
superseded

uUntil obsolete or
superseded

+SUGGESTED PROCEDURES:
Microfilm: a. This records
saries may be retainsd on
microfilm in lieu of hard
capy. b. Microfilming must be
done in accord with standards
igsued by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.

+SUGGESTED PROCEDURES:
Microfiim: a. This records
saries may be retained on
microfilm in lieu of hard
copy. b. Microfilming must be
done in accord with standards
issuad by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.

FOR THE ATTORNEY GENERAL
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DISPOSITICN AUTHORITY NUMBER
GS50-19

PAGE S43

SCHEDULE TITLE
Hazardous Materials Administration

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 20, 19394

OPR LOCATION & RETENTION PERIOD
ITEM i ar AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY GOPIES CHIVE? |FILM? DISPOSITION/REMARKS

7 | HAZARDOUS MATERIALS TRAINED PERSONNEL orr | 50 years Until obsoletse or + +SUGGESTED PROCEDURES:
DOCUMENTATION Includes certifications and superseded Microfilm: a. This records
1ists of parsons trained in handling saries may be retained on
hazardous materials, such as asbestos. microfilm in 1ieu of hard
Inctudes attendance information and copy. b. Microfilming must be
completion date. done in accord with standards

issued by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.

8 | HAZARDOUS WASTE ABATEMENT PROJECT FILE OPR { Permanent 2 years ¥ +SUGGESTED PROCEDURES:
Includes asbestos removal, underground MicrofiTm: a. This records
storage tank removal and other large scale series may be retained on
hazardous material removal. microfiim in lieu of hard

copy. b. Microfilming must be
done in accord with standards
issued by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.
9 { MATERIALS SAFETY DATA SHEET (MSDS) OFM { Until obsolete or Until obsolete or
- supersedsd supersedad
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR TAF STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
G350-19

PAGE S44

SCHEDULE TITLE
Hazardous Materials Administration

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFEGTIVE DATE
March 20, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NG, RECORDS SERIES TITLE & DESCRIPTION OFM | PRIMARY COPY SECONDARY COPIES {CHIVE?|FILM? DISPOSITION/REMARKS
10 HAZARDOUS MATERIALS INSPECTION AND TEST OFM 50 years 1 year + +SUGGESTED PROCEDURES:

REFPORTS

Microfilm: a. This records
garies may be retained on
microfilm in lieu of hard
copy. b. Microfilming must be
daone in accord with atandards
igsued by the State Archives
and be approvad by ths State
Auditor’s OFfice as per RCW
40.20.020.

FOR THE STATE AUDITOR
~ / [-2
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STATE ARCHIV




DISPOSITION AUTHORITY NUMBER
GS51-11 pagE S45
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFEGCTIVE DATE
HEAD START/EARLY GHILDHOOD EDUCATION ASSISTANCE PROGRAM SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM oar AR- MICRO~
NO. RECORDS SERIES TITLE & DESCRIPTION OFM | PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 STUDENT EDUCATION FOLDER OPR 5 years None Subject to Federal Audit
2 HOME VISIT REPORTS Documentation of visits OPR 5 years None Subject to Federal Audit
manadated by program.
3 | SPECIAL NEEDS FILE OPR 5 years None Subject. to Federal Audit
4 HEALTH FILE \_OPR 5 years None Subject to Federal Audit
5 SOCIAL SERVICES FILE OPR 5 years None Subhjectyto Federal Audit
6 PARENT INVOLVEMENT FILE OPR 5 years . None Subject to Federal Audit
7 PARENT INVOLYEMENT COORDINATION FILE OFM 5 years None 8ubject to Federal Audit
8 | ADMINISTRATION FILES OFM | 5 years Nohe * Subject to Federal Audit
*POTENTIAL ARCHIVAL VALUE:
Contact your Regionatl
Archivist before disposing of
this record,
9 EQUIPMENT INVENTORY OFM 5 years None Subject to Federal Audit
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR o FOR T STATE ARCHIVIST
-~ 4'0 ‘-tp -
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DISPOSITION AUTHORITY NUMBER
GS51-09

PacE  S46

SCHEDULE TITLE
HEALTH SERVICES

SCHEDULE APPLIGABLE YO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1394

0OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO., RECORD3 SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 MEDICATION ADMINISTRATION CASE FILES OPR | 8 years after last District option *haferance RCW 4.16.350 and
Includes physician/parent/guardian dose* RCW 2BA.210.260.
authorization and account of number and
dosages administered.
2 CERTIFICATE OF IMMUNIZATION DSHS 13-263 OFM Until termination of District option
enrollment
3 HEALTH ROOM REGISTRY,lLog of students OFM 8 years after last 1 yean *Raferance RCW 4.16.350 and
reporting to health office because of entry* RCW,28A.210.260.
illnass/injury,
4 COMMUNICABLE DISEASE REPORT Includes data OFM | Until summary report None
collected from schools and summary report. is submitted to local
Health Department
5 HEALTH SCREENING RESULTS Includes OFM Until data transferred None
following tests: Scoliosis (Mandatory), to Pupil Health Card
Vision (Mandatory), Hearing (Mandatory), or folder.
and Dental (Optional)}.
FOR ATE ARCHIVIST

FOR THE ATTORNEY GENERAL

Pl B S

FOR THE STATE AUDITOR ,/:7 °
Nirg e,

Jz?%%




DISPOSITION AUTHORITY HUMBER
GS51-08

PAGE S47

SCHEDULE TITLE
HEALTH SERVICES

SCHEDULE APPLICABLE TO
SCHOOL. DISTRIGTS

EFFECTIVE DATE
March 30, 1994

OPR LOGATION & RETENTION PERIOD
ITEM or MIGCRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY GOPY SECONDARY COPIES FILM? DISPOSITION/REMARKS
6 STUDENT HEALTH CARD OR FOLDER May include OFM 2 years after None
but is not 1imited to screening results, graduation or
data recorded from information submitted withdrawal
by parents/doctors and record of
notification to parents.
7 CHILD ABUSE REFPORTS Reportits compiled by OFR 6 years 1 year
district perzonnel regarding, students who
may be victimzs of abuse. Submitted to DSH2
Child Protective Services;
B APPLICATION FOR HOME/MOSPITAL TUTORING OPR 6 years 1 year
9 | MEDICATION ADMINISTRATION DAILY LOG A OPR | 8 years after last None *Referance RCW 4.16.350 and
chronotlogical 1isting of the dosages entryx RCW 28A.210,260

administered.
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DISPOSITION AUTHORITY NUMBER
G551-068

PAGE S48

SCHEDULE TITLE
HISTORICAL MATERIALS

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

ITEM
NO.

OPR
or
.RECORDS SERIES TITLE & DESGRIPTION OFM

LOCATION & RETENTION PERICOD

PRIMARY COPY SECONDARY COPIES

AR-
GHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED AS ARCHIVAL AND SHOULD BE PRESERVED
FOR HISTORICAL USE BY SCHOOL DISTRIGTS OR TRANSFERRED TO THE NEAREST STATE ARCHIVES REGIONMAL BRANCH:

The District should establish a policy providing for the regular transfer of the following items to the nearest regional branch
of the State Archives or permanent preservation by the District itself (see Appendix).

SCHOOL HISTORY MATERIAL

Including dedication buldetins, evaluationsypletter awardsypphotographs, scrapbooks, etor

GRADUATING CLASS HISTORY FILE

Containing such material as: Graduation list, commencéement and baccalaureat® services programs, final grade peint, cumulative class rank,
diploma order list, awardeTist/honor roll, senior activities and other claselitems for clase raunions or historical purposes.

YEAR BOOK

COURSE DESCRIPTION CATALOG

STUDENT HANDBOOK

SCHOOL BULLETINS AND NEWSPAPERS

ANNUAL HIGH SCHOOL REPORT FOR STANDARDS AND ACCREDITATION

REPORT OF EVALUATION OF ACCREDITATION

STATEMENTS OF GRADUATION REQUIREMENTS

10 DISTRICT PUBLICATIONS (Presearve 1 copy only)

FOR THE ATTORNEY GENERAL %_

FOR THE STATE AUDITOR (.-i i nl
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DISPOSITION AUTHORITY NUMBER
G3S51-09A

PaGE S4A9

SCHEDULE TITLE
HOME-BA3BED IN3TRUCTION

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD ]
ITEM or AR- MICRO-
NO. RECORD3 SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DI3POSITION/REMARKS
1 PARENT’3/GUARDIAN'S DECLARATION OF INTENT OPR 3 yoars None
Aanmual statement of intent by
parent/guardian to provide full-time or
part-time home achooling for an individual
astudent.
2 LIST OF SERAVICES PROVIDED BY THE SCHOOL OPR 6 ysars None
DISTRICT
3 LIST OF STUDENTS OPR 6 years Hone
4 PARENT/GUARDIAN CURRICULUM WAIVERS oPR 6 years 1 year
5 PLACEMENT /EVALUATION TEST RESULTS FOR OFM 2 years after Nane
STUDENTS ENTERING DISTRICT FROM HOME-~BASED graduation or
INSTRUCTION withdrawal
6 NOTICE OF TRANSFER OF HOME-BASED STUDENT OFM File in Student 1 year
TO DISTRICT Documaents the transfer of Cumulative Record
home-based students back to district
schools,

FOR THE ORNEY .GENERAL
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DISPOSITION AUTHORITY NUMBER
GS50-06C

PAGE S50

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

INSURANCE /RISK MANAGEMENT/SAFETY SCHOQL DISTRICTS March 30, 1994
OPR LOGCATION & RETENTION PERIOD
ITEM or AR~ MIGRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 INSURANCE POLICIES PURCHASED BY THE OPR | Termination plus 6 None
DISTRICT Includes accident, sickness, years,
automobile, theft, fire liability, life,
and all aothar insurance policies purchased
by the district.
2 FIDELITY AND SURETY COVERAGE BONDS OPR 6 years None
3 | WORKER'S COMPENSATION AND EMPLOYEE OFM | Dept. of Labor and 5 yaars
LIABILITY CLAIMS Industries
4 MONTHLY STATEMENT OF BENEFITS PAID OPR 6 years 1 year
5 INSURANCE AUDITS, SURVEYS, REPORTS To OFM 4 yoars None
document and analyze the coverage, premium
costs and self-insurance costs.
& INCIDENT REPORTS AND CLAIMS FOR DAMAGES OrR 6 years 1 year

FILED AGAINST THE DISTRICT AND BY THE
DISTRICT AGAINST OTHMER PARTIES

FOR THE RNEY_GENERAL
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DISPOSITION AUTHORITY NUMBER
G350-06C

page SO1

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

INSURANCE/RISK MAKMAGEMENT/SAFETY SGHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION QFM PRIMARY COPY SECONDARY COPIES CHIVE? j FILM? DISPOSITION/REMARKS
7 RISK DATA Information compiled on the OFM 4 years Until obsolete ar * *POTENTIAL ARCHIVAL VALUE:
costs, Yiability for risks to which the superseded Contact your Regional

agency is exposed, and the allocation of Archivist before disposing of
expense required to support the risk thia record.
management program.
8 REPORTS COR STATEMENTS/OF CLAIM3 COSTS OFM| | 4 ysars Until obsolate or
Compilations of costs of processing claims superseded
against self-insured liabilities,
9 CERTIFICATION OF EMPLOYER AS SELF-INSURER OFM Depariment of Labor Until cartification
and Industries. withdrawn or
gurrenderad.
10 ACCIDENT REPORTS, EMPLOYEE - INSURED OFM Department of Labor 2 yoars after
THROUGH LABOR & INDUSTRIES Made out by and Industries. settlement
employea, supervisor and/or doctor.
Includes in-house reportg and other
reports which are submitted to other
agencies as hecessary.
11 ACCIDENT REPORTS, EMPLOYEE - INSURED BY OFR | Settlement plus 6 1 year
DISTRICT OR NOT REPORTABLE TO LABOR AND years
INDUSTRIES
FOR THE ATTORNEY GENERAL FOR T 3TATE ARCHIVIST

FOR THE STATE AUDITCR ° >
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DISPOSITION AUTHORITY WUMBER

GS50-~06C PAGE S52

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

INSURANCE /RISK MANAGEMENT/SAFETY SCHOOL DISTRICTS March 30, 1994

OFR LOCATION & RETENTION PERIOD

ITEM or AR- IMICRO-

NO, RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
12 AGCGIDENT CLAIM LOGS, DEPARTMENT OF LABOR OFM | 3 years None

| AND INDUSTRIES

13 COMPENSATION QUARTERLY REPORTS OFM | Department of Labor 3 years
and Industries.

14 ACCIDENT REPORTS, STUDENT OPR Age 21 or 3 years 3 years IF RECORDS ARE NOT READILY
aftergaceident, SEPARABEE A BLANKET RETENTION
whichaever is longer PERIOD OF 20 YEARS I3

RECOMMENDED.

15 | OCCUPATIONAL INJURIES AND ILLNESSES U.S. OFM 5 years 1 year

BUREAU OF LABOR STATISTICS LOG AND SUMMARY

18 INBURANGE LISTS, STUDENT OFM Until completion of Until completion of
State Auditor’s State Auditor’'s
examination report. axamination report.

17 | APPROVAL FOR USE OF PRIVATE VEHICLES FOR OPR 6 yoars None

SCHOOL TRANSPORTATION
18 | SAFETY INSPECTION, STATE NOTIGE AND OFM | WISHA Office 3 years

CITATION
18 NOTIFICATION OF PENALTY ASSE3SMENT OFM WISHA Office 3 years

7
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR w! o FOR E STATE ARCHIVIST
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GS50-06C

DISPOSITION AUTHORITY NUMBER

page S5

SCHEDULE TITLE
INSURANCE/RISK MAMAGEMENT/SAFETY

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 71994

—
OPR LLOCATION & RETENTION PERIOD
ITEM or AR~ |MICRO-
NO. | RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
20 INSURANGE, SAFETY & FIRE INSPECTION OFM Termination of 1 year
REPORTS insurance policy plus
6 years
21 FACILITY INSPECTION HISTORY RECORDS OFM Until obsolete or Until obsolete or
Cumulative record showing dnspection suparseded suparseaded
citations, corrections; and other
information relating to the,continuing
safety of each agency facility.
22 | MINUTES OF MEETINGS, SAFETY GCOMMITTEE OFM 3 years 1 year ] *POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.
23 REFERENGE & INFORMATION MATERIALS RECEIVED aFM Until obsolete or Until obsolete or
FROM SAFETY AGENCIES Bulletins, pamphlets superseded suparseded
and notices.
24 FIRE & OTHER EMERGENCY DRItLL REPORTS OFM 3 yoars 1 year
25 HOLD HARMLESS AGREEMENTS OPR Termination plus 6 1 year

years.

FOR THE ATTORNEY GENERAL
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DISPOSITION AUTHORITY NUMBER
GS50-066 PAGE 554
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
INSURANCE /RISK MANAGEMENT/SAFETY SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
28 DISASTER/EMERGENCY MANAGEMENT PLAN OPR Permanent Untit obsoleta or + +3UGGESTED PROCEDURES:
supersaded Microfiim: a. This records
series may be retained on
microfilm in 1lieu of hard
copy. b, Microfilming must be
done in accord with standards
issued by the State Archives
and be approved by the State
Auditor’s Office as per RCW
40.20.020.
27 | CERTIFICATES OF INSURANGE OPR | 6 years : None
28 INSURANCE WAIVERS OPR 8 years Hohe
29 | PARENT/GUARDIAN FIELD TRIP AUTHORIZATION OPR 6 years ' None
30 | FIRE ALARM APPLICATION OPR | Termination plus 8 None
yoars,
31 FIRE INSPECTION REPORTS OFM | Termination of policy None
plus 8 years
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR o ° FOR STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
G350-03F

page S95

SCHEDULE TITLE
INTERNAL AUDIT

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE?|FILM? DISPOSITION/REMARKS
1 AUDIT REPOATS Final report of audit OPR 6 years 1 year * +*POTENTIAL ARCHIVAL VALUE:
findings. Contact your Ragional
Archivist before disposing of
this record.
2 AUDIT SUBJECT/REFERENCE FILES Cumulative OFM | 8creen Annually None
data on deopartments and audit issues.
3 TECHNICAL REFERENCE MATERIALS Audit OFM Until obsotete or Nons
related publications and documents supersaded
gathared for reference.
FOR THE ATTORNEY GEMERAL FOR

e s
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DISPOSITION AUTHORITY HUMBER

GS51-06C pace 556
SCHEDULE TITLE SCHEDULE APPLIGABLE TO EFFECTIVE DATE
LEARNING RESOURCE CENTERS SCHODOL DISTRICTS March 31, 1954
OPR LLOCATION & RETENTION PERIOD
ITEM ar AR- MICRO~
NO. RECORDS SERIES TITLE &% DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
1 LEARNING RESOURCE CENTER SHELF OFM Until superseded plus Nona
LIST/INVENTORIES AND TEXTBOOK SHELF LIST completion of State
Auditor’s examination
report.
2 L0SS REPORT OPR B years Taysar
3 LEARNING RESQOURCE CENTERNCIRCULATION OFM 1 year None

DOCUMENTATION

FOR THE ATTORNEY GENERAL
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DISPOSITION AUTHORITY NUMBER -
GS50-06D PAGE S57
SCHEDULE TITLE SCHEDULE APPLIGABLE TO EFFECTIVE DATE
Mail Services SCHOOL DISTRICTS March 21, 1994
OPR LOGATION & RETENTION PERIOD
ITEM or AR- |MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY GOPIES CHIVE? | FILM? DISPOSITION/REMARKS
1 RECEIPTS FOR GOODS AND SERVICES OPR 6 ysars Until completion of

State Auditor’s

examination report.
2 POSTAGE METER LICENSE OPR 6 years Until obsolete ar

syupersedead
3 POSTAGE METER LOG OFM 3 years None
4 CERTIFIED MAIL RETURM RECEIPT OFM 3 years Nene
5 CERTIFIED AND REGISTERED MAIL/LOG OFM 3 years None
6 BULK MAILING PERMIT OPR 6 years None
7 | SENDER'S STATEMENT AND CERTIFICATION OF OFM 3 years None

BULK MAILING
8 POSTAGE EXPENDITURE REPORT OFM 3 years 1 year
8 UP3 REGISTER OPR 6 years None
FOR STATE ARCHIVIST

TSN %M%-
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DISPOSITION AUTHORITY NUMBER
G350-02 pagE 558
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Non-Record Material SCHOOL. DISTRICTS March 21, 1394
OPR LOCATION & RETENTION PERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |[FILM? DISPOSITION/REMARKS
THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED A3 NON-RECORD AND
MAY BE DISPOSED OF AS 300N AS THEY HAVE SERVED THEIR PURPOSES
1 Catalogs, trade journals, and other printad or published material received from other offices, commercial firms, or private institutions,
which require no action and are not needed for documentary purposes.
2 Electrostatic, photocopy, magnetic, or other type of copy of correspondance, filed forms, bulletins, etc., prepared for reference and
informational distribution.
3 Letters of transmittatl, which do not add any information to the transmitted,materials.
4 Miscellaneous notices, or memoranda which do not ralate to the functional responsibility of the agency, @.4., notices of community affairs,
meetings, holidays, etc.
5 Preliminary drafts of letters, memoranda, reports, worksheets, and informal notes, which do not represent significant basic steps in the
preparation of record documents.
6 Reproduction masters, such as stencils, hectograph masters and offset plates.
7 Routing s1ips used to direct the distribution of documents.
8 Shorthand notes, stenotype tapss, word processing disks, and mechanical recordings which have been transcribed into type written or
printed form.
9 Stocke of any publications, forms and printed documents, preserved for supply purpnses, which are superseded, outdated, or
otherwise valueless (a minimum supply of each publication must be on file with the State library for distribution purposes, and one copy
must be sent to the State Archives for historical preservation)}, EXCEPT FOR ACCOUNTABLE FORMS WHICH MUST BE EXAMINED BY THE STATE
AUDITOR'S OFFICE SEFORE BEING DESTROYED.
10 Telephane messagas, "While You Were Away™ slips, check slips or similar forms used to convey non-palicy informational messages.

FOR THE ATTUHNEY GENERAL FOR THE STATE AUDITOR . FOR STATE ARCHIVIST
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GS51-05A

DISPCSITION AUTHORITY NUMBER

page S59

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

PAYROLL SCHOOL DISTRICTS March 30, 1984
OPR LOCATION & RETENTION PERICD
ITEM or AR~ MIGRO~-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |GHIVE?|FILM? DISPOSITION/REMARKS

THE DISTRICT MUST BE AWARE THAT IT IS RESPONSIBLE FOR PROVIDING INFORMATION FOR THE DEPARTMENY OF RETIREMENT SYSTEMS AUDITS OF

EMPLOYEE PAY HISTORY.
EMPLOYMENT WITH THE DISTRICT.

LONG~TERM VERIFICATION OF RETIREMENT ELIGIBILITY SHOULD BE CONFIRMED WITH STATE RETIREMENT SYSTEMS.
RETAINED ON MICROFILM INSTEAD,OF HARD COPY.

PAYROLL STATUS SHEETS fFor districts using
Personnel Action Request Forms

PERSONNEL STATUS SHEETS For districts not
using Personnel Action Request form

PAYROLL STATUS SHEETS For districts using
Employse Payroll Status as a substitute
for time sheets

MONTHLY TIME CARDS/SHEETS/REPORTS Includes
sick leave activity.

OFM

OFM

OFM

OPR

Until data entered and
varified.

Until compietion of
State Auditor’s

examination report.

6 years

5 years#

None

Until obsolets or
supersedod

None

Until completion of
8tate Auditor’s
examination report.

‘THIS INFORMATION INGLUDES HOURS WORKED AND GROSS PAY PER CALENDAR MONTH FOR THE ENTIRE TERM OF EAGCH EMPLOYEE'S

SUCH INFORMATION MUST BE RETAINED FOR AT LEAST 50 YEARS. CHOICE OF RECORDS SERIES FOR

CHOSEN RECORDS SERIES MAY BE

*May be needed as long-term
verification of retirement
eligibility. See comment above
item 1.

FOR THE ATTORNEY GE EM
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G351-05A

DISPOSITION AUTHORITY NUMBER

paae S50

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

PAYROLL SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
5 EMPLOYEE PAY HISTORY FILE May include OPR 6 years after None
items also listad as separate records termination of
series on this schadule. employment.
& TEACHER SUBSTITUTE REPORT OFM Until _completion of None
State Auditor's
examination repeft.

7 PAYROLl. WARRANT REGISTER OPR 6 years* Until completion of *May be needed as long—term
State Auditor’s varification of retirement
examination report. eligibhility. See comment above

item 1.

8 CANCELLED WARRANTS/CHECKS oFM 6 years None

9 MEDICAL INSURANCE LISTINGS OFM Until superseded plus None

completion of 3tate

Auditor’'s examination
report.

10 LISTINGS OF OTHER PAYROLL DEDUCTIONS OFM | Until! superseded plus None

complation of State

Auditor’s examination
report.

~

FOR THE ATTQHN%:ZgENERAL

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER
G351-05A page SH1
SCHEDULE TITLE SCHEDULE APPLIGAELE TO EFFECTIVE DATE
PAYROLL SCHOOL DISTRICTS March 30, 1894
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 BENEFIT DETAIL REPOATS Automated or OFM 6 years None
manual. Lists district/employee payments
on benefits.
12 AUTHORIZATION FOR PAYROLL'DEDUCTIONS May OPR Termination of Nona
include tax sheltered agreements, medical authorization or
insurance, credit union, andiother agreement pius 6
deductions yoars.
13 GARNISHMENTS OFM {Suparior Court) {(District) Until
Permansent Satisfaction
14 PRELIMINARY PAYROLL REPORT OFM Until verification of None
final payroll report
15 STATE RETIREMENT SYSTEM FORMS Includes OFM Until completion of None *This series may need to be
application for eligibility for [ 8tate Auditor’s retained until long-term
ratirement. examination reports balancea issues are settled
with State Retirement Systems
or 6 yearg to verify monay
transfer,
16 FEDERAL WAGE AND TAX STATEMENTS OFM 4 years None
ERAL FOR £ STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
GS51-05A

562

PAGE

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

PAYROLL SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIFPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSTITION/REMARKS
17 AUTHORIZATION FOR DIRECT PAYROLL DEPOSIT OFM Until transferred to None
cancellation file
18 CANCELLATION OF AUTHORIZATION FOR DIRECT OFM 4 years None
PAYROLL DEPOSIT
19 | DIRECT PAYROLL DEPOSIT PRE=NOTE DATA OFM 1 year None
20 DETAIL OF DIRECT PAYROLLHDEPOSIT ENROLLEES OFM 1 yaar | None
21 DIRECT PAYROLL DEPOSIT TRANSMITTAL OFM Until completion of None
LISTINGS State Auditor's
axamination report.
22 DIRECT PAYROLL DEPUSIT HASH SHEET OFM 1 year None
23 LEAVE BUY-BACK ELECTION FORMS OPR 6 years 1 year
24 LEAVE SHARING AUTHORIZATION OPR 6 years 1 year
25 | CONSOLIDATED OMNIBUS BUDGET RECONCILIATION OPR 6 years None
ACT (CO8RA) Extension of health banefits
coverage upon termination or other
qualifying event. Extension MNotice and
Election Forms.

FOR THE ﬂyEY NERAL
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DISPOSITION AUTHORITY MUMBER
GS51-05A

PAGE S63

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

PAYROLL SCHOOL DISTRICTS March 30, 1994
DPR LOCATION & RETENTION PERIOQD
ITEM or AR~ |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
26 QUARTERLY EMPLOYEE EARNINGS OFR 4 years None
27 PAYROLL ADMINISTRATION AND VERIFICATION OFM Until completion of 1 year
REPORTS Various reports produced to State Auditor’s
accumulate and identify empleoyee pay, examination veport.
DASI, benefits and deduction information.
28 EMPLOYER’S GOPIES OF FEDERAL WITHHOLDING OFM 4 years None
TAX STATEMENTS (W-2)
29 EMPLOYEE WITHHOLDING EXEMPTION OFM 4 yoars None
GERTIFICATES (W-4)
30 STATE EMPLOYEES RETIREMENT TRANSMITTAL OFM 3 years None
31 DEPARTMENT OF LABOR AND INDUSTRIES REPORT OFM 3 years None
ON PAYROLL
32 | OLD AGE SECURITY INSURANCE (OASI) REPORTS OFM | Until completion of None

3tate Auditor’'s
examination report.

A
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DISPOSITION AUTHORITY NUMBER
G351-05B8

PAGE 56.4

SCHEDULE TITLE

SCHEDULE APPLICAELE TO

EFFECTIVE DATE

Personnel SCHOOL. DISTRICTS March 21, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. REGORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
1 EMPLOYEE FILES Personally identifiable OPR 6 years after 1 year after
information gathered during an termination of termination of
individual's term of employment. Includes employment. emplayment or
finger prints and Form I-9 proof of transfer.
citizenship.
2 EQUAL EMPLOYMENT OPPORTUNITY INQUIRY FORM OFM | 2 ysars 1 ysar
{EED)
3 EMPLOYMENT REQUISITION/PERSONNEL ACTION OFM 2 yoars 1 year
REQUEST May contain position
gpecifications, needs analysis and
authorization signhaturas.
4 JOB ANMOUNGEMENT OR POSTING OFM 2 years None
5 EMPLOYMENT INTERVIEW EVALUATION FILES OFM 2 ysars None
Inciudeas test results.
6 EMPLOYMENT APPLICATION, NON HIRED OFM 2 years None
7 | EMPLOYEE CONTRACTS, FINAL Inciudes OPR 6 ysars Nona
subsequent riders issued.

FOR THE ATTORNEY GENERAL
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GS51-058

DISPOSITION AUTHORITY WUMBER

PAGE $H/5

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Parsonnal SCHOOL DISTRICTS March 21, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
a EMPLOYEE CONTRACTS, SUPERSEDED Contracts OFM 3 years None
suparsaeded within fiacal year
9 PROFESSIONAL CREDIT COMMITTEE FILE OFM until termination of None
Evaluation of applications for recognition empl oyment
of non-college credit courses
10 JOB DESCGRIPTIONS QFM Untit obsclete or District option
superseded
1 EMPLOYEE DIRECTORY OFM until obzolete or Until obsolete or * *POTENTIAL ARCHIVAL VALUE:
suparssded suparsedad Contact your Regional
Archiyvist before disposing of
this record.
12 HBV AND MIV EXPOSURE REPORTS AND WAIVERS OPR 30 years None
13 LIST OF HIV AND HBV TRAINED EMPLOYEES OPR 30 years Nohe
14 VOLUNTEER EMPLOYEE HISTORY FILES OPR Termination of Termination of

volunteer employment
plus 6 years

volunteer employment
pius 1 year

FOR THE ATTORNEY GE M

FOR THE STATE AUDITOR G i ol
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DISPOSITION AUTHORITY NUMBER
GS551-058

PAGE SHb

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE
March 21, 1994

Personnel SCHOOL DISTRIGCTS
OPR LOCATION & RETENTION PER1OD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|FILM? DISPOSITION/REMARKS
15 | EMPLOYEE FINGERPRINT PROCESSING LIST OPR | 6 years 1 year
Listings of newly hired employees
fingerprinted for criwminal background
checks. Reviewesd and verified by SPI.
;_."
FOR THE STATE AUDITOR (}F’ o FOR STATE ARCHIVIST
24 ( .A_J-_.-t..

FOR THE ATTORNEY GENERAL

23;7 g T
R o .
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DISPOSITION AUTHORITY NUMBER
GS50-04C

pAge 507

SCHEDULE TITLE
Parsonnal /Affirmative Action

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 AFFIRMATIVE ACTION PLANS OPR Until supersaded plus until obsoleta or
6 years. suparseded
2 EQUAL EMPLOYMENT OPPORTUNITY REPORTS QFM 2 years Until obsolata or
superseded
3 EQUAL. EMPLOYMENT OPPORTUNITY COMPLAINTS OPR Resolution plus & 1 year
AND CONCILIATIONS yaars
4 AFFIRMATIVE ACTION FORECASTS OFM 2 years until obsolete or
superseded
5 STUDIES AND REPORTS OFM 5 years District option L] *POTENTIAL ARCHIVAL VALUE:

Contact your Regional
Archivist before disposing of
this record.

FOR THE ATTORNEY GENERAL

-~ —
3 (3

FOR THE STATE AUDITOR c‘,i f o!
s

FOR T| STATE ARCHIV% .
- k Q,,e ey X c@%‘(
A .




G350-04D

DIBPOSITION AUTHORITY NUMBER

PRGE SHAT’

SCHEDULE TITLE

SCHEDULE AFPLICABLE TO

EFFEGTIVE DATE

Personnel/Benefits SCHOOL DISTRICTS March 30, 19594
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO~
NO. RECORDS SERIES TITYLE & DESCRIPTION OFM | PRIMARY COPY SECONDARY COPIES CHIVE? | FILM? DISPOSITION/REMARKS
1 BENEFITS STUDIES AND SURVEYS OFM Until obsoleta ofr 1 year
superseded
2 EMPLOYEE BENEFIT CONTRACTS/POLICIES/PLANS OPR Until superseded or Until obsoleta or
Includes insurance, defarred compensation, | _coverage lap=as plus 6 superssaded
heatth care, ete. yaars.
3 EMPLOYEE BENEFIT PARTICIPATION/ENROLLMENT OPR Terminatian or None
AGREEMENTS AND WITHDRAWALS withdrawal plus 6
yoars
4 MONTHLY STATEMENT OF BENEFITS PAID OFR 6 years 1 year
5 UNEMPILLOYMENT INSURANCE CLAIMS OPR 6 years Until completion of

State Auditor's
examination report.

FOR THE ATJORNEY GEWERAL
L.

P ' ST
e L,

FOR THE STATE AUDITOR . .,l
4 C..J——-p‘«




DISPOSITION AUTHORITY NUMBER
GS50~-04E

PAGE 569

SCHEDULE TITLE

Parsonnel/Employee Helations

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

SGHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD

ITEM or AR- MICRO-

NO. RECORDS SERTES TITLE & DESCRIFTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS

1 COLLECTIVE BARGAINING AGREEMENT OPR 6 years Termination of

contract
2 UNION CONTRACT AND AGREEMENT NEGOTIATIONS OFM Until approval of None
FILES negotiated agresment
3 UNION ORGANIZATION LISTS OFM Unti1 obsolets or Until, obsolete or
superseded super seded
4 GRIEVANCES AND APPEALS OPR § years 1 year

f:

FOR THE ATTORNEY GENERAL

r-:('.'" IO e T "

LR
= o

FOR THE STATE AUDITOR
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GS50-04G

DISPOSITION AUTHORITY NUMBER

page S70

SCHEDULE TITLE
Parsonnel/Training and Staff Development

SCHEDULE APPLICABLE TOQ
SCHOOL DISTRICTS

EFFECTIVE DATE
March 21, 1954

OPR LOCATION & RETENTIGN PERICD
ITEM or AR- MICRO~
NO, RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |[CHIVE?|FILM? DISPOSITION/REMARKS
1 EMPLOYEE TRAINING HISTORY FILE Files OPR | 6 years after None
documenting the training history of tarmination of
individual employess who have participated aemployment.
in training and staff development
programs. May inctiude insarvice and class
registrations, confirmations and
documentation of training completed.
2 | TRAINING/CLASS COMPLETION REPORT Listings OFM\| 3 years None
of employees and the classes or training
exercises that have completed produced on
a periodic basis.
7 f:
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR (;E{ i o! anﬁfu; STATE ARCQIU;;;& P
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DISPOSITION AUTHORITY NUMBER
G550-084

page S71

SCHEDULE TITLE

SGHEDULE APPLICABLE TO

EFFEGTIVE DATE

Purchasing SCHOOL DISTRIGTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
H BID FILES Case histories of bid files, OPR 6 years after Until completion of
including specifications and other complation of purchase State Auditor's
pertinent information. {Successful Bids) or fulfillment of examination report.
contract.
2 PURCHASE /FIELD ORDERS Official statemant OPR 6 years Until completion of
documenting the purchase of commodities, State Auditor's
goods or services on contract or not examination report.
subject to bid.
3 REQUISITIONS Official statement OFR 6 years Until completion of
documenting the purchase of commcdities, State Auditor's
goods, or sarvices subject to bid. examination report.
4 RECEIVING REPORTS Listing of items OPR 6 years Until completion of
actually delivered to purchaser used to State Auditor’s
make surs that the shipment is correct ahd pxamination report.
complete.
5 PURCHASE ORDER, REQUISITION AND BID LOGS OFM 6 years None

OR LISTING Listing of purchase order,
requisitions and/or bhids in numerical
order, including date, item, amount,
department, and vendor.

FOR THE ATTORNEY GENERAL

Gz o Al

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER

GS50-08A paGE S72
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
Purchasing 8CHOOL DISTRICTS March 30, 1994
B
OPR LOCATION & RETENTION PERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
6 | PRICE CHECKS AND INFORMAL QUOTATIONS OFM | 1 year None
7 WITHDRAWAL /CANCELLATION/CHANGE PURCHASE OPR 6 yesars Until completion of
ORDERS State Auditor’s
examinatioh report.
8 DAMAGE AMD LOSS CLAIMS CFM 3 years 1 yoar
9 | DEBIT/CREDIT CHARGES OFM | Until. completion of 1_year
State Auditor’s
examination report.
10 | DELIVERY REGEIPT - INTERNAL OFM | Until completion of None
State Auditor’'s
examination report.
11 | WOMEN- AND MINORITY-OWNED BUSINESS OPR | 6 years until obsolete or
ENTERPRISE (WMBE) VENDOR COMPLIANCE superseded
REPORTS
FOR THE ATTQRNEY GENERAL FOR THE STATE AUDITOR /. { 5 .} )}‘mqﬁrns Amﬂ%m
- ———D “i.. . I/ - % "‘.\ T /
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DISPOSITION AUTHORITY NUMBER

GS50-088 pace S73

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

Purchasing/Central Stores SCHOOL DISTRICTS March 30, 1894

OPR LOCATION & RETENTION PERIOD

ITEM or AR~ |{MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |[FILM? DISPOSITION/REMARKS

1 MATERIALS ORDERS/REQUISITIONS OFM 3 years 1 year

2z MATERIALS DISBURSEMENT TICGKETS OFM 3 years 1 year

3 | MATERIALS RECEIPTS OFM 3 years 1 ysar

4 EQUIPMENT/VEHICLE PARTS ORDERS OFM 3 years 1 year

5 PACKING SLIPS OFM 3 years 1 year

6 INVENTORY/YEAR~END REPORT OFM 3 years 1 year

7 INVENTORY OF MATERIALS/EQUIPMENT, OFM 3 years Until obsolete or

CHANGES /TRANSFERS superseded
B MATERIALS RECEIVING AND DISBURSEMENT OFM 3 yoars 1 year

REPORTS

FOR THE ATTORNEY GENERAL

FOR E STATE
; —
\L%1£j21,uga 5?(;22’/

ARCHIVIST

b
“

FOR THE STATE AUDITOR
Py -]
77 K_.._J._,.;_



GS50-08C

DISPOSITION AUTHORITY NUMBER

page S74

SCHEDULE TITLE
Purchasing/Surplus Property

SCHEDULE APPLIGABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1984

OPR LOCATION & RETENTION FERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COFPY SECONDARY COPIES |CHIVE?|FILM? DISPOSITION/REMARKS
1 SURPLUS PROPERTY INVENTORY OFM | 3 years Until obsolete or
superseded
2 | COOPERATIVE SURPLU3 PROPERTY AUCTION OR OPR | Termination plus 6 Termination of
SALES AGREEMENT Agresments asatablished years. contract
with other agencies disposing of Surplus
property,
3 | AUCTION TERMS AND CONDITIONS AGREEMENTS OFR | Completion of auction | Completion of
plus 6 years Auction
4 | ADVANCE NOTIFICATIONS OF AUCTION OFM | Until completion of 1 year
Stats Auditor's
examination report.
5 | AUCTION AUTHORIZATION FILES Copy of OFM | Permanent Resolution Until completion of
rasolution or ordinance and related or Ordinance. State Auditor’s
documents authorizing auction of surptus axamination report.
property.
6 | BILL OF SALE OPR 8 yeara Until completion of
State Auditor's
examination report.
Fa
FOR THE NEX-GENERBI. FOR THE STATE AUDITOR °o 1 WHE TATE ABQHIW Z » .
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G350-08

DISPOSITION AUTHORITY NUMBER

paGe S75

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

Records Management SCHOOL DISTRICTS March 18, 1994
oPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 PUBLIC RECORDZ RETENTION SCHEDULE AND OPR 6§ years after uUntil obsolete or
DESTRUCTION AUTHORIZATION Continuing superseded or 6 yeuars supetreeded
authorities for the disposition of public after disposition of
racords approved specifically for the last records serias
agency by the Local Records Committee. 1isted on schedule.
2 { GENERAL RECORD2 RETENTION ACHEDULE AND OFM Until_termination of District option
DESTRUCTION AUTHORIZATION Records enral Tment*
retention schedule jssuad by ths Local
Records Committee which provides all
counties with continuing authorization for
disposition of commonly hald records.
3 INTERNAL RECORDS RETENTION SCHEDULES OFM Until superseded or Until suparseded or
Internal working guides abstracted from reviged. revised,
approved records retention schedules or
approved general records retention
schedule.
4 PUBLIC RECORDS DESTRUCTION AFFIDAVITS OPR | Permanent 1 year

Liatings of records soriss destroyed at
specific times, including incTuaive dates
or inctusive numbers, signed by agency
ropresentative witneseing destruction.

Fal
7}
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR/THE-STATE A CHIMLSP .
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G850-08

DISPOSITION AUTHORITY NUMBER

PAGE S76

SCHEDULE TITLE
Records Management

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 18, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or - AR- MIGRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
5 | PUBLIC RECORDS DESTRUCTION LOG OFM { Parmanent None
6 | OFFICE OF RECORD DESTRUCTION AUTHORIZATION OFM | 2 years 1_year
7 RECORDS CENTER TRANSMITTALS OFM Destruction of last Until destruction of
item listed plus i last item listed
year
B RECORD OF GIRCULATION RECORDS Materials OFM Until materials None

pulled or returned from Records Storage
for reference purposes.

returned to records
center

FOR THE ATTORNEY GENERAL

T ST T AL T

FOR THE STATE AUDITOR G

L)
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DISPOSITION AUTHORITY NUMBER
GS51-05E

PAGE S77

SCHEDULE TITLE

SCHEDULE APPLICAELE TO

EFFECTIVE DATE

SECURITY SCHOOL DISTRICTS March 21, 1994
OPR LOCATION & RETENTION PERIOD

ITEM ar AR- MICRD-

NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES GHIVE? [FILM? DISPGSITION/REMARKS

1 SEGURITY PATROL LOG OFM 2 years None

2 INTRUSION ALARM REPORT OFM 1 year None

3 VANDALISM, CRIMINAL GCA3E REPORTS OFM 5 years None

4 STATEMENT FOR RESTITUTION Source document OPR 5 years Until completion of

backup for billing. State Auditor's
examination report.
5 SECURITY ANNUAL REPORY OPR {School Board Minutes) 1 year
Poarmanent
Fd

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR
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DISPOSITION AUTHORITY NUMBER
G251-10

PAGE S78

SCHEDULE TITLE
SKILL CENTER

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR~ [MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY CGOPIES CHIVE? [ FILM? DISPOSITION/REMARKS
1 COMPETENCGY CERTIFICATES QPR Permanent Nona
2 DENTAL PATIENT CARDS OPR B ysars after last None
treatment
3 TIME CARDS OFM | Until end of school Nona
yaar

FOR THE ATTORNEY GENERRL

gy

s 8 S

FOR THE STATE AUDITOR ( 'i f o
+
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DISPOSITION AUTHORITY NUMBER

G3S51-051 PAGE 579
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
SPECIAL EDUCATION STUDENT REGORDS SCHOOL DISTRICTS March 30, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-
NG. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPILES CHIVE? |FILM? DISPOSITION/REMARKS
1 SPECIAL EDUCATION STUDENT HISTORY FILE OFM Final separation plus Until final Notice of disposition must be
Includes psychologicatl and IQ test 6 years separation gent to the Tast known address
results, decision packets, evaluation and of parents or guardians prior
other reports, final IEP report (plan)}, to dispusing of the records,
| correspondence and other _information The noticepymust offer them the
ragarding the student. opportunity to take possession
of the file ar any of its
contents as /an alternative to
dastroying the record.
2 SPECIAL EDUCATION STUDENT HISTORY FILE OPR Parmanent None + +3uggested Procedure -

DISPOSITION NOTICE RECORD Log of notices
sent to the last known addresses of
parents or guardians advising them of the
pending disposal of the Student History
File and offering them the opportunity to
take possession of the file or any of its
contents as required by the Washington
Administrative Code (WAC) and the Family
Education Rights and Privacy Act (FERPA}.
{See Appendices.)

Microfilm: a. This records
serias may be retained
permanently on microfilm
instead of hard copy. b.
Microfilming must bhe done
according to standards issued
by the State Archives and
approvad by the State Auditor
as per RACW 40.20.020. c.
Information subject te
deletion as provided by the
Family Educational Rights and
Privacy Act should be
destroyed and not filmed.

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR C .i °
LY
h‘

3}’TE ARGHIVIST
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DISPOSITION AUTHORITY NUMBER
GS851-051

page  S80

SCHEDULE TITLE
SPEGIAL EDUGCATION STUDENT RECORDS

SCHEDULE APPLICABLE TO
SCHOOL DISTRICTS

EFFECTIVE DATE
March 30, 1994

OPR LOGATION & RETENTION PERIOD
ITEM or AR- MICRO-
NOD. | RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE?|FILM? DISPOSITION/REMARKS
3 | SUMMARY ASSE3SMENT REPORT FOR STUDENT NOT OFM | 3 years None

ASSIGNED TQ THE SPECIAL EDUCATION PROGRAM

FOR THE %EEY GENERAL
Z— :E%i:b‘_.-ffz;!:‘:;;g;_-

FOR THE STATE AUDITOR
‘.’ L
f"‘." '-u.

FOR .HEIQTATE RRCHIVIST
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——y -_/ -
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G851-05)

DISPOSITION AUTHORITY NUMBER

PAGE

S81

SCHEDULE TITLE
STUDENT ASSIGNMENT

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE
March 31, 1991

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO~
NO. RECORDS 9ERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/HEMARKS
1 REGISTRATION OPR Enrol Tment plus 2 1 year (school)
years

2 PARENT ASSIGNMENT REQUEST FORMS Gonarates OPR | 3 years 1 year
student’'s assignment to a schoot.

3 STUDENT ASSIGNMENT CASE FILE Includes all DPR 3 years 1 year If a gstudent does hot anroill,
documentation related to initial secondary copy may be
assignment. destroyed.

4 APPEALS OPR 3 years None

5 SCHOOL ASAIGHMENT GUIDELINE3 OPR 3chool Board Minutes Until obseolete or

and/or Resolutions superseded
6 BOUNDARY EXCEPTIONS/STUDENT RELEASES OPR | Termination plus & None

years.

FOR THE A EY ’gﬂlEHAL _
3"—’7‘--‘-": c’z,w%—:

FOR THE STATE AUDITOR
o Y “

FOR

E STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER

G851-05F PAGE S8?
SCHEDULE TITLE SCHEDULE APPLIGABLE TO EFFECTIVE DATE
STUDENT RECORDS SCHOOL DISTRICTS March 21, 1994
aPR LOCATION & RETENTION PERIOL
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES {(CHIVE?|FILM? DISPOSITION/REMARKS
1 | STUDENT OFFICIAL RECORD This records OFR 100 years Nohe + +3uggested Procedure -~
serias includes documentation of a Microfilm: a. This records
student's progression through all grade series may be retained
tavels. It +includes student’s legal parmanently on microfilm
name(s), date of birth, address and names instead of hard copy. b.
of parents/guardians, date of admission, Microfilming must be done
date of withdrawal, high school according to standards issued
transcript, date of graduation. by the State Archives and
approved, by the State Auditor
ag par HACW 40.20.020. c.
Information subject to
deletion as provided by the
Family Educational Rights and
Privacy Act should be
destroyed and not filmed.
2 | STUDENT CUMULATIVE RECORD (Alsoc known as OFM | 2 years after student None
STUDENT FILE FOLDER) Contains information graduates or withdraws
collacted on each student in addition to
the Permanent Record or Transcript,
regardless of storage medium or format.
FOR THE STATE AUDITOR i gf uf

FOR THEE&EJQBNE ; ERAL

FOR 4ﬁé 31ATE ARCHIVIST
el f?é/%




DISPOSITION AUTHORITY NUMBER
GS851-05F

pase 533

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

STUDENT RECORDS SCHOOL DISTRICTS March 21, 1994
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO~

NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES [CHIVE? |FILM? DISPOSITION/REMARKS

3 CONFIDENTIAL REPORTS (Also known as OFM 2 ysars after student Nehe These records should be
STANDARD REPORTS, GUIDANCE REPORTS, or graduates or withdraws saparated from the cumulative
SUPPLEMENTARY REPORTS) Includes subjective folder With access limited as
reports and anecdotal information from per the Family Educational
outside agencies and individuals. Rights and Privacy Act

(FERPA) .
4 INDIVIDUAL STUDENT DATABA3E RECORD OFM 2 years after None District may elect to maintain
graduation or individual database until
withdrawat® studant reaches age 23.

5 AUTHORIZATION FOR RELEASE OF/STUDENT OPR | 3 years None
RECORDS

6 | GED REQUEST FOR APPROVAL TO TEST FOR OFM 1 year (District) 3 months (Testing
CERTIFICATE OF EDUCATIONAL COMPETENCE {age Center)
waiver).

7 GED PERMANENT TRANSCRIPT (GED TEST SCORES) OPR Permanent (8PI) [ 100 years (Testing

Canter)
8 | APPLICATION FOR CERTIFICATE OF EDUCATIONAL OFM 3 months (SPI) Until award of

COMPETENCE

certificate (Testing
Center)

e W

FOR THE STATE AUDITOR

G ol

FO é TE ARG % ")
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DISPOSITION AUTHORITY NUMBER

GS51-05F PAGE G3/,
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
STUDENT RECORDS SCHOOL DISTRICTS March 21, 1894
OPR LOCATION & RETENTIOM PERIOD
ITEM or AR- |MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES |CHIVE? |FILM? BISPOSITION/REMARKS
9 | STUDENT DISCIPLINE FILES OPR | 3 years None
10 | STUDENT LOCATOR CARDS/CLASS SCHEDULES OFM | Unti1 obsolete or None

superseded

M)

FOR THE ATTORNEY GENERAL

LB S

FOR THE STATE AUDITOR

FOR 'HE /STATE ARG
b *wﬂ
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DISPOSITION AUTHORITY NUMBER

GS51-05 PAGE S&5
SCHEMILE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
SUPERINTENDENT SCHOOL DISTRICTS March 21, 1954
OPR LOCATION & RETENTION PERICD
ITEM or AR- |MICRO-
NO. REGORDS SERIES TITLE & DESCRIPTION OFM PRIMARY GCOPY SECONDARY COPIES CHIVE? DISPCSITION/REMARKS
1 POLICY AND PROCEDURE DIRECTIVES . OPR Pearmanent Until obsolete or x *POTENTIAL ARCHIVAL VALUE:
superseded Contact your Regional
Archivist before disposing of
this record.
2 LEGAL OPINIONS OPR Permanent Until obsolete or % *POTENTIAL ARCHIVAL VALUE:
superseded Contact your Regional
Archivist baefore disposing of
thig record.
3 COURT OR LITIGATION CRSE,FILES OPR 6 years after None
gottlement of case.
4 CONTRACTS AND AGREEMENTS OFR Termination plus & Termination plus 1
years year
5 NEGOTIATED SCHOOL CALENDARS OPR Permanent Until obsolete or
superseded
-] AGCCREDITATION CERTIFICATES OPR Fermanent District option
7 INSURANCE POLICIES OPR & years None
8 | WARRANTIES OPR 8 years Nona

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

G el .

FOR{XHE _STATE ARCHIVIST
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DISPOSITION AUTHORITY NUMBER
G351-05

PAGE 536

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

SUPERINTENDENT SCHOQY. DISTRICTS March 21, 19594
OPR LOCATION & RETENTION PERIOD
ITEM or AR- MIGRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
9 PRESS RELEASES OFM 3 years 1 yeoar *POTENTIAL ARCHIVAL VALUE:
Contact your Regional
Archivist before disposing of
this record.
10 PHOTOGRAPHS, NEGATIVES AND BIOGRAFPHICAL OFM Screen Annually ' None sPOTENTIAL ARCHIVAL VALUE:
SKETCHES Contact your Regional
Archivist before disposing of
this record.
1 PUBLICATIONS MASTER FILE OFM Screen Annually None
12 BOUNDARY RECORDS Official legal OPR Permanent Until obsolete or * *POTENTIAL ARCHIVAL VALUE:
description and drawings of school supergsaded Contact your Regjonal
district boundaries, inciuding director Archivist before disposing of
district boundaries. this record.
13 BUDGET OPR Permanent 1 year
14 DESCRIPTIVE GUIDE TO SCHOOL DISTRICT OPR Permanent Until obsolete or x *POTENTIAL ARCHIVAL VALUE:
ADMINISTRATION AND STAFFING superseded Contact your Regional
Archiviet before disposing of
this record.

FOR THE ATTORNEY GENERAL
o L p _»

iay
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FOR THE STATE AUDITOR

FO| HE_STATE ARCH%ST
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G551-05

DISPOSITION AUTHORITY NUMBER

PAGE SH7/

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

SUPERINTENDENT SCHOOL DISTRICTS March 21, 1994
OFR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. REGORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? | FILM? DISPOSITION/REMARKS
15 CERTIFIGATION OF ELECTION OF SCHOOQL BOARD OPR Parmanent 1 year * + *POTENTIAL ARCHIVAL VALUE:
GHAIR AND PRESIDENTS Contact your Regicnhal
Archivist before disposing of
this record. +MICROFILM:
This records saries may be
retainad permanentiy on
microfilm instead of hard copy
for both on~site use and
off-gite security storage at
the State Archives. Microfilm
must meet State Archives
standards.
16 CERTIFICATION OF BCHOOL DISTRICT ELECTIONS OPR | Permanent 1 year
Including bonds, levies and director
elections.
17 SCHOOL SERVICE BOUNDARY DECISION WORKING OFM Approval of Board Until approval of * *POTENTIAL ARCHIVAL VALUE:
FILE raselution plus 3 Board resolution Contact your Regional
years Archivist before disposing of
this record.
FOR THE ATTORNEY GENERAL FOR{AHE_STATE ARCHIVIST

FOR THE STATE AUDITOR :'z t !
h -]
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DISPOSITION AUTHORITY NUMBER
GS851-06E

PAGE 588

SCHEDULE TITLE
TEACHING RECORDS

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFEGTIVE DATE

March 31, 1894

OPR LOCATION & RETENTION PERIOD
ITEM or AR- MICRO-
NO. RECORD3 SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? [FILM? DISPOSITION/REMARKS
1 GRADE DOGUMENTATION, ELEMENTARY OFM 1 year None
2 GRADE DOCUMEMTATION, SECONDARY To provide OFM 5 _years None
documentation for grade and credit record
challenges.
3 LESSON PLANS OFM 1 year Nonhe
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DISPOSITION AUTHORITY NUMBER

G351-060 PAGE S89
SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFFECTIVE DATE
TRAFFIC SAFETY 3CHOOL DISTRICTS March 30, 1594
OPR LOCATION & RETENTION PERIOD
ITEM or Af— MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OFM PRIMARY GOPY SECONDARY CGOPIES CHIVE? |FILM? DISPOSITION/REMARKS
1 APPLIGATION FOR PROGRAM APPROVAL OFM 1 year aftar None
acceptance
2 STUDENT PARTICIPATION LISTS OPR 6 years 1 year
3 STUDENT TRAFFIC SAFETY CERTIFICATES OFM 1 [year None
4 APPLICATION FOR TRAFFIC SAFETY EDUCATION OFM End of term as safety None *May be kept in Empiloyee
GERTIFICATION Teacher’'s affidavit for instructar plus 6 History File (Personnel}
certification to be a traffic safety years
instructor.
5 TRAFFIC SAFETY PARENT/GUARDIAN PERMISSION QFM 1 year None
STATEMENTS
!
a4
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE"STATE ARCHIVISY _. _ .o -
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DISPOSITION AUTHORITY NUMBER

G351-05C PAGE 590
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
TRANSPORTATION SERVICES/MOTOR POOL/VEHICLE MAINTENANCE SCHOOL DISTRICTS March 31, 1994
OFR LOCATION & RETENTION PERIOD
ITEM] or AR- MICRO-

NO. RECORDS SERIE3 TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS

k| GAS, DIL AND DIESEL REPORT2 FOR BUSES AND OFM 3 years Nonhe
OTHER VEHICLES 8PI reports preparsed from
this data. May list vehicle number, amount
of fuel pumped, cdometer reading.

2 | BUS CONDITION CHECKLIST 'Daily evaluation OFM | 1 year York complate
of bus by drivers.

3 BUS GARAGE WORK ORDERS Prepared by garage OFM 3 years 1 year
or shop personnel. Showz description of
work, time, parts and employee performing
work.

4 MOTICE OF IMPROPER GONDUCT ON THE BUS May OFM 1 year 1 year
show bus route, time of incident, nature
of incident and student(s)’ name(s).

5 BUS TRIP REQUEST/AUTHORIZATION May show OFM Until completion of 1 yaar
gschool, nature of trip, date, destination, State Auditor’s
miles, number of pupils, supervisor, examination report.
departure and time.
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DISPOSITION AUTHORITY NUMBER
G551~05G pace S97
SCHEDULE TITLE S3CHEDULE APPLICABLE TO EFFECTIVE DATE
TRANSPORTATION SERVICES/MOTOR POOL/VEHICLE MAINTENANCE| SCHOOL DISTRICTS March 31, 1394
OPR LOCATION & RETENTION PERIOD
ITEM or AR~ MICRO-~
NO. RECORDS SERIES TITLE & DESCRIFPTION OFM PRIMARY GOPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
6 BUS TRIP TICKET LOGS May show school, OFR 6 ysars None
nature of trip, date, destination, miles,
number of pupils, supervisor, departure
and times.
7 BUS SCHEDULE FOR ALL SCMOOLS Shows route, OFM 3 years Until revised
stops and tiwe for each bus. Includes
state approved route map.
8 BUS OPERATIONS DAILY LOG May show bus OPR 6 yoars None
route, time trip began and ended, number
‘of pupils carrisd and driver’s signature.
9 ACCIDENT REPORTS Washington State Patrol OPR 6 years None
%0 APPLICATION FOR MEDICAL TRANSPORTATION For OFM Until completion of None
students with medical problems or physical State Auditor’s
disabilities to receive district examination report.
transportation services.
1 VEHICLE MAINTEMANCE WISTORY LDG OFM | Until disposition of None
vehicle
12 | CERTIFICATES OF TITLE FOR DISTRICT OPR | Until disposition of Nohe
VEHICLES vehicle
Y
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DISPOSITION AUTHORITY NUMBER
GS851-05G

page S02

SCHEDWLE TITLE

TRANSPORTATION SERVICES/MOTOR POOL/VEHICLE MAINTENANCE

SCHEDULE APPLICABLE TO
SCHOOL. DISTRICTS

EFFECTIVE DATE
March 31, 1994

OPR LOCATION & RETENTION PERIOD
ITEM or AR~ |MICRO~
NO. REGORDS SERIES TITLE & DESCRIPTION OFM PRIMARY COPY SECONDARY COPIES CHIVE? |FILM? DISPOSITION/REMARKS
13 VEHICLE LEASES OPR Termination plus § 1 year
years
14 VEHICLE MILEAGE 1.0G OFM 3 years None
15 GAS/0IL USAGE RECORD OFM 3 years 1_year
16 VEHICLE CHECKOUT LOG OFM 3 ywvars Nona
17| VEHICLE USE REQUEST OFM | Until complaetion of 1 year
State Auditor’s
examination report.
18 BILLINGS TO CLIENT AGENCIES FOR USE OF GPR 6 years Nohe
MOTOR POOL VEHICLES
19 VEHICLE SALE AND SALVAGE RECORD OPR 6 years 1 year
20 VEHICLE DATA AND STATISTICAL REPORTS OFM 3 years 1 year
21 | VEHIGLE MAINTENANCE REPORTS OFM 3 years 1 year
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General Records Retention Schedule Index

Series Title

AHERA - see Asbestos Materials Management Plan
AbSEnce EXCUSE . . v v v i v v it s it i et et e e
Absence Report - see Daily Period Absence Report
Absent Notification Report . . . . ... ... .0t
Abuse Reports - see Child Abuse Reports
Accident Claim Logs, Department of Labor and Industries ......
Accident Reports, Vehicle .. ... .......... ... ........
Accident Reports, Employee - Insured Through Labor and

Industries . . .. .o it it i e e
Accident Reports, Employee - Insured by District or Not

Reportable to L&I . ........... ... .. ... .. .....
Accident Reports, Student . . . ... ... ... . . .. . . e
Accident/Injury Report, Student . . . ... ... ... ...
Accounts Payable Control . .............. ... ...,
Accreditation - see Annual High School Report for Standards and
Accreditation - see Report of Evaluation of
Accreditation Certificates . . . .. ... o i it i i e
Accreditation Reports and Evaluation Reports . . ............
Achievement Records, Athlete/Team - see Athlete/Team
Adminisiration Files, Head Start . .., ... .4, .. \ .N.....§.
Advance Notifications of Auetions. . st . . . T, . . .. .

Affirmative"Action Forecasts™ .., .5 . . .0 UL UL AR
Affirmative Action Plans . . . ... ..., ... ... ... i
Affirmative Action Studies and Reports - see Studies and Reports
Agenda Request . .. ... .. ... ..ttt
Agendas . ... .. e e e e e
Agreements - see Contracts and Agreements

Agreements, Auction Terms and Conditions - see Auction Terms
Alarm Report - see Intrusion Alarm Report

Annual Financial Status Reports, Federal Grants and Programs
Annual High School Report for Standards and Accreditation .. ...
Annual Reports of Superintendent or Fiscal Officers to Board
Annuals - see Year Book

Appeals, Student Assignment .. ............. .. ...,
Appeals and Grievances - see Grievances and Appeals

Application - see Employment Application, Non-Hired

Application for Certificate of Educational Competence . ........
Application for Duplicate Instrument, Affidavitand Bond .......
Application for Home/Hospital Tutoring . ................
Application for Medical Transportation . .................
Application for Program Approval . ....................
Application for Traffic Safety Education Certification .........
Appointment Calendars, Electronic Mail .................
Appointment Calendars, Manual . .....................
Apportionment Report/State of Washington . . . .............

[
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Schedule

GS51-04
GS51-04

GS50-06C
GS51-05G

GS50-06C

GS50-06C
GS50-06C
GS51-03
GS51-02

GS51-05
GS51-06A

GS51-11

GS50-08C
GS50-04C
GS50-04C
GS50-04C

GS50-05A
GS50-05A

GS50-03C
GS51-06B
GS50-05A

GS51-05J

GS51-05F
GS51-02
GS51-09
GS51-05G
GS51-06D
GS51-06D
GS50-20A
GS51-01
GS51-02



Series Title

Appraisals - see Property Appraisals

Approval for Use of Private Vehicles for School Transportation . . .

Architect/Consultant Contract Files

Architect/Consultant Roster - see Small Works Architect

Architectural and Engineering Drawings - se¢ Engineering

Asbestos Materials Management Plan

Asbestos Physical Examination - see Employee Asbestos Physical
Exam

Assignment Request Forms - see Parent Assignment Request Forms

Associated Student Body - see Bylaws, Assoc. Student Body

Associated Student Body - see Minutes, Assoc. Student Body

Athlete/Team Achievemnent Records

Athletic Eligibility Records

Athletic Schedules - see Schedules, Athletic

Attendance Record, Individual Student . . . . ... ............

Attendance Reports

Auction Authorization Files

Auction Terms and Conditions Agreements . . . . .. ... .......

Auction or Sales Agreement, Surplus Property - see Cooperative
Surplus Property

Auction, Advance Notifications of - see Advance Notifications of
Auction

Audio Tape Recordings of Official Proceedings. .. [0, o

Audit - see State Auditor’s Examination Report

Audit Reports, Internal . .. . ... 0. . . i ok e

Audit Subject/Reference Filesmmmm. .. . . 0. Wt . omemn. . am

Authorization for Direct Payroll Deposit

Authorization for Payroll Deductions

Authorization for Release of Student Records

Authorization for Direct Payroll Deposit, Cancellation of - see
Cancellation of Authorization

Backup Files - see Chronological, Reading or Backup Files

Bank Statements - see Banking Records

Banking Records .. .. .. ..ot

Bargaining Agreement, Collective - see Collective Bargaining
Agreement

Benefit Contracts/Policies/Plans - see Employee Benefit Contracts/
Policies/Plans

Benefit Detail Reports

Benefit Participation/Enrollment - see Employee Benefit Partici-
pation/Enroliment Agreements and Withdrawals

Benefits - see Personnel/Benefits . .. ...... ... ... ...,

Benefits Paid, Monthly Statement - see Monthly Statement of
Benefits

Benefits Studies and Surveys

Bid Files

Bid Logs - see Purchase Order, Requisition and Bid Logs or
Listings

Bids, Public - sec Public Bids

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

.........................

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

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

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

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

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

------------------------------------
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Item Schedule

17
14
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17

11

GSSO—OG(('
GS51-07

GS50-19

GS51-03
GS51-03

GS51-04
GS51-04
GS50-08C
GS50-08C

G850-05A
GSSO-03F(
GS50-03F

GS51-05A

GS51-05A
GS51-05F

GS51-02

GS51-05A
GS50-04D

GS50-04D
GSSO-OSA{



Series Title

BilofSale .......... .. 000 i
Billings to Client Agencies for Use of Motor Pool Vehicles . . . . ..
Biographical Sketches - see Photographs, Negatives and
Biographical
Board Briefs/Packets . .......... ... .. i i,
Board Chair and President - see Certification of Election of
Board Committee Minutes/Reports . . ... ... . .o v e v e unan
Board Proceedings - see Minutes of Board Proceedings
Board Proceedings’ Tape Recordings - see Audio Tape Recording
Boiler Vessel Reports, Custodian . ... ..... ... v e ...
Boiler Vessel Reports, Insurance Company or Department of
Labor and Industries . ................ cvive.on
Boiler and Elevator Operating Permits - see Operating Permits
Bond Issue - see School Board Resolution Regarding
Boundary Decision Working File, School Service - see School
Service Boundary Decision Working File
Boundary Exceptions/Student Releases . .................
Boundary Records . ... ... ... ...
Breakfast Program Plan - see School Breakfast
Budget . ... e i i e e e e s
Budget (F-195) . . . . i i i i i e e e
Budget Officer’s Board Report
«"Budget Revisioh Requests 07000 (0N L 000 L w
wBudget Status Report - Department/Building
. Budget Work Papers and Preliminary Drafts .. ... 0.5.. ... ...
“WBuilding Specifications, Drawings; Addenda, Notes.atid Change
Orders ........ciiiinnnne... e e
Building Use Permits/Authorizations . . ..................
Building and Site Data
Bulk Mailing Permit . ... .. ... ..ttt
Bus Condition Checklist
Bus Garage Work Orders
Bus Operations Daily Log . . . ...... ...
Bus Schedule for All Schools ............... ... ... ...
Bus Trip Request/Authorization . . . ... ..........c......
Bus Trip Ticket Logs
Bus, Notice of Improper Conduct on the - see Notice of Improper
Conduct
Buy-Back Election Forms - see Leave Buy-Back
Bylaws, Associated Student Body and Student Organizations
CBA - see Collective Bargaining Agreement
COBRA - see Consolidated Omnibus Budget Reconciliation Act
CPR Training Documentation - see First Aid/CPR Training
Calendars - see Appointment Calendars
Calendars - see Negotiated School Calendars
Cancellation of Authorization for Direct Payroll Deposit . . . . . ‘e
Cancellation/Withdrawal/Change Purchase Order - see
Withdrawal/Cancellation/Change Order
Cancelled Checks - see Banking Records

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

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

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

-----------------------------
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Page

S74 6
592 13
517 11
S16 7
S30 20
S30 21
S81 6
S86 12
S86 13
S18 1
S18 3
518 5
S18 4
S18 2
528 11
S9 31
S27 4
857 6
590 2
S90 3
S91 8
S91 7
SS90 5
S91 6
S8 24
S62 18

Item Schedule

GS50-08C
GS51-05G

GS50-05A

GS50-50A

GS51-07

GS51-07

GS51-05]1
GS51-05

GS51-05

GS51-02A
GS51-02A
GS51-02A
GS51-02A
GS51-02A

GS51-07

GS§51-01

GS51-07

GS50-06D
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G

GS51-01

GS51-05A



Series Title

Cancelled Warrants, Accounting
Cancelled Warrants/Checks, Payroll ....................
Capital Improvement Planning Project File . .. ... ... .......
Capital Levy Planning Files
Cash Receipts Transmittals, County
Cash Receipts Transmittals, Internal . . .. ................
Catalogs . . .. .. e e e e e e
Categorical Program Files
Catering Requests
Central Stores - see Purchasing/Central Stores . . . ...........
Certificate of Educational Competence, Application for - see
Application for Certificate of Educational Competence
Certificate of Immunization DSHS 13-263
Certificates of Insurance
Certificates of Title for District Vehicles
Certification of Election of Schoo! Board Chair and Presidents . . . .
Certification of Employer as Self-Insurer
Certification of School District Elections
Certified Mail Return Receipt . .. ... ..................
Certified and Registered Mail Log
Challenges of Instructional Materials - see Community Challenges
Change Forms, Fixed Assets Inventory - see Fixed Asset Inventory
Change
Change/Withdrawal/Cangellation Purchase Ordér - see Withdrawal/
Cancellation/Change Purchase Order
Check Registers - see Banking Records
Checks/Warrants - see Cancelled Warrants
Child Abuse Reports
Chronological, Reading or Backup Files
Circulation Records - see Record of Circulation Records
Claims - see Vouchers
Claims Costs - see Reports or Statements of Claims Costs
Claims for Damages - see Incident Reports
Class Schedules - see Student Locator Cards
Class/Training Completion Report - see Training/Class Completion
Report
Coach’s Qualifications Documentation . ... ... ... ... 0ev ..
Collective Bargaining Agreement . . . . .o v v v v i it i n i v e,
Communicable Disease Report
Community Challenges of Instructional Materials
Compensation Quarterly Reports
Competency Certificates, Skill Center ........ Car e sans s
Confidential Reports, Student
Consolidated Omnibus Budget Reconciliation Act (COBRA)
Construction Contract File . ... ... ... ... v,
Construction Log
Contracts - see Employee Contracts
Contracts and Agreements, Administrative
Contracts and Agreements, Superintendent

.........................

....................

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

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

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

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

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

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

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

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

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

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

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

Page

S1
S60
827
S27

54

S4
S58
S20
S37
S73

S46
S54
S91
S87
S51
S87
S57
S57

S47
S5

27
12
15
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Schedule

GS51-02
GS51-05A
GS51-07 (
GS51-07
GS51-02
GS51-02
GS50-02
GS51-06A
GS51-08
GS50-08B

GS51-09
GS50-06C
GS51-05G
GS51-05
GS50-06C
GS51-05
GS50-06D
GS50-06D

GS51-09
GS51-01

GS51-03
GS50-04E
GS51-09
GS51-06A
GS50-06C
GS51-10
GS51-05F
GS51-05A
GS51-07
GS§51-07 (
GS51-01
GS51-05



Series Title

Cooperative Surplus Property Auction or Sales Agreement

Copies, Reference . . ......... ... i

County Treasurer Financial Reports . .. ... ..o vvneunn

Course Additions, Deletions and Changes . . .. .............

Course Description Catalog . ....... ... 0 ennas

Court or Litigation Case Files . . . ... ..o v v v v ve e

Credit Charges - see Debit/Credit Charges

Credit Committee Files - see Professional Credit Committee

Criminal Background Checks - see Employee Fingerprint Processing
List

Curriculum Summaries and Guides . . .. ... .... ... ...

Curriculum Waivers - see Parent/Guardian Curriculum Waivers

Daily Meal and Milk Count Reports and Documentation . . .. .. ..

Daily Period Absence Report

Damageand Loss Claims . . ...t iin i it nnvcnenoesnns

Data Processing Feasibility Studies . . .. ......... ... .....

Database and Spreadsheet Data (User Working Copy)

Debit/Credit Charges . ... ...ttt ittt ieneennn

Deductions, Payroll - see Authorization for Payroll Deductions

Deductions, Payroll - see¢ Listings of Other Payroll Deductions

Deeds, Easements, Rights of Way, Other Instruments Affecting
District Property Ownership ....................

Deferred Compensation - see Employee Benefit Contracts/Policies/
Plans

Delivery Receipt, Internal L. . . . .. 0 Wi oo vee e e s

Demographic and Enroliment Projections 0. . v« + o 0ol e v o v o lu .

Dertal Patient Cards . . . Lsssm (0 . . O S, | Do | s

Dental Screening - see Health Screening Results

Department of Labor and Industries Report on Payroll . ... ... ..

Deposit Ships - see Banking Records

Deposit, Direct Payroll - see Authorization for Direct Payroll
Deposit

Deposit, Direct Payroll, Hash Sheet - see Direct Payroll Deposit
Hash Sheet

Deposit, Direct Payroll, Transmittal Listings - see Direct
Payroll Deposit Transmittal Listings

Descriptive Guide to School District Administration and Staffing

Destruction Affidavits - see Public Records Destruction
Affidavits

Destruction Authorization - see Office of Records Destruction
Authorization

Destruction Authorization and Records Retention Schedule - see
General Records Retention Schedule and Destruction
Authorization

Destruction Authorization and Records Retention Schedule - see
Public Records Retention Schedule and Destruction
Authorization

Destruction Log - see Public Records Destruction Log

Detail of Direct Payroll Deposit Enrollees

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

---------

----------------
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Item
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32
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31

14
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Schedule

GS50-08C
GS50-02
GS51-02
GS51-06A
GS51-06B
GS51-05

GS51-06A

(GS51-08
GS51-04
GS50-03A
GS50-06A
GS50-20B
GS50-08A

GS51-07

GS50-08A
GS51-07
GS851-10

GS51-05A

GS51-05

GS51-05A



Series Title Page
Diesel Reports for Buses and Other Vehicles - see Gas, Oil and

Diesel
Direct Payroll Deposit Hash Sheet . .. .................. S$62
Direct Payroll Deposit Pre-Note Data . .. ................ S62
Direct Payroll Deposit Transmittal Listings . . ... ........... 562

Direct Payroll Deposit, Authorization for - see Authorization
for Direct Payroll Deposit
Direct Payroll Deposit, Cancellation of Authorization for - see
Cancellation of Authorization for Direct Payroll Deposit
Direct Payroll Deposit, Detail of Enrollees - see Detail of
Direct Payroll Deposit Enrollees
Directory, Employee - see Employee Directory
Disaster/Emergency Management Plan ... ............... S$54
Disaster/Emergency Preparedness Plan - see Emergency/Disaster
Preparedness Plan
Disciplinary Action Report - see Student Disciplinary Action
Discipline Files - see Student Discipline Files
District Publications . . . . . . . . v v i v it i i e e S48
District Vehicles, Certificates of Title for - see Certificates
of Title
Drafts, Preliminary - see Preliminary Drafts
Drawings - see Building Specifications, Addenda, Notes and
Change Orders
Driver Education - see Traffic Safety
Duplicate Instrument - see Application for Duplicate Instrument
EEQ - see Equal Employment Opportunity
EIS - see Environmental Impact Statement
Early Childhood Education Assistance Program - see Head
Start/Early Childhood Education . ................. S45
Early Departure - see Student Late Arrival and Early Departure
Easements - see Deeds, Easements
Educational Competence - see Application for Certificate of
Election of School Board Chair and Presidents - see
Certification of Election
Elections, Certification of - see Certification of School District
Electronic Information Systems - see Data Processing Feasibility
- see Operational Data
- see Post-Implementation Reviews
- see Programming & Implementation
- see System Design Documentation
- see System Maintenance Documentation
- see Systern and Software Backup Data
Electronic Mail - see Elected Official and Department Director
Calendars
- see Policy Correspondence and Reports
- see Routine/Nonpolicy Notes, Messages, Transmittal
Elevator and Boiler Operating Permits - see Operating Permits
Eligibility Records, Athletic - see Athletic Eligibility

16

Item

22
19
21

26

10

Schedule

GS5 l-OSA(
GS51-05A
GS51-05A

GS50-06C

GS51-06B

GS51-11



Series Title

Emergency Drill Reports - see Fire and Other Emergency Drill
Reports
Emergency Management Plan - see Disaster/Emergency
Management Plan
Emergency/Disaster Preparedness Plan . . ................
Employee Asbestos Physical Examination . . . ..............
Employee Benefit Contracts/Policies/Plans .. ..............
Employee Benefit Participation/Enrollment Agreements and
Withdrawals .. .... ... ... ... . . . ..
Employee Contracts, Final . . . ... ... ... ..o
Employee Contracts, Superseded . ............. ..o
Employee Directory . . .. .. i v i v i ittt i
Employee Earnings - see Quarterly Employee Earnings
Employee Files . . . . o v v o it i i et e e i e
Employee Fingerprint Processing List . ... ...............
Employee Pay History File . ... ........ ... . . ...,
Employee Relations - see Personnel/Employee Relations . . ... ...
Employee Training History Files . .. ...................
Employee Training/Class Completion - see Training/Class
Completion
Employee Withholding Exemption Certificates (W-4) . . .. ......
Employees, State, Retirement - see State Employees Retirement
Employer’s Copiessof-Federal-Withholding, Tax Statements«{W=2) s
Employment Application, Non-Hired .. ... ... .L.......
Employment Interview Evaluation Files .. . ... . ... ... ..
Employment Requisition/Personnel Action Request . . ... ...
Energy Usage Measurement Reportsand Data . . ... .........
Engineering and Architectural Drawings . ................
Enrollment - see Demographic and Enrollment Projections
Enrollment Reports ... ... .. ...t enrnn.n
Environmental Impact Statement Work Files .. .............
Environmental Impact Statements . . .. ..................
Environmental Monitoring Reports . . . ... ... ... cvve...
Equal Employment Opportunity Complaints and Conciliations
Equal Employment Opportunity Inquiry Form . .............
Equal Employment Opportunity Reports . ................
Equipment Inventory, Head Start . ... ..................
Egquipment/Vehicle Parts Orders .. ....................
Evaluation Reports - see Accreditation Reports & Evaluation
Excuse, Absence - see Absence Excuse
Expenditure Transaction Reports . . ...........c.veuna..
F-195 - see Budget
Facilities Advisory and Support Committee . . . .............
Facilities Plan - see Long-Range
Facility Inspection History Records . . .. ................
Facility Rental/Use Schedule . .......................
Facility Use Authorization/Permit ........... e
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GS51-07
GS50-19
GS50-04D

GS50-04D
GS51-05B
GS51-05B
GS51-05B

GS51-05B
GS51-05B
GS51-05A
GS50-04E
GS50-04G

GS51-05A

GS51-05A
GS51-05B
GS51-05B
GS51-05B
GS51-07
GS51-07

GS51-01
GS51-07
GS51-07
GS51-07
GS50-04C
GS51-05B
GS50-04C
GS51-11
GS50-08B

GS51-02
GS51-07
GS50-06C

GS51-07
GS51-07



Series Title Page

Federal Grants Programs - see Annual Financial Status Reports
- see Final Expenditure Report
- see Financial Support Documents
- see Grant Agreement
- see Grant Applications
- see Project Reports
- see Survey of Parents or Guardians
- see Vouchers
- see Warrant Check or Voucher Registers
- see Warrants/Checks

Federal Wage and Tax Statements .. ...............c... S61
Federal Withholding Tax Statements - see Employer’s Copies

of (W-2)
Fidelity and Surety Coverage Bonds .. ............c...... S50

Field Orders - see Purchase/Field Orders
Field Trip Authorization - see Parent/Guardian
Final Employee Contracts - see Employee Contracts, Final

Final Expenditure Report, Federal Grants and Programs . ... ... . S35
Financial Reports . . . o v vt v it it it e e et e e e S4
Financial Support Documents (Continuing), Federal Grants and
Programs . ... ..o ittt e e e e 536
Financial Support Documents (Noncontinuing), Federal Grants and
Prografis Wmmy, . s, i, Ty, e e 836
Finding Aids and Indexes (User Working Copy),.. . . . b . . o . .. . S25
Fine Statements - see Student Fee and Fine Statements
Fingerprinting Processing ListpEmployee 0. e, . Lo . om 866
Fingerprints - see Employee Files
Fire Alarm Application . . . . v v v v v v it i i it e e S54
Fire and Other Emergency Drill Reports . ... ............. S53
Fire Extinguisher Inspection Tags .. .............c.c0... S30
Fire Inspection Reports . . ... ... v ottt i i e S54
Fire Reports - see Insurance, Safety and Fire Inspection Reports
First Aid/CPR Training Documentation . ................. S9
Fixed Asset Inventory Change Forms . .................. S4
Fixed Assets Inventory Listing . . .. .. ... ... n . 5S4
Food Handler’s Permit . . .. v v v v i i s o ittt e e nennnn $38
Food Service Orders .. ... ... ...t enenenn 537

Food Services - see Stock Control Records
Food Services - see Stock Inventory Report Summary

Free or Reduced Price Meal Applications . .. .......co0u... S37
GED Permanent Transcript (GED Test Scores) .. ........... S83
GED Request for Approval to Test for Certificate of Educational
Competence . . ... .. iiiiinernneeennnsenns S83
Games, School Protests of - see School Protests of Games
Gamnishments . ... ...... ..ttt S61
Gas, Oil and Diesel Reports for Buses and Other Vehicles ... ... S90
Gas/Oil UsageRecord . ........... ...t enn.., S92
‘General Correspondence and Memoranda . . ... ............ S9

General Equivalency Diploma - see GED
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GS51-05 G(
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Series Title Page

General Ledger . . . ... . ittt i e e e S2
General Records Retention Schedule and Destruction Authorization . S75
Generator Annual Dangerous Waste Report ... ............ S41
Goals and Objectives Working File . . . .. .......... ..., S17
Grade Documentation, Elementary . .. ................ .. S88
Grade Documentation, Secondary . . . . ... .. .. i iy S88
Graduating Class History File . . . ... ... ... ... S48
Graduation Requirements - see Statements of Graduation
Requirements
Graduation Requirements Statements , . . ... .. ... ..o S21
Grant Agreement . . . . . . .ttt e e e e e S34
Grant Applications . . . . . . . . it e e e e S34
Grievances and Appeals . . . ... ... . it e e S69
Guidance Reports - see Confidential Reports
HBYV and HIV Exposure Reports and Waivers . .. ... ........ S65
HBV and HIV Trained Employees - see List of HIV and HBV Trained
Employees

HIV and HBV Exposure Reports and Waivers - see HBV

HIV and HBV Trained Employees - see List of HIV and HBV

Hash Sheet, Direct Payroll Deposit - see Direct Payroll
Deposit Hash Sheet

Hazardous Materials Accident/Incident Report . . . ... ........ 542
Hazardous Materials"Certificaterof Destruction 4™, . o .o 841
Hazardous Materials Inspection and Test Reports, . . . . ... .. ... S44
Hazardous Materials Inventory Sheet . .. .. ... 2. ... .. ... 542
Hazardous Materials Trained Personnel Documentation . s - o S43
Hazardous Waste Abatement Project File . ... ............. S43

Head Start - see Administration Files
- see Equipment Inventory
- see Health File
- sec Home Visit Reports
- see Parent Involvement Coordination File
- see Parent Involvement File
- see Social Services File
- see Special Needs File
- see Student Education Folder
Health Card or Folder - see Student Health
Health Care - see Employee Benefit Contracts/Policies/Plans

Health File, Head Start . . . . ... . ... ... ... .. ... S45
Health Permit - see Site Health Permit

Health Room Registry . ... ..... ... ... S46
Health Screening Results .. . ....... ... .. .. . ... 846
Hearing Screening - see Health Screemng Results

Hold Harmless Agreements . ... ... ... vvveuiunnanans 853
Home Visit Reports, Head Start . . ... ................. S45
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GS51-02
GS50-09
GS50-19
GS50-05A
GS51-06E
GS51-06E
GS51-06B

GS51-06A
GS50-03C
GS50-03C
GS50-04E
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GS50-19
GS50-19
GS50-19
GS50-19
GS50-19
GS50-19

GS51-11

GS51-09
GS51-05

GS50-06C
GS51-11



Series Title

Home-Based Education - see List of Services Provided by School
District
- see List of Students
- see Notice of Transfer of Home-Based Student to District
- see Parent’s/Guardian’s Declaration of Intent
- se¢ Parent/Guardian Curriculum Waivers
- see Placement/Evaluation Test Results
Home/Hospital Tutoring - see Application for Home/Hospital
Tutoring
1-9, Form, Proof of Citizenship - see Employee Files
IEP Report - see Special Education Student History File
Immunization - see Certificate of Immunization, DSHS 13-263
Incident Reports and Claims for Damages Filed By and Against
District
Indexes to Minutes and Resolutions
Individual Student Database Record
Individual Student Learning Objectives Reports

Individual Student SLO Results . .. ..... ... ..o ...

Inservice Staff Development - see Employee Training History File

Instruction - see Curriculum/Instruction . .. ...............
Instructional Materials Subject File . . . .. .. ..............

Instructional Materials, Challenges - see Community Challenges
Insurange Audits, [Surveys, [Reports
Insurance Claims, Unemployment - seée Unemployment Insurance
Claims

Insurance, Listings - see Medical Insurance

Insurance Lists, Student
Insurance Policies
Insurance Policies Purchased by the District

INSUTAnCE WaIVETS . & v v v v vt v v v e ot a ittt s s ot nn e v e

Insurance, Employee - see Employee Benefit Contracts/Policies/

Plans
Insurance, Safety and Fire Inspection Reports
Internal Audit - see Audit Reports, Internal

- see Audit Subject/Reference Files

- see Technical Reference Materials
Internal Delivery Receipt - see Delivery Receipt, Internal
Internal Records Retention Schedules
Interview - see Employment Interview Evaluation Files

Intrusion Alarm Report . . .. .. . v v i it s e
Inventory Reconciliation Report . . . . . . v v v v v v v n e v i e nu

Inventory of Materials/Equipment, Changes/Transfers
Inventory, Surplus Property - see Surplus Property Inventory
Inventory/Year-End Report
Invoice, District

Job Announcementor Posting . .......... 0.,
Job Descriptions . . . . . v v i ittt e e e e

Job Orders - see Work Orders/Requests
Journal Voucher - see Expenditure Transaction Reports
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S19
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GS51-02
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Series Title

Journals . ... i e e e e e
L & I - see Department of Labor and Industries
Labor and Industries - see Accident Claim Logs

- see Accident Reports, Employees Insured by

- see Compensation Quarterly Reports

- see Department of Labor and Industries
Late Arrival - see Student Late Arrival
League Coach’s Manual . ... .. ... ...ttt uroeennns
League Constitution and Bylaws
League Minutes . ... ...t ii it it et ii st e it o e
League Policies and Procedures . . . ... . ... . viv it van o
Learning Resource Center Circulation Documentation .........
Learning Resource Center Loss Report - see Loss Report
Learning Resource Center Shelf List/Inventories and Textbook

Shelf List . . . . . .. e e e e e e

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

a8 . i i e e e e e e e e e e
Leave Buy-Back Election Forms . ................¢c....
Leave Sharing Authorization . . .. ... ... ... ... ...
Ledger, Generai - see General Ledger
Legal Opinions . . . v v v v vt it i e e e i s e e e
Lesson Plans . .. .. oot i i it i e e e
Letters of Transmittal . . ... ... ... ... .. ...
Libraryp see bearningsResourcesCentenmmy,. . . omvmy,. . g . o
Listof HIV and HBV Trained Employees L. (... ... .. ...
Listiof Services Provided by the School District, Home-Based

Imstruetion . ... ... ... .. 0. D o e e
List of Students, Home-Based Instruction . .. ..............
Listings of Other Payroll Deductions . . .................
Litigation or Court Case Files - see Court or Litigation Case

Files
Locator Cards - see Student Locator Cards
Long-Range Facilittes Plan . . . ... .. ... ... ... ... .. ...,
Loss Report . . . ... i i it it it it it i e
Loss and Damage Claims - see Damage and Loss Claims
Mail Services - see Bulk Mailing Permit

- see Certified Mail Return Receipt

- see Certified and Registered Mail Log

- see Postage Expenditure Report

- see Postage Meter License

- see Postage Meter Log

- see Receipts for Goods and Services

- see Sender’s Statement and Certification of Bulk Mailing

- see UPS Register
Maintenance History File . . . . .. . ... oo i oo
Major Construction Project Files . . .. .. .... ... .........
Masters, Reproduction - see Reproduction Masters
Materials Disbursement Tickets . . ... ..................
Materials Orders/Reqguisitions . .. .. ... ... v,
Materials Receipts . . . . . oo ittt i e e e
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GS51-07

GS51-05A
GS51-05A

GS51-05
GS51-06E
GS50-02
G851-06C
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GS51-09A
GS51-05A .

GS51-07
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GS51-07
GS51-07

GS50-08B
GS50-08B
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Series Title

Materials Receiving and Disbursement Reports
Materials Safety Data Sheet (MSDS) . .. ...... ... ...
Materials/Equipment, Inventory Changes/Transfers - see Inventory
Meal Count Reimbursement Report - see Monthly Meal Count
Meal TicketIog .................. e e e e
Meal Tickets . ... .. .. it i it ittt it sene e
Meal and Milk Daily Count - see Daily Meal and Milk Count
Medical Insurance Listings . . . . .. ..t ottt it it i e e
Medical Transportation, Application for - see Application for
Medical
Medication Administration Case Files . ..................
Medication Administration Daily Log ...................
Memoranda, General - see General Correspondence
Messages, Telephone - see Telephone Messages
Milk and Meal Daily Count - see Daily Meal and Milk Count
Minor Construction Project Files . . ... .. ... ... ... ... ...
Minutes of Board Proceedings
Minutes of Meetings, Safety Committee . . . . ... ...........
Minutes, Associated Student Body and Student Organizations . . . . .
Minutes, Indexes to - see Indexes to Minutes and Resolutions
Monthly Meal Count Reimbursement Report . .. ............
Monthly Statement of Benefits Paid, Personnel
Monthly Statemerntrof*Benefits*Paid, Insurance/RiskeManagement/
Safety [0 L. o e e e W
Monthly Time Cards/Sheets/Reports |, . .. . - v v oo v v s l0 s
Monthly Time Reports - see Monthly Time Cards/Sheets/Reports
Monthly Time Sheets - see Monthly Time Cards/Sheets/Reports
Motor Pool - see Transportation Services/Motor Pool/Vehicle

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

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

Maintenance . ...... ..o oim i ittt
Motor Pool Vehicles, Billings - see Billings to Client Agencies
Negotiated School Calendars . . . . ...... .. ... ...
Negotiation Files - see Union Contract and Agreement Negotiation
Files

Newspapers and Bulletins - see School Bulletins and Newspapers
Notes, Shorthand - see Shorthand Notes
Notice of Improper Conductonthe Bus . .. ...............
Notice of Transfer of Home-Based Student to District ... ......
Notices of Public Meetings
Notices, Miscellaneous . ... ... ... i ittt i s
Notification of Penalty Assessment . ... ... ... ... ... ......
OASI - see Old Age Security Insurance Reports
OSHA - see Notification of Penalty Assessment
OSHA - see Occupational Injuries and Ilinesses Log and Summary
OSPI - see SPI
Occupational Injuries and Ilinesses, U.S. Burean of Labor

Statistics Log and Summary
Office of Record Destruction Authorization . . ..............
Qil Reports for Buses and Other Vehicles - see Gas, Oil and

Diesel

-------------------------
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GS50-06C (
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Series Title

Old Age Security Insurance (OASI) Reports
Operating Manuals
Operating Permits
Operational Data . . . .. v v ittt ittt et st et e
Ordinance, Auction - see Auction Authorization Files
Packing SIiPS . v v v v i ittt e e e e
Parent Assignment Request Forms . ... ... ¢ i v i v n v e
Parent Involvement Coordination File, Head Start . . . . ........
Parent Involvement File, Head Sfart .. ..................
Parent’s/Guardian’s Declaration of Intent, Home-Based Education . .
Parent/Guardian Curriculum Waivers . ..........cov v v
Parent/Guardian Curriculum Waivers, Home-Based Education . . ..
Parent/Guardian Field Trip Authorization . . ...............
Parts Orders - see Equipment/Vehicles Parts Orders
Pay History File - see Employee Pay History
Payroll Administration and Verification Reports . . .. .........
Payroll Deductions - see Authorization for Payroll Deductions
Payroll Deductions - see Listings of Other Payroll Deductions
Payroll Deposit, Direct, Authorization for - see Authorization

for Direct Payroll Deposit
Payroll Deposit, Direct, Cancellation of Authorization for - see

Cancellation of Authorization for Direct Payroll Deposit
PayrollDeposit, Direety, Detailvof-Enrollees, - seerDetail
\ of Direct Payroll Deposit Enrollees

Payroll Deposit, Direct, Hash Sheet - see Direct Payroll

Deposit Hash Sheet
Payroll Deposit, Direct, Pre-Note Data - see Direct Payroll

Deposit Pre-Note Data
Payroll Deposit, Direct, Transmittal Listings - see Direct

Payroll Deposit Transmittal Listings
Payroll Report, Preliminary - see Preliminary Payroll Report
Payroll Status Sheets, Using Personnel Action Request Forms . . . .
Payroll Status Sheets, used as Substitute for Time Sheets
Payroll Verification - see Payroll Administration Reports
Payroll Warrant Register . . . .. oo v vt ii v et e v v e
Periodic Statistical Reports . . . . . ... 0. i i i ..
Permits, Operating - see Operating Permits
Personnel Action Request - see Employment Requisition
Personnel Files - see Employee Files
Personnel Status Sheets . . . . . ... . . i i i,
Petitions to the Board of Directors . . .. .. ... e,
Petty Cash Claim Forms and Receipts . ... ...............
Petty Cash Monthly Reconciliation Reports . . . ... ....... ...
Petty Cash Register ... ... ..t iiiii i i
Photographs, Negatives and Biographical Sketches ...........
Placement Program Case Files - see Student Assessment
Placement/Evaluation Test Results for Home-Based Instruction

Students . . . .. .. L e e e e
Policy Correspondence and Reports
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GS51-11
GS51-11
GS51-05A
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GS51-09A
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GS51-05A

GS51-05A
GS51-05A

GS51-05A
GS51-01

GS51-05A
GSS50-05A
GS51-02
GS51-02
GS51-02
GS51-05

GS51-05A
GS50-20A



Series Title Page
Policy and Procedure Directives ... ... ... ... S85
Post-Implementation Reviews . ... .. cv it v v et e S24
Postage Expenditure Report . . . .. v oo v v i it i i v i S57
Postage Meter License ... ... .. .o iuiii e nanss S57
Postage Meter LOg . . . v v v it ittt e e S57
Posting - see Job Announcement
Pre-Note Data, Direct Payroll Deposit - see Direct Payroll

Deposit Pre-Note Data
Preliminary Draftsof Letters .. .............. ... .... S58
Preliminary Payroll Reports . . .. ... .. v i ii i v iin v nwnnn S61
Press Releases . .. ... ittt it iii i e i S86
Price Checks and Informal Quotations . .. ................ S§72
Private Vehicles - see Approval for Use of for School

Transportation
Professional Credit Committee File ............ ... S65
Programming and Implementation Data . ... .............. S23
Project Reports, Federal Grants and Programs . . .. .......... S34
Property Appraisals . ... .. .. ottt e e e S31
Property Inventory, Surplus - see Surplus Property Inventory
Property Purchase Proposals (Inactive) ......... b e e S31
PublicBids .. ... it ittt i e e s e e S28
Public Hearings Tape Recordings - see Audio Tape Recordings
Public Hearings, Records of <"see"Records of Public\Hearings
Public Law 81-874 - see Survey of Parents/or Guardians Living

or Working on Federal Property
Public Meetings, Notices of =sseesNotices of\Public-Meetings
Public Records Destruction Affidavits . . .. ............... 575
Public Records Destruction Log . ... ...... ... .. ....... §76

Public Records Retention Schedule and Destruction Authorization .. S75

Public Research Access Request .. .................... S¢S
PubliCatiONS & o v v v v v r v it st e e S58
Publications Master File . ....... ... ... S86
Published Material - see Catalogs

Purchase Order, Requisition and Bid Logs or Listings . ........ §71
Purchase Orders/RequiSitions . .. ... ... .o iv v nn i . Si
Purchase Proposals - see Property Purchase Proposals

Purchase/Field Orders .. ... ..o it it e vt nenannans S71
Quarterly Employee Earnings . . . ... ... e v ... S63
Quotations - see Price Checks and Informal Quotations

Reading Files - see Chronological, Reading or Backup Files

ReceIpts . . . it i e e e e S3
Receipts - see Petty Cash Claim Forms and Receipts

Receipts for Goods and Services . ......... ... ... S57
Receiving ReportS . . v v v v v v v v et et ettt e e et ean e S71
Reconciliation Reports - see Petty Cash Monthly Reconciliation

Record of Circulation Records . . ............. ... ..., §76
Recordings, Mechanical - see Shorthand Notes

Records Center Transmittals . . ... ...... ..., .. ... S76
Records of Public Hearings . ... ...... .. covevvvrennnn S15
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GS50-09
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GS50-02
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GS50-09 (
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Series Title Page

Records Retention Schedules - see General Records Schedule and
Destruction Authorization
- see Internal Records Retention Schedules
- see Office of Record Destruction Authorization
- see Public Records Destruction Affidavits
- see Public Records Destruction Log
- see Public Records Retention Schedule and Destruction
Authorization
- see Record of Circulation Records
- see Records Center Transmittals
Reduced Price or Free Meal Application - see Free or Reduced
Price Meal Application
Reference Copies - see Copies, Reference
Reference and Information materials Received from Safety Agencies 853

Registration, School . . ... .. ... . i it ii i S81
Registration Forms, Athletics . ............. ... ....... S12
Report of Evaluation of Accreditation .. ................. S48
Reports Required by SPI . . . . ... ... .. .. S8
Reports or Statements of Claims Costs .. ................ S51
Reproduction Masters . . . . . . v v vt i it i it e e e S58
Requisition Logs - see Purchase Order, Requisition and Bid Logs
or Listings
Requisitions . . gy, . om0, . O L e 871

Requisifions - see Purchase Orders/Requisitions
Requisifions/Orders™="see Materials (Orders/Requisitions
Research,Access Request, Public - see Public Research Access Request

Research Reports, Surveys and Studies .. ................ S6
Research Request Log . . ... ... .. o ittt 59
Resolution, Auction - see Auction Authorization Files

ReSOIILIONS . ... i ittt it e e e et e e S15

Resolutions, Indexes to - see Indexes to Minutes and Resolutions

Restitution - see Statement for Restitution

Retention Schedule and Destruction Authorization - see General
Records

Retention Schedule and Destruction Authorization - see Public Records

Retirement System Forms - see State Retirement System Forms

Retirement Transmittal - see State Employees’ Retirement Transmittal

Rights of Way - see Deeds, Easements

Risk Data . . ..o v ittt ittt et et iiiiee e, 851
Risk Management - see Insurance/Risk Management/Safety . . . . .. S51
Routine/Nonpolicy Notes, Messages, Transmittal Letters,

Correspondence . ... ..... ...t iiivunennaneens $26
Routing SHPS . . v v i it it i i s s it e e et 558

SLO - see Individual Student Learning Objectives
SLO Program - see Student Learning Objectives Program Files
SLO Results - see Individual Student SLO Results
SPI Building Construction Matching Fund Documentation -
see Construction Contract File
SPI Bulletins/Memoranda . . ... .. ... ottt in e onen. S5

Item Schedule

23 -

12

25

10
28

GS50-06C
GS51-05
GS51-03
GS51-06B
GS51-01
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GS50-05A
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Series Title

SPI, Reports Required by - see Reports Required by SPI

Safety - see Insurance/Risk Management/Safety . ............

Safety Agencies - see Reference and Information Materials Received
from

Safety Committee Meeting Minutes - see Meeting Minutes

Safety Inspection Reports - see Insurance, Safety and Fire Inspection

Safety Inspection, State Notice and Citation . ..............

Sales Agreement, Surplus Property - see Cooperative Surplus
Property

Salvage and Sale Record, Vehicle - see Vehicle Sale and Salvage
Record

Schedules, Athletic . ... .. ... ...ttt

School Assignment Guidelines . . ... ... ...... ... ......

School Board Minutes - see Minutes of Board Proceedings

School Board Resolution Regarding Bond Issues . ...........

School Breakfast Program Plan . .. ... ... ... ...... ...,

School Bulletins and Newspapers . . .. .. ..o vt v v v e ..

School Calendars - see Negotiated School Calendars

School History Material . ............ ... ... ...,

School Protests of Games . .. ... ... ... ...

School Service Boundary Decision Working File . ...........

Scoliosis - see Health Screening Results

Scoreboek, Scorcsheets. . . s e . e . . EEEEES .S

Security Annual Report | ... . . ... ... . L L.

Security Patrol Logmenl™, .o, 0 T e

Self-Insurer -/see Certification of Employer as

Sender’s Statement and Certification of Bulk Mailing . . . .......

Shelf List - see Learning Resource Center Shelf List

Shorthand Notes . . .. .. . .. i i e e e

Signature Authorization List . ... ... ... ... ... ...

Site Data - see Building and Site Data

Site Health Permit . . .. . ... ..o i it i e s

Skill Center Time Cards - see Time Cards

Small Works Architect/Consultant Roster for Contracts ........

Social Services File, Head Start . . . ... .. ... . ... ... ..

Special Education Program - see Summary Assignment Report for
Student not Assigned to Special Education

Special Education Student History File . .................

Special Education Student History File Disposition Notice . . . .. ..

Special Needs File, Head Start . .. ................. ...

Specification - see Building Specifications

Staff Development - see Personnel/Training and Staff Development .

Staff Development, Inservice - see Employee Training History File

Standard Reports - see Confidential Reports

State Auditor’s Examination Report ....................

State Employees Retirement Transmittal . . . .. ... ..........

State Retirement System Forms . . . ... .. v v v

Statement for Restitution . .. .... ... ... .. ..o,

Statements of Graduation Requirements . .............. ...
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Series Title Page
Statistical Reports, Periodic - see Periodic Statistical
Status Sheets - see Payroll Status Sheets
Status Sheets - see Personnel Status Sheets
Stenotype Tapes - see Shorthand Notes
Stock Control Records, Food Services . . . . v v v v v v v v v v v v a s S38
Stock Inventory Report Summary, Food Services . ........... 538
Student Assessment and Placement Program Case Files ........ S21
Student Assignment Appeals - see Appeals
Student Assignment Case File . .. ......... e e e S81
Student Assigriment Registration - see Registration
Student Bulletins and Newspapers . .. ..........ccucu .. S48
Student Cumulative Record . .. .. ... .. . it S82
Student Database Record, Individual - see Individual Student

Database
Student Disciplinary ActionReport . . ... ... ... . v, S7
Student Discipline Files . . . . . . ... it it S84
Student Education Folder, Head Start . .................. S$45
Student Fee and Fine Statements . ... ........ ..o .... S2
Student File Folder - see Student Cumulative Record
Student Handbook . . ... ... ... it iraranan S48
Student Health Card or Folder . ........... ... ... ..... S47
Student Late Arrival and Early Departure Logs . ... ..-...... S13
Student Learning Objectives (SLO) Program Files_ . . ... ... ... S19
Student Learning Objectives - see Individual Student'SI.O Results
Student Learning Objectives'Reports -wseg”Individual, Student

Results

~Student Locator Cards/Class Schedules ... ... . ... .. . ..... S84

Student Official Record . . . . . .. .. ... ... ... S82

Student Organizations - see Bylaws, Assoc. Student Body
Student Organizations - see Minutes, Assoc. Student Body
Student Participation Lists, Traffic Safety . . ............... S89
Student Records, Authorization for Release - see Authorization
for Release of Student Records
Student Releases/Boundary Exceptions - see Boundary Exceptions

Student Testing - Automated Backup Data ., .. ............. S21
Student Testing - Group Reports . .. ................... S20
Student Testing - Individual Student Report . .............. 520
Student Testing - Primary Record .. ................... 820
Student Testing Automated Program Software & System

Documentation . . . . ... v v it i it vttt S21
Student Traffic Safety Certificates .. ..........cc0ocu.... S89
Studies - see Research Reports, Surveys and Studies
Studies and Reports, Affirmative Action ., ................ S67
Subjector Working Files . . . . . . ... . . ... ... S5

Substitute Teacher Report - see Teacher Substitute Report

Summary Assignment Report for Student not Assigned to Special
Education . . . ... .ttt e e e S80

Superintendent of Public Instruction - see SPI

Superseded Employee Contracts - see Employee Contracts, Superseded
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Series Title

Supplementary Reports - see Confidential Reports, Student
Surety Bonds - see Fidelity and Surety Coverage Bonds

Surplus Property - see Purchasing/Surplus Property .........

Surplus Property Auction or Sales Agreement - see Cooperative
Surplus

Surplus Property Inventory . . . ... . ... .

Survey of Parents or Guardians Living or Working on Federal

Property (Public Law 81-874) . .................

Surveys - see Research Reports, Surveys and Studies

System Design Documentation ... ...............c.0..
System Maintenance Documentation . ............ ... ..
System and Software BackupData . ...................

Tax and Wage Statements - see Federal Wage and Tax

Teacher Substitute Report .. ... .. ... ... ... .
Team ROStEIS . . . . . v it ittt e i e e e
Technical Reference Materials, Internal Audit ... ..........
Telephone Messages ... . ..o ot ittt i e e

Testing - see Student Testing - Automated Backup Data
Testing - see Student Testing - Individual Student Report
Testing - see Student Testing - Group Reports

Testing - see Student Testing - Primary Record

Testing - see Student Testing Automated Program Software

Time Cards, SkilbiCenter . ey gy, . g, e ..

Time Cards, Monthly - see Monthly Time Cards/Sheets/Reports
Time Reports, Monthly - see Monthly Time Cards/Sheets/Reports
Time Sheets,/Monthly - see Monthly| Time Cards/Sheets/Reports
Trade Journals - see Catalogs
Traffic Safety - see Application for Program Approval

- see Application for Traffic Safety Education Certification

- see Student Participation Lists

- see Student Traffic Safety Certificates

- see Traffic Safety Parent/Guardian Permission Statement

Traffic Safety Parent/Guardian Permission Statements . .......
Training - see Personnel/Training and Staff Development . ... ..
Training History Files, Employee - see Employee Training History

Files

Training/Class Completion Report . .. .................

Transcript - see Student Official Record

Transmittal Listings, Direct Payroll Deposit - see Direct Payroll
Deposit Transmittal

Transmittal, Letters of - see Letters of Transmittal

Transmittals - see Records Center Transmittal

Transmittals, County - see Cash Receipts Transmittals, County

Transmittals, Internal - see Cash Receipts Transmittals, Internal

Travel Authorizations/Vouchers . . . . . . . . . .. v v v et v s

Treasurer Financial Reports - see County Treasurer Financial
Reports

Tral Balances . ...t vttt it it it i e
UPS Register & v v v v it i ittt e it e et en e e

Page

S74

S74
S36
523
S24
S24
S60
S10

855
S58

8578

589
S70

870
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Item Schedule

GSSO-OSC(‘

GS50-08C
GS50-11

GS50-06A
GS50-06A
GS50-06A
GS51-05A
GS51-03

GS50-03F
GS50-02

GS851-10

GS51-06D
GS50-04G

GS50-04G

GS51-02

GS51-02
GS50-06D



Series Title Page

Unemployment Insurance Claims ... ....... .0 vvnnvn.. S68
Union Contract and Agreement Negotiations Files .. ......... S69
Union Organization Lists . . . ... ... .ot nnan S6%
Use of Facility - see Facility Use Authorization/Permit
Vandalism, Criminal Case Reports . .. .................. S§77
Vehicle Checkout Log . .. ..« i ittt it it e i et e e e 8§92
Vehicle Data and Statistical Reports .. .................. S92
Vehicle Leases . .. ..o ittt it e i i e e S92
Vehicle Maintenance History Log . .................... S91
Vehicle Maintenance Reports . . .. ... ..o v i it ii e v onnnn. S92
Vehicle Mileage Log . . . . .. o oo i it i i e 592
Vehicle Sale and Salvage Record ... ........ ...t $92
Vehicle Use Request . ... ... ...t cnnnnnnnnn.., $92
Vehicle/Equipment Parts Orders - see Equipment/Vehicle Parts

Orders
Vision Screening - see Health Screening Results
Volunteer Employee History Files . .................... S65
Vouchers, ACCOUNLINE . . . . . v it v i ettt e it e n e as o e e S1
Vouchers, Federal . . ... ... ... .. it innnnn S35

W-2 - see Employer’s Copies of Federal Withholding Tax Statements
W-4 - see Employee Withholding Exemption Certificate

WIAA - see Coaches’ Qualifications Documentation

Wage and Tax) Statements sisee"Federal"Wage and"Tax Statements

Warrant Check or Voucher Registers, Federal Granis .. .... ... S35
Watrant Register . . . . . . . . .. e e S1
Warrant Register, Payroll - see Payroll Warrant,Register

Warranties . . . . o it e e e e e e e e 585

Warrants, Cancelled - see Cancelled Warrants
Warrants/Checks, Cancelled - see Cancelled Warrants
Warrants/Checks, Federal Grants . . . . ... ... ..ot enn.. S34
Withdrawal/Cancellation/Change Purchase Order ............ S72
Withholding Exemption Certificates (W-4) - see Employee

Withholding Exemption Certificates (W-4)
Withholding Tax Statements, Federal - see Employer’s Copies

of (W-2)
WMBE - see Women- and Minority-Owned Business Enterprise Vendor
Compliance
Women- and Minority-Owned Business Enterprise Vendor
Compliance . ......... .t innnnnenns S$72
Word Processing Files ... .. ... ittt i S25
Work Orders/Requests . . .. .. oo vttt i it it ine i, S7
Worker’s Compensation and Employee Liability Claims .. ...... S50
Working Files - see Subject or Working Files
Year Book . ... .. it i i e e e e S48

Year-End Report - see Inventory/Year-End Report

Ttem
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Schedule

GS50-04D
GS50-04E
GS50-04F

GS51-05E
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G
GS51-05G

GS51-05B
GS51-02
GS50-03C

GS50-03C
GS51-02

GS51-05

GS50-03C
GS50-08A

GS50-08A
GS50-02B
GS51-01

GS50-06C

GS51-06B
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Appendix A

Microfilm

Its Use and Abuse

Microfilm is a powerful records management tool.
Unfortunately, it is often abused. Microfilm
should never be used simply to reduce the volume
of records of temporary value.

Before launching a costly microfilm system, a
complete cost-benefit and systems analysis should
be conducted, preferably by someone other than a
prospective vendor. If a specialist is not available
for this purpose, then the district at least ought to
request more than one vendor analysis and
proposal.

State Auditor's Approval

State law requires that all local agencies, including
school districts, have the approval of the State
Auditor for the use of any microfilm system. This
is a good opportunity to have the proposed
systef evaluated by state microfilm specialists.
This issdone using form SSA-31,/"Microfilm Project

Authorization” (see below), which may be obtained

from the State Archives. Your systems analysis
should be submitted along with the $5A-31
directly to the State Archives.

Microfilm Standards

The State Archives will evaluate the proposed
system against state microfilm standards, and will
advise you of any apparent weaknesses in the
proposal. In advance of any consideration of
microfilm, you should obtain a copy of _
Washington State Standards for Microfilm and
advise prospective vendors of their need to meet
those standards. The standards manual is
available on request from the State Archives at no
cost.

Once instalfled, your microfilm system is subject to
certification by the State Archivist to insure that it
is meeting state microfilm standards. This serves
to protect you against an unstable or unusable
microfilmyproduct. Inspection, is not automatic,
and must be|requested in writing.

LOCAL AGENCY MICROFILMING PROJECT AUTHORIZATION REQUEST

AGENGCY TITLE

NAME, TITLE AND PHONE NUMBER OF OFFICIAL OR OFFICER
INITIATING REQUEST AND HESPONSIBLE FOR DESIGN AND
IMPLEMENTATION

ADDRESS

TITLES OF RECORDS SEAIES TO BE FILWMED [REFER TQ REGQADS RETENTION SCHEDULE) RECORD TD BSE DEITROYED AFTER FILMINGT
O vres Cnue
] ves no
Cres Cno
[ ves= Cine

CAMERA TYPE. MANUFACTURE AND HOCEL TO BE USED

SECURLTY FILM TO 8E GENERATED AND
DEFCSITED WITH STATE ESSENTIAL RECORDS
PRETECTION FACILITIEST

e

Coves

NOTK: ONLY SILVER HALIDE FILMS ARE
ACCEPTABLE FOR SESUR|TY STOAACE

AFFIDAVIT OF LOCAL OFFICI4dL QR GFFICER RESPONSIBLE FOR SYSTEM DESIGN AND iWMPLEWMENTATION

1 have carefully reviewed the Washingron Stace Standards for the Production and Use of Micafilm and insure.thar these standards
wili he adhered o 35 pact of the mictofilm syst=ms procedures and project management and/or as applicable o guarantee qualicy
control, these scandards will form parr of any conerace should any or 2ll of the required work be contracted suc ro a service provider.
It is understaod chat the Division of Archives may ac any time inspect ¢his agency’'s microfilm production installation and/or
tesuitane prodecis. If the installadon or products are found to be substandard, the State Archivist may recommend thac the Scare
Auditor wichdraw this awthorization uacil such ime as the deficiencies are correceed,

SIGNATURE NF RESPONSISLE OFFICER-

COMMENTS BY ARCHIVES STAFF

FOR THE $TATE AUDITOR

CIEF EXAMINER, MUNICIFAL SDRPORATIONS

554.31




Appendix B

Electronic Imaging

Etectronic imaging may legaliy be used for
recording, producing, reproducing, maintaining
and storing public records (RCW 40.14.020).
Chapter 434-663 WAC outlines the regulations
that the State Archivist has developed for the use
of the technology by government agencies in
Washington State.

Scheduling

Public records maintained on either optical disks,
an imaqing system, or any other slectronic
medium, must be covered by an approved Records
Retention and Disposition Schedule like records on
any other medium, per RCW 40.14. Both the
* imaged copy and the original source copy must be
_listed on the sghedules Thescheduling.must be
" done prior to the implementation of the system.
““Records with permanent legalwalue storedén
electronic media should have a security backup
copy on anather type of mediummuniess thereare
strong backup systems and procedures in place
for periodic recopying.

LAl
.

Technical Documentation

A migration plan must be developed for ali digital
imaging systems that store public records with a
retention period in excess of ten years. The plan
should include a reasonable estimate of the useful
life expectancy of the system, header file
information, and a proposed strategy for
migrating the information to new systems,
Technical documentation on system components,
application software and operating systems is
essential to facilitate long-term access to records
stored oh optical media.

System Operation

Each imaging system should;have a.system
administrator. A written policy statement should
be useditorformalize the userofiimaging as part of
a government agency's regular business practices.
Operatingsprocegures shouldsbesfully
documented. Periodic performance audits must be
conducted on system functions. :




Appendix C
Archival Records

State law (Chapter 40.14.070) requires that all Contact the regional State Archivist in your area
public records designated by the Local Records (see map on Page 3) for appraisal, transfer and
Committee as having historical or archival value other assistance on archival and records

must be either transferred to the State Archives or management matters.
retained by the office of record in accord with ‘
standards established by the State Archivist.

£ 43.01
Seattle HISTORICAL MATERIALS _
Public Adopted
Schools May 1985
PROCEDURE
Introduction

The District was incorporated in 1878. However, public education was offered
in Seattle as early as 1870. 1In the over 100 years of operation a variety of
artifacts and other historical materials have accumulated. Concern for their
preservation, in view of their long-term historical value, has risen steadily
over recent years.,

Procedure

1. 1Identification - Historical materials shall be identified and documented in
individual schools or elsewhere in the District by those who have custody of
them,

2. Storage - Historical materials shall be kept in secure storage areas when
not on display or in use., In the event that on-site storage is no longer
possible {(e.g., due to school closure, facility renovation, or simply lack
of space), histerical materials shall be transferred to the Archives.

3. Custody - Historical materials shall remain in the custody of the District.
Exceptions can be made, but must be approved by the Archivist and formalized
through an agreement between the District and the requestor. Agreement
forms shall be provided by the Archivist.

4. Loans - Requests for loans from the Archives for reunions and other display
purposes must be made to the Archivist. The public use of historical
materials must be accompanied by credit to the Seattle Public Schools
Archives.
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Appendix D

Records Storage - Problems and Standards

The most serious mistake in the fong history of
record-keeping may have been starting to record
information on substances more perishable than
the baked clay tablet, which will not tear or burn
and is not a source of food for various vermin. We
were warned as early as the twelfth century, when
the emperor Frederick Barbarossa prohibited the
use of paper for recording deeds and charters
because he feared it was too perishable. Most
modern papers are still too perishable, and many
of the new record-keeping media are even more
s0. The life span of almaost all modern recording
media is less than one hundred years, with most
having a life of less than ten years, Proper care
and treatment can substantially extend this life
span for records worth the cost, and the loss of
records from fire and flood can be minimized with
reasonable precautions and planning.

School districts have records which have
permanent or long térm value, such as school
board minutes and student transcripts, Poor
storage conditions can cause irreparable damage
to such records and disasters can obliterate them
if recovery techniques are not quickly applied.

This section is intended to identify the primary
causes of record deterioration and provide basic
standards for the storage and care of temporary
records as well as inform districts about the
essential steps and processes of disaster recovery.

Enemies of Records

Heat

Heat affects paper records by increasing the rate
of reaction time by which chemicals are absorbed
by paper. Heat can warp magnetic tapes and
disks and can cause the recording emulsions to
separate from the carrier bases of all photographic
media.

Humidity

Humidity by itself does not harm most recording
media, including paper. in fact, without some
moisture, paper, and some other media, such as
film, lose flexibility, becoming brittle and
susceptible to damage. High humidity and heat,
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however, promote mold growth. Wide variations
in humidity can also be damaging, especially to
paper. When the moisture content of paper
changes, the individual fibers expand or contract,
stressing the paper and accelerating the rate of
deterioration.

Light

Radiant energy, particularly ultraviolet light, reacts
photochemically with impurities in paper such as
acids, glues, starches and dyes. The product of
this reaction is oxidization of the fibers, causing
yellowing, brittleness and weakening of the paper
by breaking the molecular chains in the celluiose.
Long-term exposure to ultraviolet light will cause
fading of photographic dyes and almaost all writing
and printing inks.

Insects and Rodents

Books and papers are subject to aitack by many
insect pests including isilverfish, bookworms,
termites, book lice, cockroaches, and firebrats
which feed and thrive on cellulose, leather, glues
and cloth. These same record materials are
extremely susceptible to rodent damage. Mice,
rats and squirrels will shred paper, leather and
vellums for nest-building purposes, and the acids
in rodent droppings can damage papers.

Acids

Chemicals are introduced to paper during
manufacture and later by contact with
atmospheric pollutants or acids in storage
containers, folders, wood shelving, or other paper
records. These chemicals react with moisture in
or absorbed by the paper. This process, called
hydrolysis, produces acids which break down
paper fibers and cause brittleness and ultimately
disintegration. Hydrolysis is characterized by
vellowing, as often observed in newsprint.

There are other enemies of records, but those
above are the main causes of records deterioration
for all types of records media. It follows,
therefore, that preventive maintenance of records
held in storage and efficient recovery of damaged
records will enable districts to avoid or mitigate
record deterioration and loss.




Storage of Records

The following minimum storage conditions should

be met in order to insure that their records are

usable for the required retention periods and that

they are reasonably well protected against major
disasters,

Minimum Storage Specifications

1. Store records in or on metal filing cabinets or
shelving; avoid wooden cabinets or shelving.

2. Maintain a relatively constant temperature in
the storage area, preferably between &0 and
70 degrees F.

3. Maintain a nearly constant relative humidity,
preferably between 45% and 55%.

4. Store records on cabinets or shelving raised
four to six inches above floor level. (Note:
many cabinet and shelving systems have this
feature built in.) This margin of safety has
been shown to be effective against potential
water damage caused by firexfighting efforts
orminor floods.

5. Maintain a fire-suppression system (water
sprinkler), and/or a fire detection and alarm
system wired directly to the local fire
department.

6. Place chemical fire extinguishers strategically
in file storage areas. (Note: chemical fire
extinguishers may be preferable in small file

rooms due to water damage that often results
from the use of sprinkler systems. Lack of an
automatic sprinkler system, however, makes an
alarm system to the fire department imperative
for suppressing after-hours fires).

7. Maintain an intrusion alarm system to protect
against theft and vandalism.

Storage Conditions to Avoid

1. Exposure of records to sunlight, strong indirect
natural light, and strong artificial light,
particularly fluorescent light.

2. High temperatures and humidity.

3. Frequent variations in temperature and
humidity.

4. Dust and chemical vapors.

5. Wood-, coal-, or gas-burning heaters.

‘6. Attics, because of their extremes of

temperature and generallyy. dusty atmosphere.

7. Basements, because of their frequently high
humidity.

There are numarous steps that can be taken to
restore deteriorating records and to inhibit further
deterioration. If you encounter evidence of
records deterioration, contact your regional
archivist or the documents conservator at the
main branch of the State Archives in Olympia.



Appendix E

Disaster Recovery - Emergency Procedures

Contrary to popular belief, there is a great deal
that can be done to recover records damaged in
most disasters. The important considerations are
being prepared and acting rapidly. The following
is an outline of basic steps that should be taken to
recover disaster-damaged paper records.

In addition to following these steps we
recommend that you (1) develop a disaster
preparedness plan (a manual of suggestions for
this plan is available from the State Archives) and
(2) contact the State Disaster Recovery Team for
advice and assistance in event of a disaster which
has damaged public records.

Recovery of Paper Records

In all emergency situations involving wholesale
damage to records by fire, water or structural
collapse, it is most important that intellectual
control be maintained over the damaged records.

1., After. the fire is.extinguished, the water
pumped out and rubble cleared away, calmly
assess the damage. Determinesthe extent and
kinds of damage, and the volume of records
damaged:

2. Evaluate and prioritize records for recovery.
Records which are still active, necessary for
current business, and not duplicated
elsewhere, should receive attention first,

3. Prepare a logical plan of attack covering
removal, restoration, and re-establishment of
controls.

4, Prepare a damage assessment and control
worksheet for each records series damaged.
The worksheet should note the records series
title, original location of the records, damage
incurred, and restoration pian and priority.
This record should be maintained and kept as
a control throughout the recovery process.
This can be done by file cabinet or shelf unit or
by other logical grouping.

5. Arrange for a temporary storage area if
necessary.

6. Arrange for restoration services if necessary
(contact the State Archives disaster recovery
team if necessary).
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7. Remove damaged records in the order in which
they were stored. Note original locations on
the damage-control worksheet.

8. Transfer damaged records to temporary
storage or to an area where restoration can
hegin.

9. Arrange for storage once restoration is
complete,

Salvage of Fire-Damaged Records
Closely packed paper burns with difficulty;
therefore, the damage caused by fire may be more
apparent than real.

1. Remove documents from containers.

2. Gently spread papers out to air and inspect the
extent of the damage.

3. Minimum damage {smoke damage, sooty,
lightlyscharred at edges):

a, Allow paper to dry in an open place.
b. Clean gently with a soft brush.

. Humidify by circulating moist air.

N

d. Refile in clean folders.
e. Replace in new or restored cabinets.

4, Moderate damage {edges heavily charred,
paper discolored by heat, very dirty, brittie):

a. Spread papers out in a very humid, well-
ventilated area.

b. Brush off the worst dust and soot.

¢. Refile in clean folders, or make copies and
discard the originals, depending on the
documents’ value, retention and rate of
reference,




5. Badly damaged (badly charred, very dirty,
extremely brittle):

a. Separate pages.
b. Remove surface soot or dirt if possible.

¢. Copy, microfilm, or use infrared photography
if necessary.

d. Discard originals.

6. Burnt: Discard. Retain records of records
destroyed if they can be identified.

Salvage of Water-Damaged Records

Mold damage, disintegration, and the bonding of
leaves into inseparable mats are the main
problems resulting from water damage. Quick
action is the key to recovery of water-damaged
records. After twenty-four hours, moiding begins
and paper fibers begin to bond between leaves or
turn into paper pulp.

1. Drain excess water from records.

2. Remove additionalmojsture by blotting with an
acid-free paper.

3. Separate and spread papers out to dry in a
warm, dry, well-ventilated room.

4. Flatten while still slightly damp.
5. Fumigate to kil mold spores.

6. Clean with a soft brush to remove dead mold
spores.

7. Refolder in clean folders and refile,

If there is a large volume of damaged records
{more than a few cubic feet), it is best to have the
records deep-frozen immediately. Arrangements
for deep-freezing can be made with most local
cold-storage companies.

Freezing will arrest further damage and allow the

treatment of small batches of damaged records

over a more extensive period of time, and allow
for hetter treatment planning including
consideration of freeze-drying techniques.

Freeze-drying is far more efficient and possibly
more economical for treating large batches of
records than the hand-drying processes described
above. Freeze-drying requires the preliminary
process of deep-freezing.

A more extensive discourse on the recovery of
disaster-damaged. records, inciuding honpaper
media such as microfilm and magnetic tapes, is
available in a manual titled Disaster Preparedness.

This manual may be purchased from the Division
of Archives. It includes detailed instruction on
disaster prevention planning and recovery
technigues.



Appendix F

Documenting Records Disposal

The following types of forms are recommended for the internal use of the district to document the date
and method to document the date and method of destruction for non-archival records which have

schedules or destruction authorizations. Reference WAC 434-640

"passed the retention periods assigned to them by Local Records Committee-approved records retention

acting as an agent of

Certificate of Records Destruction

{Sample}

(District Name)

hereby certify that the following public records were destroyed according to the provisions of WAC 434-640.

Vouchers - 1860-1987, Disposition Authority GS51-02,1
Attendance Reports 1985-1990, Disposition Authority GS51-04.3
Audio Tape Recordings of School Board Proceedings, 1983-1987, Disposition Authority GS50-05A.2

Destruction executed by,
on this ______ dayof ________________,18___Locatlon of Disposal

Signature of agent

{(Method of Destruction)

Title

Public Records Destruction Log

{(Sample}

Records Series
Vouchers
Attendance Reports
Audio Tape Recordings

of School Board
Proceedings

Inclusive Dates
1960-1987
1985-1290
1983-1987

Disposition Authority
GS51-02.1
CS51-04.3

GS50-05A.2

Date of Disposal
06/15/94
06/15/94
06/15/94
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Appendix G

Glossary

Accession

1. The act and procedures in a transfer of legal
title and the taking of records or papers into the
physical custody of an archival agency or records
center. 2. The group of records being transferred
to archives or records center custody.

Active Records

Records that are referred to more than once per
month per file drawer. Active records should be
retained in the office.

Administrative Files

Records documenting the operation, management
and administration of an office. Such records are
usually distinguished from program records which
relate to the office's primary functions.

Administrative Value
The usefulness of a specific records series for the
administration of current business.

Alphabetical Filing
Arrangement of records according to the alphabet;
used mainly for files referred to by name or tapic.

Archives

1. The noncurrent records of an organization or
institution preserved because of their permanent
value. 2. The agency responsible for selecting,
preserving and providing research access to
archival materials. 3. The building where such
materials are located.

Case Files - see Project Files

CD-ROM - see Compact Disk
- see Read-Only Memory

Centralized Files

The files of several offices or organizational units
physically and/or functionally centralized and
supervised in one location.

Chronological Filing
Arrangement of records in sequence by date.

Coding

Marking a file code on document before filing.

Compact Disk
A machine-readable medium for reproducing
records for rapid retrieval.

Convenience Files
Extra copies of records created and kept for quick
reference.

Correspondence

Any format of information that is an addressed,
written communication to or from an agency or its
employees.

Custody (Records)
The records keeping respansibility which includes
both physical possession and legal title.

Cut-Off

The termination of files at regular intervals to
permit their transfer, retiremént or.disposal in
complete blocks. Under this process a file is

terminated regularly at the end of a specified

pericd of time or event and a new file of the
same records series is established.

Decentralized Files
Files that are created, used, maintained and
controlled in or near the office of record.

Disposition

Any manner or method of changing the custody,
location or physical state of records. Includes
transfer, microfilming, duptication or destruction.

Electronic Records
Records created and/or stored by electronic
means, usually on computer systems.

Essential (Vital) Records

Records essential to! 1. the resumption and/or
continuation of operations; 2. the re-creation of
the legal and financial status of agency; or 3. the
fulfillment of obligations to other local, state and

federal governments and outside interests.




Family Education Rights

and Privacy Act (FERPA)

Federal legislation which establishes regulations
for the administration of and access to student
records (see Appendix H).

File Plan

A listing of all records series held at each file
station, including retention periods, file codes,
methods of filing, and disposition instructions.

File Station
Any work station where records are stored in
active files.

Fiscal Value

The usefulness of a specific records series for the
documentation of an agency's financia!
transactions and obligations.

Geographical Filing
Arrangement of records according to geographical
area, alphabetically.

(Guide
A card ar tabbed dividertised in files to identify
sections and sub-sections of the file. Guides

- \yprovide physical support and aid in filing and
- finding individual records.

Historical Value

The usefulness of a specific records series for
historical research. Typically, 1% to 5% of an
agency's total records have historical value,

Inactive Records

Records with a reference rate of less than one
search per file drawer per month. Such records
may be transferred to a records center, the State
Archives system or destroyed as provided by a
records retention schedule approved by the Local
Records Committee.

Imaging

The act of reproducing records on an alternate
medium, usually machine-readable, such as optical
disk, compact disk, "CD-ROM", etc.

Inventory

1. A descriptive list of each records series in an
office or file state, including such data as title,
inclusive dates, quantity, arrangement,
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refationships to other records series, and
description of significant subject content.
2. A survey of records conducted prior to
disposition or the development of a records
retention schedule.

Legal Value

The usefulness of a specific records series for the
documentation of an agency's legally enforceable
rights and obligations.

Local Records Committee

The body established by the Public Records Act,
RCW 40.14.070, to review and approve schedules
for the retention and disposition of all local
government records. [t includes the State
Archivist and one representative each from the
Offices of the State Attorney General and State
Auditor.

Machine-Readahle Records
Records which can be accessed solely through
mechanical assistance.

Microfilm

1A high-resolution photographic film used to
record reduced-size images from original records.
2. The act of recording micro-photographs on film.

Non-Record

Material that does not need to be filed or that can
be destroyed after a short retention. This includes
drafts, worksheets, routine replies, telephone
messages, blank forms, publications and extra
copies of documents created for convenience or
public distribution (see Non-Records Schedule).

Numerical Filing
Arrangement of records in sequence according to
document number,

OFM (Office Files and Memoranda)

A public records classification provided by
Chapter 40.14 RCW which identifies records that
only have administrative value.

OPR (Official Public Record)

A public records classification provided by
Chapter 40,14 RCW which identifies records that
have significant legal or fiscal value.

Optical Disk
A machine-readable medium for reproducing
records for rapid retrieval.



Out-Card

A guide card used to indicate that records have
been taken from a file, The out-card should
identify the specific item/file, date and name of
the persan temporarily holding the record.

Permanent Records
Records which have sufficient legal, fiscal and/or
historical value to be retained indefinitely.

Primary Classification
The most general filing category under which
records can be sorted and arranged for filing.

Project (Case) Files

Groups of documents that pertain to a particular
actian, event, person or place. It may consist of
correspondence, form records, memoranda, or a
combination of such records.

Proprietary Records

Reccrds containing information of a confidential
or highly sensitive nature , requiring destruction
by shredding to eliminate the possibility of illegal
or undesirable disciosure.

Purging < see Screening

Read-Only Memory (ROM)

Electronic records storage systems which allow for
research or "reading” access but protect the record
from additional entries or alterations.

Reading (Day) File
A file of extra copies of outgoing correspondence
arranged in chronclogical order.

Records

Papers (reports, correspondence, legal documents,
etc.), phatographs, magnetic tape, microfilm,
sound recordings, maps, drawings or other
documents, regardless of form or physical
characteristics, and inciuding all copies therecf,
either organized or received by an agency.

Records Center

A low-cost facility for the organized and controlled
storage, maintenance, retrieval and disposition of
inactive or noncurrent records.

Records Coordinator
The individual responsible for a department’s or
office's records management procedures,

including retention scheduling, files organization,
records storage and destruction.

Records Management

The management function concerned with the
efficient, systematic control of records from their
creation to their ultimate disposition.

Records Retention Schedule

A management plan approved by the Local
Records Committee which provides for the
necessary retention and timely disposition of an
agency's records.

Records Officer

The individual responsible for an entire agency's
records management procedures, including
retention scheduling, files organization, records
storage and destruction.

Records Series

Any group of records, perfarming a specific
function, which is used as a unit, filed as a unit
and may be transferred or destroyed as unit. A
records series may consist ofa single type of form
or anumber of different types of documents
which are filed together to dotument a specific
functions

Reference Files

Publications, books, periodicals, catalogs,
bulletins, reports, maps, theses, tapes, fiims,
photographs and other materials that are used as
informational resources but are not part of the
main body of files.

ROM - see Read-Only Memory

Screening

Removal of individual papers or folders from a
group of records, usually to permit disposal of
parts of the file and retention or transfer of the

rest. Also known as purging or weeding.

Secondary Classification

The second most general filing category under
which records can be sorted and arranged for
filing; subsidiary to primary classification.

Subject File

A file in which documents are arranged
alphabetically by general subject or topic.
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Suspense File

A file in which documents are crganized
chronologically by a future date of recall to remind
the user of pending tasks and events. Also known
as tickler file.

Tertiary Classification

The least general, most specific filing category
under which records can be sorted and arranged
for filing; subsidiary to secondary classification.

Tickler File - see Suspense File
Transactional File
Records documenting the unique daily

transactions or activities of an office which
distinguish its primary functions.
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Transitory File

A file of routine correspondence and other records
which have short-term value. Its retention period
is limited to the interval required for completion of
the actions covered by the communications.

Vital Records - see Essential Records
Weeding - see Screening

Working File

A file of rough notes, calculations or preliminary
drafts that is assembled and used in the
preparation or analysis of other documents;
usually retained in desk files or filed separately
until project completion.



Appendix H

Reg. 99.1

FAMILY EDUCATIONAL RIGHTS AND PRIVACY

(34 Code of Federal Regulations Part 99)

Subpart A—General

Reg.

90.1 To which educational agencies or institutions
do these regulations apply?

99.2 What is the purpose of these regulations?

99.3 What definitions apply to these regulations?

924 What are the rights of parents?

99.5 What are the rights of eligible students?

99.6 ' What information must an educational
agency's or institution's policy contain?

99.7 What must an educational agency or

institution include in its annual notification?

Subpart B—What Are The Rights Of Inspection
And Review Of Education Records?

99.10 What rights exist for a parent or eligible
student to inspect and review education
records?

99.11 May an educational agency or institution
charge a feesfor copies of education records?

99.12 What limitations exist'on the right to inspect

and review records?

Subpart C—What Are The Procedures
For Amending Education Records?

99.20 How can a parent or eligible student request
amendment of the student’s education
records?

99.21 Under what conditions does a parent or
eligible student have the right to a hearing?

99.22 What minimum requirements exist for the

conduct of a hearing?

Subpart D—Vay An Educationa! Agency
Or Institution Disclose Personally identitiable
Information From Education Records?

92.30 Under what conditions must an educational
agency or institution obtain prior consent o
disclose information?

99.31 Under what conditions is prior consent not
required to disclose information?

99.32 What recordkeeping requirements exist
concemning requests and disclosures?

99.33 What limitations apply to the redisclosure of

information?

. 99.36

99.34 ‘What conditions apply 1o disclosure of
information to other educational agencies or
institutions?

Whal conditions apply to disclosure of
information for Federal or State program
purposes?

What conditions apply to disciosure of
information in health and safety
emergencies?

What conditions apply to disclosing directory
information?
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99.37°

Subpart E—What Are The Enforcement
Procedures?

99.60 What functions has the Secretary delegated
to the Office and to the Education Appeal
Board?

‘What responsibility does an educational
agency or institution have concerning
conflict with State or local laws? (
What infotmation must an educational
agency or institution submit to the Office?
Where are complaints filed?

What is the complaint procedure?

What is the content of the notice of
complaint issued by the Office?

What are the responsibilities of the Office in
the enforcement process?

99.67 How does the Sccretary enforce decisions?
{Authorily: Sec. 438, Pub. L. 90-247, Title [V, as amended, 88 Sut 571-574

(20 U.5.C. 1232g), unless otherwise noted.)
[Source: 53 FR 11942, Apr. 11, 1988, unless otherwise noted.]

99.61

99.62

99.63
99.64
95.65

99.66

Subpart A—General

To which educational agencies or
institutions do these regulations apply?

Reg. 99.1

(2) ‘This part applics to an educational agency or institu-
tion to which funds have been madc available under any pro-
gram adminisiered by the Secretary of Education thal—

(IMi) Was transferred to the Deparmiment under the
Department of Education Organization Act (DEOA); and

(ii) Was administered by the Commissioner of Educa-
tion on the day before the cffective date of the DEOA; or

(2) Woas enacted after the effective date of the DE{
unless the law enacting the new Federal program has the effex:



Reg. 99.1

TaBLE 99-A
Name of program Authorizing statute Implementing
. regulations

1. High Schootl Equivalency Program snd College Assistance Mignint Section 4184 of the Higher Education Act of Pant 206,

Programs 1965 as emended by the Education
Amendments of 1980 (Pub. L. 96-374) 20
U.S.C. 1070d-2).

2. Programs administered by the Commissioner of the Rehabilitation The Rehabilitation Act of 1973, a3 amended. (29 Parts 350-359, 361,
Services Administration, and the Director of the National Institute on U.S.C 700, et seq.). 363, 366, 369-
Disability and Rehabilitation Research. N, 373.375,

378, 379, 385-
390, and 395.
3. Transition program fot refugee children Immigration and Nationality Act, as amended by Pan 538.
the Refuges Act of 1980, Pub, L. 96-212 (8.
US.C 1522(d)).
4. College Housing Titde IV of the Housing Act of 1950, as smended  Pan 614,
(12 US.C. 1749, e seq.).
5. The following programs administered by the Assistant Secretwery for Section 405 of the Genera! Education Provisions Pans 700, 706-708.

Edycational Research and Improvement: Educational Research Grant
Program, RegionalEducational Laboratories Research and Development
Ceners. All other research or stalistical activities funded under Section
405 or 406 of the General Education Provisions Act.

Acs (20 U.5.C. 1221e), and section 406 of the
General Education Provisions Aa (20 U.S.C.
1221.1).

Note: The Secrewary, as approprinte, updates the infonnation in this chart and informs the public.

of making section 438 of the General Education Provisions
Act inapplicable.

(Authority: 20 U.S.C. 1230, 1232¢, 3487, 3507)

(b) "The following chart lists the funded programs to
whichiPan 99 does not apply-a5 of Aprilmll, 1988:(See
TaABLE 99-A above]

(c) This part does not apply to an educational agency
or institution solely because students attending that agency or
institution receive non-monetary benefits under a program ref-
erenced in paragraph (a) of this section, if no funds under that
program are made available to the agency or institution,

{d) The Secretary considers funds to be made available
to an educational agency or institution of funds under one or
more of the programs referenced in paragraph (a) of this sec-
tiof—

(1) Are provided to the agency or institution by grant,
cooperative agreement, contract, subgrant, or subcontract; or

(2) Are provided to students atiending the agency or
institution and the funds may be paid to the agency or institu-
tion by those students for educational purposes, such as under
the Pell Grant Program and the Guaranteed Swudent Loan Pro-
gram (Titles IV-A-1 and IV-B, respectively, of the Higher Edu-
cation Act of 1965, as amended).

(e} Ifan cducational agency or institution receives funds
under one or more of the programs covered by this section,
the regulations in this part apply o the recipient as a whole,
including each of its components (such as & department within
a university).

(Authority: 20 U.5.C. 1232g)
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Reg. 99.2

The purpose of this part is to set out requirements for the
protection of privacy of parents and stmdents under section 438
of the General Education Provisions Act, as amended.

(Authority: 20 US.C. 1232g)
Note: 34 CFR 300.560-300.576 contain requiremenis regarding confiden-

tiality of information relating to handicapped children who receive benefits
under'the Education of the Handicapped AcL)

Reg. 993

What is the purpose of these regulations?

What definitions apply to these
regulations?

The following definitions apply to this part:

“Act” means the Family Educational Rights and Privacy
Act of 1974, as amended, enacted as section 438 of the General
Education Provisions Act.

(Authority: 20 U.S.C. 12323}

“Atendance” includes, but is not limited to—
(@) Atendance in person or by correspondence; and
{b) The period during which a person is worlu.ng under
8 work-study program.

(Authority: 20 U.S.C. 1232g) .

“Directory information” means information contained in
an education record of a stdent which would not generally
be considered harmful or an invasion of privacy if disclosed.
It includes, but is not limited to the student’s name, address,
telephone listing, date and place of birth, major field of stdy,
participation in officially recognized aclivities and sports,
weight and height of members of athletic teams, dates of atten-
dance, degrees and awards received, and the most recent previ-
ous educational agency or institution attended.

(Authority: 20 U.S.C. 1232g(a)X5SXAY




Reg. 99.3

“Disclosure™ means to permit access to or the release,
transfer, or other communication of education records, or the
personally identifiable information contained in those records,
to any party, by any means, including oral, written, or elec-
tromic means.

(Authority: 20 U.S.C, 1232g(bX1))

“Educational agency or institution” means any public or
private agency or institution to which this part applies under
Reg. 99.1(a).

(Auherity: 20 US.C. 1232;(%(3))

“Education records” (a) The term means those records
that are— .

{1} Directly related to a student; and

{2) Mainuained by an educational agency or institution
or by & party acting for the agency or institution,

(b} The term does not include—

(1} Records of instructional, supervisory, and adminis-
trative personnel and educaticnal personnel ancillary to those
persons that are kept in the sole possession of the maker of
the record, and are not accessible or revealed 1o any other
person except a lemporary substitute for the maker of the
record; '

{2) Records of a law,enforcement unit.of an.educational
agency or institution, but only if education records maintained
bythe agency or institution,are‘not disclosed to thequnit, and
the law enforcement records are—

(iy Maimained separately from education records;

(i) Maintained solely for law enforcement purposes;
and

(iii} Disclosed only to law enforcement officials of the
same jurisdiction;

(3)® Records relating to an individual who is employed
by an educational agency or institution, that—

{A) Are made and maintained in the normal course of
business; .

(B) Relate exclusively to the individual in that individu-
al's capacity as an employes; and

(C) Are not available for use for any other purpose,

(ii) Records relating to an individual in attendance at
the agency or institution who is employed as a result of his or
her status as a student arc education records and not excepted
under paragraph (b)(3)(i) of this definition,

(4) Records on a student who is 18 years of age or older,
or is attending an institution of postsecondary education, that
are— '

(i) Made or maintained by a physician, psychiatrist, psy-
chologist, or other recognized professional or paraprofessional
acting in his or her professional capacity or assisting in a
paraprofessional capacity;

(ii) Made, maintained, or used only in connection with
treatment of the swdent; and

(iii) Disclosed only to individuals providing the u'( '
ment For the purpose of this definition, “treatment™ does*.
include remedial educational activities or activities that are
part of the program of instruction at the agercy or institution;
and

(5) Records that only contzin information about an indi-
vidual after he or she is no longer a smdent at that agency or
institution. .

{Authority: 20 US.C. 12325(a)(4))

*Eligible student” means a student who has resched 18 years
of age or is attending an institation of postsecondary education.

{Authority: 20 U.S.C. 12323(3))

“Institution of postsecondary education” means an institu-
tion that provides education to students beyond the secondary
school level; “secondary school level” means the educational
level (not beyond grade 12) at which secondary education is
provided as determined under State law.

(Authority: 20 U.S.C. 1232g(d))

“Parent” means a parent of a student and includes a natu-
ral parent, a guardian, or an individual acting as a parent in
the absence of a parent or a guardian.

(Authority: 20 U.S.C. 1232g)

“Party” means an individual, agency, institution, or orga-
nization.

(Atthority: 20 U.S.C. 12323(b)4)(A))

“personally identifiable information™ includes, but is not
limited to—-

(a) The student’s name;

(b) The name of the student's parent or other family
member;

() The address of the student or student's family;

(d) A personal identifier, such as the student’s social
security number or student number;

() A list of personal characteristics that would make
the student’s identity easily traceable; or

(f) Other information that would make the student’s
identity easily traceable.
(Authedty: 20 US.C. 1232)

“Record” means any information recorded in any way,
including, but not limited to, handwriting, print, tape, film,
microfilm, and microfiche.

(Authority: 20 US.C. 1232¢)
“Secretary” means the Secretary of the U.S. Department

of Education or an official or employes of the Department of
Education acting for the secretary under a delegation of author-

ity.
(Authority: 20 US.C. 1232g)

“Student,” excepl as otherwise specifically provided s
this part, means any individual who is or has been in atien-



Reg. 89.3

dance at an educational agency or institution and regarding
whom the agency or institution maintains education records.

CAuthority: 20 US.C. 1232g(X(5))
Reg. 994

An educational agency or institution shall give full rights
under the Act to either parent, unless the agency or institution
has been provided with evidence that there is a court order,
State statute, or legally binding document relating to such mat.
ters as divorce, separation, or custody that specifically revokes
these rights.

(Authority: 20 US.C, 1232g).
Reg. 99.5

(8) When a student becomes an eligible student, the
rights accorded to, and consent required of, parents under this
part transfer from the parents to the student.

(b) The Act and this part do not prevent educational
agencies or institutions from giving students rights in addition
to those given o parents,

(c} If an individual is or has been in attendance at one
component of an educational agency or institution, that atien-
dance docs not give the individual rights as a student in other

-components of the agency or institution to which the individual
-has/applied for admission, but has never been in aitendance,

(Authority: 20 U.SIC. 12325(d))
Reg.99.6

What are the rights of parents?

What are the rights of eligible students?

What information must an_educational
agency’s or institution’s policy contain?

{a) Each educational agency or institution shall adopt a
policy regarding how the agency or institution mezis the
requirernents of the Act and of this part. The policy must
jnclude-—

(1) How the agency or institution informs parents and
students of their rights, in accord with Reg. 99.7;

(2) How a parent or eligible student may inspect and
review education records under Reg, 99.10, including at
least—

(i) The procedure the parent or eligible student must
follow to inspect and review the records;

(i) With an understanding that it may not deny access
to education records, a description of the circumstances in
which the agency or institution believes it has a legitimate
cause 1o deny a request for a copy of those records;

(iii) A schedule of fees (if any) to be charged for copies;
and

{ivi A list of the types and locations of education
records maintained by the agency or institution, and the titles
and addresses of the officials responsible for the records;

(3) A statement that personally identifiable information
will not be released from an education record without the prios
written consent of the parent or eligible swdent, except under
one or more of the conditions described in Reg. 92.31;
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(4) A statement indicating whether the educational
agency or institution has a policy of disclosing personally iden-
tifiable information under Reg. 99.31(a)(1), and, if 50, a speci-
fication of the criteria for determining which parties are school
officials and what the agency or institution considers to be a
legitimate educational interest;

(5) A statement that a record of disclosures will be
maintained as required by Reg. 99.32, and that a parent or
eligible student may inspect and review that record;

(6) A specification of the types of personally identifi-
able information the agency or institution has designated as
directory information under Reg. 99.37; and

(7) A statement that the agency or institution permits a
parent or cligible student to request correction of the student’s
education records under Reg. 99.20, to obtain a hearing under
Reg. 99.21(a), and 10 add a statement to the record under Reg,
99.21(b)(2). :

(b) The educational agency or institution shall state the
policy in writing and make a copy of it available on request
to a parent or eligible student,

(Autherity: 20 US.C. 1232g(e) and (D)

(53 FR 19368, May 27, 1988]

(Approved by the Office of Management and Budget ender control number
1880-0508) _

Rep. 93.7 What must an educational agency or
institution include in its annual

notification?

(a) Eacheducational agency or institution shall annually
notify parents of students currently in attendance, and eligible
students currently in attendance, at the agency or institution of
their rights under the Act and this part. The notice must include
a statement that the parent or eligible student has a right to—

{1) Inspect and review the student's education records;

(2} Request the amendment of the student’s education
records to ensure that they are not inaccurate, misleading, or
otherwise in violation of the student’s privacy or other rights;

(3) Consent 1o disclosures of personally identfiable
information contained in the student’s education records,
except to the extent that the Act and the regulations in this
part authorize disclosure without consent;

(4) File with the U.S, Department of Education a com-
plaint under Reg. 99.64 concemning alleged faliures by the
agency or institution to comply with the requirements of the
act and this part; and

(5) Obtain acopy of the policy adopted under Reg. 99.6.

(b) ‘The notice provided under paragraph (a) of this sec-
tion must also indicate the places where copies of the policy
adopied under Reg. 99,6 are located.

{c) An educational agency or institution may provide
this notice by any means that are reasonably likely to inform
the parents and eligible students of their rights.
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(d) An agency or institution of elementary or scconda:ry
education shall effectively notify parents of students who have
a primary or home language other than English,

(Authority: 20 US.C. 1232g(e))
[53 FR 19368, May 27, 1988]

(Approved by the Office of Management and Budget under control number
1880-0508)

Subpart B—What Are The Rights Of Inspection And
Review Of Education Records?

What rights exist for a parent or eligible
student to inspect and review education
records?

Reg, 99,10

(a) Except as limited under Reg. 99.12, each educational
agency or institution shall permit a parent or eligible student
tg inspect and review the education records of the student,

(b) The educational agency or institution shall comply
with a request for access to records within a reasonable period
of time, but in no case more thag 45 days afier it has received
the request,

(c) The educational agency or institution shall respond
1o reasonable requests for explanations and interpretations of
the records,

(d) The educational agency or institution shall give the
parent or eligible student a copy of the records if failure 40 do
so would effectively prevent the parent or student from excreis-
ing the night o inspect and review the records.

(¢) The educational agency or institution shall not
destroy any education records if there is an outstanding request
to inspect and review the records under this section.

(f} While an education agency or institution is not
tequired to give an eligible student access to treatment records
under paragraph (b){4) of the definition of “Education records”
in Reg. 99.3, the student may have those records reviewed by
a physician or other appropriate professional of the student’s
choice.

{Authority: 20 US.C. 1232paX1XA))

Reg. 99.11  May an educational agency or institution
charge a fee for copies of education

records?

(a) Unless the imposition of a fee effectively prevents
a parent or eligible student from exercising the right to inspect
and review the student's education records, an educational
agency Or institution may charge a fee for a copy of an educa-
tional record which is made for the parent or eligible student.

{b) An educational agency or institution may not charge
a fee to search for or to retricve the education records of a
student.

{Authority: 20 US.C. 1232gGa)1))

Reg. 99.12  What limitations exist on the right to

inspect and review records? (

(a} If the education records of a student contain informa-
tion on more than one student, the parent cor eligible student
may inspect, review, or be informed of only the specific infor-
mation about that student.

{b) A postsecondary institution does not have 1o permit
a student to inspect and review education records that are——

(1)} Financial records, including any information those
records contain, of his or her parents;

(2) Confidential letters and confidential statements of
recommendation placed in the education records of the student
before January 1, 1975, as long as the statements are used only

 for the purposes for which they were specifically intended; and

(3) Confidential letters and confidential statements of
recommendation placed in the student’s education records after
Januvary 1, 1975, if—

(i) The student has waived his or her right to inspect
and review those lelters and statements: and

(i) Those letters and statements are related to the stu-
dent’s—

{A) Admission to an educational institution;

(B) Application for employment; or

{C) Receipt of an honor or honarary recognition.

(c)(1) A waiver under paragraph (b)(3)(i) of this section
is wvalid enly if—

(i) The educational | agency or  institution | docs r('
require the waiver as a condition for admission to or recery..
of @ service or benefit from the agency or institution; and

{ti) The waiver is made in writing and signed by the
student, regardless of age.

(2) If a student has waived his or her rights under para-
graph (b)(3Xi) of this section, the educational institution
shall—

(i) Give the student, on request, the names of the indi-
viduals who provided the letters and statements of recommen-
dation; and

(ii} Use the letters and statements of recommendation
only for the purpose for which they were intended.

(3Xi) A waiver under paragraph (b)(3)(i) of this section
may be revoked with respect to any actions occurring after the
revocation,

(iii) A revocation under paragraph (c)(3)(i) of this sec-
tion must be in writing.

{Authority: 20 U.S.C. 1232gaX1)A) md (B))

Subpart C—What Are The Procedures For
Amending Education Records?

Reg. 9920  How can a parent or eligible student
request amendment of the student’s

educational records?

(a) If a parent or eligible student believes the cducau'c(_
records refating to the student contain information that is inac-
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curate, misleading, or in violation of the student’s rights of
© privacy or other rights, he or she may ask the educational
agency or institution to amend the record.

{b) The education agency or institution shall decide
whether 10 amend the record as requested within a reasonable
time after the agency or institution receives the request.

{c) 1f the educational agency or institution decides not
to amend the record as requested, it shall inform the parent or
eligible student of its decision and of his or her right to a
hearing under Reg. 99.21,

(Authority: 20 U.5.C. 1232g(a}2))
[S3 FR 19368, May 27, 1988]

Reg. 99.21 Under what conditions does a parent or
eligible student have the right to a

- hearing?

(a) An cducational agency or institution shall give a
parent or cligible student, on request, an opportunity for a
hearing to challenge the content of the student’s education
records on the grounds that the information contained in the
education records is inaccurate, misleading, or in violation of
the privacy or other rights of the student.

{b)(1) 1If, as a result of the hecaring, the educational
agency or institution decides that the information is inaccurate,
mislcading, or otherwiseyin wiglation ofpthesprivacysomother
righis of the'student, it shall—

{iY"™Amend the record accordingly; and

{ii) Inform the parent or cligible student of the amend-
men #WAting.

2) 11, as a result of the hearing, the educational agency
or institution decides that the information in the education
record is not inaccurate, misleading, or otherwise in violation
of the privacy or other righis of the student, it shall inform the
parent or eligible student of the right to place a statement in
the record commenting on the contested information in the
record or stating why he or she disagrees with the decision of
the agency or institution, or both.

{c) If an educational agency or institution places a state-
ment in the education records of a student under paragraph
{b)(2) of this section, the agency or institution shall—

(1} Maintain the statement with the conlested part of the
record for as long as the record is maintained; and

(2) Disclose the stalement whenever it discloses the por-
tion of the record 1o which the statement relates.

(Authority: 20 U.S.C. 1232g(a)(2))

Reg. 99.22  What minimum requirements exist for the

conduct of a hearing?

The hcaring required by Reg. 99.21 must meet, at a mini-
mum, the following requirements:

{a) The educational agency or institution shall hold the
" hearing within a reasonable time afier it has received the
request for the hearing from the parent or eligibie student.

() The educational agency or institution shall give the
parent or eligible student notice of the date, time, and place,
reasonably in advance of the hearing,

(c) The hearing may be conducted by any individual,
including an official of the educational agency or institution,
who does not have a direct interest in the ouicome of the
hearing.

(d) The educational agency or institution shall give the
parent or eligible student a full and fair opportunity to present
evidence relevant to the issues raised under Reg, 99,21, The
parent or eligible student may, at their own expense, be assisted
or represented by one or more individuals of his or her own
choice, including an attorney.

(¢) The educational agency or institution shall make its
decision in writing within a r:asonable period of time afier the
hearing. :

() The dec:smn must be based solely on the evidence
presented at the hedring, and must include a summary of the
evidence and the reasons for the decision.

(Authoriy: 20 U.S.C. 123230)2))

Subpart D—May An Educational Agency Or
Institution Disclose Personally identifiable
Information From Education Records?

Reg. 99.30 Under what conditions must an
educational agency or institution obtain

prior consentto disclose information?

(2) - Except as provided in Reg. 99.31, an educational
agency or-institution shalt obtain a signed and dated written .
consent of a parent of an eligible student before it discloses
personally identifiable information from the student’s educa-
tion records.

(b) The written consent must—

(1) Specify the records that may be disclosed;

{2) State the purpose of the disclosure; and

{3) Identify the party or class of parties to whom the
disclosure may be made.

(c) When a disclosure is made vnder paragraph (a} of
this section— )

(1) If a parent or eligible student so requests, the educa-
tional agency or institution shall provide him or her with a
copy of the reconds disclosed; and

(2) If the parent of a student who is not an eligible
student 5o requests, the agency or institution shall provide the
student with a copy of the records disclosed.

(Authority: 20 U.S.C. 1232g(bX1) and (bXZXA))

Reg. 9931  Under what conditions is prior consent not

required to disclose information?

(@) An educational agency or institution may disclose
personally identifiable information from an education record
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of a student without the consent required by Reg. 99.30 if the
disclosure meets one or more of the following conditions:

(1) The disclosure is to other schoo! officials, including
teachers, within the agency or institution whom the agency or
institution has determined to have legitimale cducational inter-
ests,

'(2) The disclosure is, subject to the requirements of
Reg. 99.34, 1o officials of another school, school system, or
institution of postsecondary education where the student sceks
or intends to enroll.

(3) The disclosure is, subject to the requirements of
Reg. 99.35, to authorized representatives of—

(i) The Comptroller General of the United States;

(i} The Secretary; or

(iii) State and local educational authorities.

{4)(Q) * The disclosure is in connection with financial aid
for which the stadent has applied or which the student has
received, if the information is necessary for such purposes as
to—

(A} Determine eligibility for the aid;

(B) Determine the amount of the aid;

{C) Delermine the conditions for the aid; or

(D) Enforce the terms and conditions of the aid.

(i) As used in paragraph (aX(4)(i) of this section, “finan-
cial aid” medns a paymentof funds provided' to an“individual
(or a payment in kind of tangible or intangible property (o the
individual) that is conditioned on the individual's attendance
at an educational agency or institution.

{Authority: 20 U.S.C. 1232g(6X1XD))

{5){) The disclosure is to State and local officials or
authorities, if a State statute adopted before November 19,
1974, specifically requires disclosures to those officials and
authorities.

(ify Paragraph (a)(5)(i) of this section does not prevent
a State from further limiting the number or type of State or
local officials to whom disclosures may be made under that

{6)(i) The disclosure is to organizations conducting
studies for, or on behalf of, educational agencies or institutions
10—

{A) Develop, validate, or administer predictive tests;

(B) Administer student aid programs; or

(C) Improve instruction.

(ii) The agency or institution may disclosc information
under paragraph (a)(6){i) of this section only if-—

{A) The study is conducied in a manner that does not
permit personal identification of parents and students by indi-
viduals other than representatives of the organization; and

~ (B) The information is destroyed when no longer
needed for the purposes for which the study was conducted.

(iii) For the purposes of paragraph (a)(6) of this section,
the term “organization” includes, but is not limited to, Federal,
State, and local agencies, and independent organizations.

{7) The disclosure is to accrediting organizaﬁons(
carry out their accrediting functions.

(8) The disclosure is to parents of a dependent student,
as defined in section 152 of the Internal Revenue Code of
1954,

(9Xi} The disclosure is to comply with a judicial order
or lawfully issucd subpoena.

{ii) The educational agency or institution may disclose
information under paragraph {a)(9)}(i) of this scction enly if
the agency or institution makes a reasonable ¢ffort to notify
the parent or cligible student of the order or subpoena in
advance of compliance. :

(10) The disclosure is in conncction with a health or

_safety emergency, under the conditions described in Reg.

99.36.

(11) The disclosure jis information the educational
agency or institution has designated as “directory information,”
under the conditions described in Reg. 99.37.

(12) The disclosure is to the parent of a student who is
not an eligible student or to the student.

(b) This section does not forbid or requirc an educa-
tional agency or institution to disclose personally identifiable
information from the ¢ducation records of a student 10 any
parties under paragraphs (a)(1) through (11) of this section.
(Authority: 20 U.S.C. 12325()X5XA), (B}1) and (5}2XB))

IS3FR 19368, May 27, 1988}
Rep. 99.32° What recordkeeping requirements exist (
concerning requests and disclosures?

(8)(1) An educational agency or institution shall main-
tain a record of each request for access to and each disclosure
of personally identifiable information from the sducation
records of cach student

(Z) The agency or institution shall maintain the record
with the education records of the student as long as the records
are maintained.

(3) For cach request or disclosure the record must
include—

(i) The parties who have requested or received person-
ally identifiable information from the education records; and

(ii) The legitimate interests the partics had in requesting
or obtaining the information.

(b} If an educational agency or institution discloses per-
sonally identifiable information from an education record with
the understanding authorized under Reg. 99.33(b), the record
of the disclosure required under this section must include—

(i) The names of the additional parties to which the
receiving party may disclose the information on behalf of the
educational agency or institution; and

(2) The legitimate interests under Reg. 99.31 which
each of the additional parties has in requesting or obtaining
the information.

(c) The following parties may inspect the record relat.i(
to each student:

(1} The parent or eligible student.
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{2) The school official or his or her assistants who are
responsible for the custody of the records.

(3) Those parties authorized in Reg. 99.31(2)(1) and (3)
for the purposes of auditing the recordkeeping procedures of
the educational agency or institution.

(d) Paragraph () of this section does not apply if the
request was from, or the disclosure was lo—

(1} The parcnt or eligible student;

{2} A school official under Reg. 99.31(a)(1);

" (3) A party with written consent from the parent or eligi-
ble student; ot

{1} A party sceking directory information.

(Authority: 20 U.S.C. 12325(bX4XA))

(Approved by the Office of Management and Budget under contrel number
1880-0508)

Reg. 9933  What limitations apply to the redisclosure

of information?

(a)(1) An educational agency or institution may disclose
personally identifiable information from an education record
only on the condition that the party t0 whom the information
is disclosed will not disclose the information 1o any other party
without the prior consent of the parent or eligible student.

(2) The officers, employees, and agents of a party that
receives information under paragraph (a)(1) of this section may
us¢ the information, but only for the purposes for which the
disclosure was made.

(v) Paragraph (a) of this section docs not prcvent an
educational agency or institution from disclosing personally
identifiable information with the understanding that the party
receiving the information may make further disclosures of the
information on behalf of the educauonal agency or institution
if—

(1) The disclosures meet the requirsments of Reg.
©9.31, and

(2) The educational agency or institution has complied
with the requirements of Reg. 99.32(b).

(c) Paragraph (a) of this section does not apply to disclo-
sures of directory information under Reg. 99.31(2)(11) or to
disclosures 1o a parent or student under Reg. 99.31(a)(12).

(d) Except for disclosures under Reg. 99.31{(2)(11) and
(12), an educational agency or institution shall inform a party
to whom disclosure is made of the requirements of this section.

(Authority: 20 U.S.C. 12325(bX4)B))

Reg. 99.34. What conditions apply to disclosure of
information to other educational agencies

or institutions?

(8) An educational agency or institution that discloses
an education record under Reg. 99.31(a)(2) shall—

(1) Make a reasonsble attempt to notify the parent or
eligible student at the last known address of the parent or
eligible student, unless— '

(i) The disclosure is initiated by the parent or eligible
student; or
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(ii). The policy of the agency or institution under Reg,
99.6 includes a notice that the agency or institution forwards
education records to other agencies or institutions that have
requested the records and in which the student seeks or intends
to enroll;

(2) Give the parent or eligible student, upon request, a
copy of the record that was disclosed; and

(3) Give the parent or eligible student, upon request, an
opportunity for a hearing under Subpart C.

(b) An educational agency or institution may disclose
an education record of a student in attendance to another edu-
cational agency or institution if—

(1) The student is enrolled in or receives services from
the other agency or institution; and

{2) The disclosure meets the requirements of paragraph
(a) of this section.

(Authority: 20 U.S.C. 1232g(bX1}B))

Reg. 9935  What conditions apply to disclosure of
information for Federal or State program

purpases?

{(2) The officials listed in Reg. 99.31(a)(3) may have
access to education records in connection with an audit or
evaluation of Federal 'or State, supported education programs,
or for the enforcement of or gompliance with Federal legal
requirements which relate to those programs.

(b) |Information that is collected under paragraph (a) of
this section musi—

(1) Be protected in a manner that does not permit per-
sona! identification of individuals by anyone except the offi- -
cials referred to in paragraph (a) of this section; and

(2) Be destroyed when no longer needed for the pur-
poses listed in paragraph (a) of this section, )

{c) Paragraph (b) of this section does not apply if—

(1) The parent or eligible student has given writien con-
sent for the disclosure under Reg. 99.30; or

(2) The collection of personally identifiable information
is specifically authorized by Federal law.

(Authority: 20 US.C. 12323(bX3))

Reg. 9936  What conditions apply to disclosure of
information in health and safety

emergencies?

(a) An educationa! agency or institution may disclose
personally identifiable information from an education record
10 appropriate parties in connection with an emergency if
knowledge of the information is necessary to protect the health
or safety of the student or other individuals.

{b) Paragraph (a) of thrs section shall be strictly con-
strued,

(Authority: 20 U.S.C. 1232;(!:)(&)(1)}
[53 FR 19368, May 27, 1988)
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Reg. 99.37  What conditions apply to disclesing

directory information?

(8) An educational agency or institution may disclose
directory information if it has given public notice to parents
of students in attendance and eligible students in attendance at
the agency or institution of—

(1} The types of personally identifiable information that
the agency or institution has designated as directory informa-
tion;

(2) A parent’s or cligible student’s right to refuse to let
the agency or institution designate any or all of those types of
information about the student as directory information; and

(3) The period of time within which a parent or eligible
student has to notify the agency or institution in writing that
he or she does not want any or all of those types of information
about the.student designated as directory information.

(b} An educational agency or institution may disclose
directory information about former students without meeting
the conditions in paragraph (a} of this section,

(Nuthority: 20 ULS.£, 1232g(a)(5)(A) and (B})

Subpart E—What Are The Enforcement
Pracedures?

What functions has the Secretary
delegated to thé Officerandi to the
Education Appeal Board?

Reg. 99.60

{a) For the purposes of this subpart, “Office” means the
Family Policy and Regulations Office, U.S. Department of
Education.

(b) The Secretary designates the Office 10—

(1) Investigate, process, and review complaints and vio-
lations under the Act and this part; and

(2) Provide technical assistance to enrsure compliance
with the Act and this part.

{c) The Secretary designates the Education Appeal
Board to act as the Review Board required under the Act.

{Authority: 20 U.5.C. 1232g(P) and (g), 1234)

Reg. 99.61 What responsibility does an educational
agency or institution have concerning

conflict with State or local laws?

If an educational agency or institution determines that it
cannot comply with the Act or this part due to a conflict with
State or local law, it shall notify the Office within 43 days,
giving the text and citation of the conflicting law.

(Authority: 20 U.S.C. 1232g(1)

Reg. 99.62  What information must an educational

agency or institution submit to the Office?

The Office may require an educational agency or institu-
tion to submit reports containing information necessary (o
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resolve complaints under the Act and the regulations in (
part.
{Acthosity: 20 US.C. 1232g(l) and ()

Reg. 9963  Where are complaints filed?

A person may file a written complaint with the Office
regarding an alleged violation under the Act and this part. The
Office’s address is: Family Policy and Regulations Office, U.S.
Department of Education, Washington, DC 20202.

(Authority: 20 US.C. 12325(s))
Reg. 99.64

(8 A complaint filed under Reg. 99.63 must contain
specific allegations of fact giving reasonable cause to believe
that a violation of the Act or this part has occurred,

(b) The Office investigates each timely complaint to
determine whether the educational agency or institution has
failed to comply with the provisions of the Act or this part.

What is the complaint procedure?

{Authority: 20 U.5.C, 1232g(0)

Reg. 99.65 What is the content of the notice of

complaint issued by the QfTice?

(a)lf the Office receives,a,complaint it notifies the
complainant and the educational agency or institution agaip~
which thewviolation has been allegedyin writing, that the c:f
plaint has been received.

(b) “Thenotice"to"the agency orinstitition under para-
graph (a) of this section--

(1) Includes the substance of the alleged violation; and

(2) Informs the agency or institution that the Office will
investigate the complaint and that the educational agency or
institation may submit a written response 1o the complaint.

{Authority: 20 US.C. 12323(5))

Reg. 99.66  What are the responsibilities of the Office

in the enforcement process?

{a) The Office reviews the complaint and response and
may permit the parties to submit further written or oral argu-
ments or information.

(b) Following its investigation, the Office provides 10
the complainant and the educational agency or institution writ-
ten notice of its findings and the basis for its findings.

{¢) If the Office finds that the educational agency or
institution has not complied with the Act or this part, the notice
under paragraph (b) of this section—

(1) Includes & statement of the specific steps that the
agency or institution must take to comply; and

(2) Provides a reasonable period of time, given all of
the circumstances of the case, during which the educauo(
agency or institution may comply voluntarily. '

{Authority: 20 U.S.C. 1232g(1))
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Reg. 99.67  How does the Secretary enforce decisions?

(a) If the educational agency or institution doss not
comply during the period of time set under Reg. 99.66(c), the
Sccretary may take an action authorized under 34 CFR Part
78, including—-

(1) Issuving a notice of intent 1o terminate funds under
34 CFR 78.21;

(2) Issuing a notice to withhold funds under 34 CFR
78.21, 200.94(b) or 298.45(b), depending upon the applicable
program under which the natice i5 issued; or

(3) Issuing a notice 10 cease and desist under 34 CFR
78.31, 200.94(c) or 298.45(c), depending upon the program
under which the notice is issued.

(by If, after an investigation under Reg. 99.66, the Secre-
tary finds that an educational agency or institution has com-
plicd voluntarily with the Act or this part, the Secrefary
provides the complainant and the agency or institution written
notice of the decision and the basis for the decision.

Notc: 34 CFR Part 78 contains the regulations of the Education Appeal
Board.

(Authority: 20 U.S.C, 12322(2))
|53 FR 19368, May 27, 1088)
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