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INTRODUCTION

The School District Records Management Manual has been an ongoing project
of the Washington Association of School Business O0ffieials Records
Management Committee since 1975. The manual, first issued in 1976, has been
supplemented and amended several times. This is the first completely
updated and revised edition of that manual.

The manual 1s concerned primarily with the process of records retention
and disposal. It includes a general records retention and disposal
schedule authorizing the disposal of the types of records listed after the
specified retention. The Committee has added an index to facilitate use,
has brought the retention of official public records into compliance with
current statutes, has clarified definitions and terms, and generally
improved its usefulness. Records management techniques, services and
resources are also identified. For records management services and
assistance, see Appendix A. :

One copy of this basic manual has been provided free by the Office of the
Secretary of State, Division of Archives, to each school district in the
State. Additional copies of the basic manual and other related sections
are available at $3.00 each. An order form can be found in Appendix B. To
facilitate 1improved records management, districts are encouraged to
duplicate all portions of the manual.
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GENERAL RECORDS RETENTION SCHEDULE

Accounting, General . . . v & 4 o 4 s 4 s s s s s = s e s e e e B-1
Accounts Payable . . . . . & ¢ 4 4 4 s e s s e s e s a0 s s B-3
Administrative Files/All Functional Units . « + « « & « & + « & B4
Athletics + & v ¢ ¢ 4 4 & s o & s » 5 s s o s s a2 o s = » o = = B-7
Attendance . . .« e s s 8 4 4 & s s 4w oa s s w v e s e e s B-9

Budget .« &+ » & s = « o s+ a2 5 5 s s w8 s o2 e a5 s % o= % o4 e . B~10

Central Administration/Superintendent's Office . . . . . . . . B-11
Computer Services « + « « + o o & & o & s o o & & 2 5 o 4 4 v s B-13
Curriculum and Instruction .+ & & & & & & o s » « s = s s = + a B-15
Employee Relations .« + s o « o o s + o s s 5 s & s o« o s o o = B-17
Facilities Plamning & Comstruction Administration . . . . . . . B-18
Federal Grants and Programs . . & . « + & o 4 « ¢ & 5 s » s s o B-20
Food Serviees ./ v o+ & = &« o4 oe o e 0 e b v 0 e e el B-25
Health /Services . [ + +« o s « o o o0 ols o o oo o ds ol s & B-27
Individual School Archival Materials .+ ¢ v v & & & ¢ &+ o « « & B-29
Learning Resource Centers . + +« o« » o o » & o s s « o s o & = = B-30
Mail S@LVICES o v v & o & o » s o o + 2 4 » 2 4 & 4 o+ oww 2w s B-31
Maintenance Services . . & + ¢ 4 & 4 4 4 4 e e e e e e e o . B-32
Non-Record MaterialsS « v « o b o o o v 4 v o b o b s e e e . B-34
Payroll/Personnel . « v « v o & & + « o« o & & 2 o & o s o s & » B-33
Purchasing/Warehouse . . . « v ¢ v 4 4 o v 4 o o = s o o o s o B-39

Safety, Employees . « v ¢« 4 4 v v v v & 5 s s b e s e 4 aw s s B-41

Safety, Facilities and Equipment . . . . + & « « v ¢« v « & « & B-42
Safety, Student . . + ¢ & v 4 4 e 4 s s v s s e s e e e e e s B-43
Security .+ v ¢ vt ot ke e ke e e e e e e e e e e e e e e s B-44

Student Records « v &+ o + s & 5 s &+ 3+ s o &+ s 4 v 6 s e s e B-45
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Teaching Records .« « . v & o v 4 = & = 4 2 s o s o o & = & o & B-48§
Traffic Safeby .+ o « v v v & & s s ¢ s & o s & 5 s s s s & = » B-49
Transportation Services . . o + &+ « o « o ¢ o o s s = « s + o o B-50

Index ¢« . & & v 4 ¢ ¢ 2 6 o s a s o 1 o o w o & v v s 5 ox o= s o B-52

THE GENERAL RECORDS RETENTION SCHEDULE CONSTITUTES AUTHORITY FOR ANY SCHOOL
DISTRICT IN THE STATE OF WASHINGTON TO DISPOSE OF THE VARIOUS TYPES OF
RECORDS LISTED THEREON ACCORDING TO THEIR ASSIGNED RETENTION PERIODS AND
ARCHIVAL DESIGNATIONSL REFERENCE: RCW0.40.14.070 AND "WAC | 414-24-050.
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-060

DISPOSITION AUTHORITY NUMBER

5D-1

PAGE

1 oF 2 PAGES

EFFECTIVE DATE

SCHEDULE TITLE SCHEDULE APPLICABLE TO
ACODUNT ING, GENERAL SCHOOL DISTRICTS
Jan. 1, 1986
\TEM OPR RETENTION PERIOD AR- MICRC- QEITHON/REMARKS
ND. RECORDS SERIES TITLE & DESCRIPTION ;:a P SECONDARY COPIES cHiver| FiLm? DISP
1 GENERAL LEDGER OPR 6 yoars uUnt i1 superseded
2 JOURNALS 0PR 6 years Unt 11 supersedad
3 RECEIPTS OPR & Years 1 yoar
4 BANKING RECORDS OPR 6 Years 1 year
a. Cancelled checks
b, Check registers
c, Deposit silps -
d. Bank statements
5 COUNTY TREASURER FINANCIAL REPORTS OPR County Treasweer tntil completien of
{6 years) State Audi tor's
axaminat lon_report
6 EXPEND ITURE TRANSACT ION REPORTS OPR 6 years | year
Ad justments to coding of expendl fures
and correct|ing errors,
7 STATE AUDITOR'S REPORT OFM State Auditor 5 years
{Permanent)
8 TRIAL BALANCES oFM Until complation of None
Stata Auditor's
axamination report
9 {NVOICE, DISTRICT PR 6 years 1 year
Involce and back-up documentat ion,
10 CASH RECEIPTS TRANSMITTALS-COUNTY OPR & years Unt it complet lon of
Forms tramsmlitting money between disirict State Auditoris
and county, axamlnation report

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

FOR THE STATRARCHIVIST

55A-44



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

DISPOSITION AUTHORITY NUMBER

Sp-1

PAGE 2 oF 2

PAGES

SCHEDULE TITLE

ACOOUNT NG, GENERAL

SCHEDULE APPLICABLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

iTEM
NOQ.

QPR

HETENTION PERIOD

Jan. 1, 1986

Forms to update tixed assets inventory.

State Auditoris °
examinat lon report

update

aR- | Micho-

RECORDS SERIES TITLE & DESCRIFTION or#‘ p——pme P " civer| Fiinar msposmown-smaxs
" CASH RECEIPTS TRANSMITTALS~INTERNAL OFM | Untii completion of 1 year

Forms transmitting monies fram school State Audifor's

to central accounting. examinat jon report
12 INVENTORY OF FIXED ASSETS LISTING CFM | Unt it completion of Unt il superseded In response to GAP report

Year end report, State Auditoris

examination report

13 FIXED ASSETS INVENTORY GHANGE FORMS OFM Unt il completion of Unt il completlon of

FOR THE ATTORNEY GENERAL

W%-&hm

FOR THE STATE AUDITOR

Mo ot/

FOR THE STATE ARCHIVIST

S5SA-44




GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISFOSITION AUTHORITY NLUMBER

REFERENCE: RCW 40.14.070 & WAC 414-24-060 PAGE 1 OF 1 PAGES
—— _ }SD=2
SCHEDULE TITLE SCHEDULE APPLICABLE TO | EFFECTIVE DATE
ACCOUNTS PAYABLE SCHOOL DISTRICTS
Jan. 1, 1986
TEM o RETENTION PERIOD AR- | MICRO- DISPOSITION/REMARKS
NO. HECORDS SERIES TILE & DESCRIPTION OC'FRH PP —— SECONDARY COMES CHIVE?} FILMT L
1 YOUCHERS OPR | 6 years Unt 1l completion of
Used as claims and supporting lovoices, State Auditoris
batched, oxaminat lon report
2 WARRANT REGISTER OPR | 6 years Coples genarated for
informational pur-
poses can be disposed
of at agency option.
3 CANCELLED WARRANTS PR | 6 years None
4 PURCHASE ORDERS AND/OR PURCHASE CPR | 6 years Unt [l | completion of
REQUISITIONS State Audl tor's
Used as pay documents. axamipation report
5 APPLICATION FOR DUPLICATE INSTRUMENT, QPR |6 years Mone
AFFIDAVIT AND BOND .
Authority fo Isswme duplicate chack or
warrant in case of loss. Notarized
oath that original warrant was last and
requesting a replacement.
6 ACCOUNTS PAYABLE CONTROL OFM | 1 month None
Lists involce totals and taxes, Used
to balance against computer generated
warrant reglster,
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ABCHIVIST

L

D-348



GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION PISPOSITION AUTHORITY NUMBER ‘
REFERENCE: RCW 40.14.070 & WAC 414-24.050 SD-3 PAGE i of 3 PAGES
| SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFEECTIVE OATE
ADMINISTRATIVE FILES/ALL FUNCTIONAL UNITS SCHOOL DISTRICTS
Jan. 1, 1986
ITEM OFR RETENTION PERIOD . )
TEN RECORDS SERIES TUTLE & DESCRIFTION o py— PP —— o] g Dlsmsmonznéunnxs
1 SCHOOL BOARD MINUTES, RESOLUTIONS, OFM | (Clerk of the School 1 year
AGENDA & NOTICES Hoard) See Central
Adminlistrat lon/
Suparintendent! s OFffice
#, 243
2 POLICY & PROCEDURE DIRECTIVES FM { See Central Adminisira- Until superseded
tion/Superinfendantis
Of f lce #4
3 LEGAL OPINIONS OFM | See Central Administra- Unt il suparsedsd
tion/Superintendentis
Of flce #6
4 ADMINISTRATIVE SUBJECT OR \WORKING FILES FM\| 2 ysars + complet lon MNona
of State Audiforis
examlnat lon report
5 SP| BULLETINS /MEMORANDA oM Un¥ Il superseded or Unt || superseded or
explred expired .
6 DAY OR READING FILE OFM | 90 days None
7 CONTRACTS AND AGREEMENTS OFM { See Central Adminlsira- Temination +1 year
tlon/Superintendentts
Office #8
8 SCHOOL CALENDARS FM! See Central Adminish-a~ Until superseded
Tlon Superintendent’?s
Dffice #9
g ENROLLMENT REPORTS OPR | 6 years 1 yoar
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST
th 1 aé)o,ﬂl_a,%) ZJ ) ;(“44/ /[i‘p 7// 7
SSA-44 v : D-346
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION

DISPOSITEON AUTHORITY NUMBER

REFERENCE: RCW 40.14.070 & WAC 414-24-050 SD-3 PAGE 2 QF 3 PAGES
SCHEDULE TITLE . SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATIVE FILES/ALL FUNCTICNAL UNITS SCHOOL DISTRICTS
Jan.1l, 1986
TEM OPR RETENTIGN PERIOD Ar. |micro
mo. FECONDS SERIES TITLE  DESCRIPTION orha PRIMARY COPY SECONDARY COPIES CHIVEZ) FiLM? DISPOSITIGN/REMARKS
10 RESEARCH REPORTS, SURVEYS & STUDIES OFM | 3 years 1 year
11 ANNUAL REFORTS OFM | See Central Administra~- 1 year
tion/Superintendantis
Office 216
12 BUDGET OFM { See Central Administra- 1 year
tlon/Suparintendent!s
Office #18
13 FINANCIAL REPORTS oM | puntiieonp tetilonnof Tyyear
Monthly, quarterly and anmal reports State Audifor's
made o and/for by Théndepartment examinat lon report
regardlng [|ts expenditures and the
status of Its budget.
14 FI1SCAL, PURCHASE & RECEIVING DOCUMENTS OFM | Accounting, General 1 year
Documentation of purchase and procurement
of goods and servlces Including:
Invaids Youchars Account ing, Ganeral #9
Purchase Orders, Fleld Orders
& Requisitions Purchas ing/Warehouse #3
Receipts Account i ng, Ganeral #3
15 WORK ORDERS* OFM | Unt 1! completion of 1 year *|f attached to lnwlce, 6 years
of State Audl for's
axamlnat lon report®
16 PAYROLL REPORTS OFM | Payrol | /Personnel 1 year* *Individual time sheets not
#11b, 12, 13, 18, & 19 sant to Payrol |/Personnel must
ba retained until completion
ot S$tate Auditor's examlnation
report
7OR THE ATTGRNEY GERERAL FOR THE STATE AUDITOR ) FOR THE STATE ARCHIVIST
‘e Bdchaow il Kt D, A Hetthe:
; U 7

$5A-44

D-346
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i GENERAL RECORDS RETENTION SCHEDULE e YT ST Tt
p & DESTRUCTION AUTHORIZATION
nﬁ'-'-‘b REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 3 oF 3 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ADMINISTRATIVE FILES/ALL FUNCTIONAL WNITS SCHOOL DISTRICTS
Jan. 1, 1986
ara AETENTION PERIOD

fram RECORDS SERIES TITLE & DESCAIFTION o PP Pep— P ———— chirver| eng olsaosmonjmsunaxs

17 EMPLOYEE PERSONNEL FiLES OFM Payroi | /Personnel #1 Terminatlon + 1 year

8 JOB DESCRIPTIONS FM | Payrol | /Fersonnel #9 Unt |1 superseded

19 DISCIPLINARY ACTION REPORT FM | 3 years I year

20 AFF LRMAT IVE ACT ION COMPLIANCE REPORTS ) M 3 years 1 year

21 DESCRIPTIVE GUIDE OFM | Central Adminlstration/ Unt || suparsaded

Superintendentts Office
#20
22 FIRE & OTHER EMERGENCY DRILLS OFM | 3 years 1 year
23 MINUTES, ASSOCIATED STUDENT BODY AND OFR | Permanent 1 year
STUDENT ORGAN IZAT.LONS
24 BYLAWS, ASSOCIATED STUDENT BODY AND OPR } Permanent )V ysar
STUDENT ORGANIZATIONS
25 STATE REFORTS FOR THE OFFICE OF FM | Suparintendant of | Unt il complatlon of
SUPER INTENDENT OF PUBLIC INSTRUCTION (SPI) Publlc instruction State Audlfor!'s
examinat {fon report
26 SURPLUS PROPERTY OPR | 6 years I year
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE TE ARCHIVIST
e < Sl YA Lo S it
Cd

S5A-44 4

D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

5 ATHLETE/TEAM ACHIEVEMENT RECORDS
Statlstlcs, leagwe standlngs,

6 CONSTITUTION AND BYLAWS, LEAGUE

? POLICY AND PROCEDURES, LEAGUE
Handbooks, bulletins, rules, practical
arrangements, home team responsibllitles

8 MINUTES, L{EAGUE

] COACHES MANUAL, LEAGUE

10 COACHES FIRST AID CERTIFICATE
(Renewad every threa years)

PR | Parmanent

OFR | Lteague Pormanent

CFR | Loague Permanent

OPR | Leaque Permanent
OFM [ Unt 1] superseded

OFM [ Unt i} superseded

Vyear or untii
su porseded

Unt il suparsaded

Unt I} supsrseded

i yoar
None

None

REFERENCE: RCW 40.14.070 & WAC 414-24-060 PAGE 1 OF 2 PAGES
5h-4
SCHEDULE TITLE SCHEDULE APPLICABLE YO EFFECTIVE DATE
ATHLETICS
SCHOOL DISTRICTS Jan. 1, 1986
TEM ara RETENTION PERIOD an | MICRO- i
ND. AECORDS SERIES TITLE & DESCRIFTION L. p—op— T——— chvver | P DISPOSITION/AEMARKS
1 SCHEDULES FM| 3 yoars None
Dates and loations of school games,
meets and mtches, for season and
tournament pilay.
2 ATHLETIC ELGIBILITY RECORDS FM| 3 years® None *Primary copy of insurance on
a. Physlcais Individuals shouid be kept
b. Insurance with District Insurance files
c. Grade Polnt
d. Appoals
3 SCHOOL PROTESTS OF GAMES (FM| 1 year None
4 TEAM ROSTERS FM| 1 ysar None

FOR THE ATTORNEY GENERAL

FOR THE BTATE AUDITOR

FOR THE STA

ARCHIVIET

Uﬂ%/m

348



GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-060

DIGPOBITION AUTHORITY NUMBER

PAQE 2 oF 2 PAGES
sSh-4
SCHEDULE TITLE SCHEDULE APPLICASLE 1O EFFECTIVE DATE
ATHLETICS SCHOOL DISTRICTS 5 1. 1986
an. 1, ]
MEM OPR RETENTION PERIOD aAR- Fmicro. .
NO. RECORDS BERIES TITLE & DESCRIFTION OC;R" | PRIMARY COPY prpe ¥ COPIEE CHIVETD FILM? meuﬁmu
11 | SCOREBOOK, SCORESHEETS M| 1 yoar None
12 REGISTRATION FORMS M| Unt il completlon of None
State Auditor®s
sxaminat lon report
FOR THE ATTORNEY GENERAL FOR THE ETATE AUDITOR FOR THE STA CHIVIST
. . | - d P
A4 U C D-348



GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 & WAC 414-24-0650

DISPOSITION AUTHORITY NUMBER

5D-5

PAGE 1 oF

PAGES

SCHEDWULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
ATTENDANCE SCHOOL DISTRICTS
Jan. 1, 1986
TEM oPRt RETENTION PERIOD AR- MICRC- EMARKS
NO. AECORDS SERIES FITLE & DESCRIPTION u%iq SAMARY COPY SECONDARY COFIES CHIVE?] BiLm? DISPOSITION/R
1 ATTENDANCE CARD OFM | 3 years None Record of absence may also be
kept in teacher's grade book
2 ABSENT NOTICE REPCRT OFM | Current schoal year Current school year
3 DAILY ATTENDANCE REPORT OFM | Uatil completion of 1 year
State Auditor’is
examination report
4 DAILY PERIOD ABSENCE REPORT OFM | Current schoal year” Current school| yesar

FOR THE ATTOANEY GENERAL

FOR THE STATE AUDITOR

Z e

et

FOA THE STATE ARCHIVIST

SSA-44

/ﬁ%}l%%

0-348



GENERAL RECORDS RETENTION SCHEDULE —

0o1-4

& DESTRUCTION AUTHORIZATION OFEPOSITION MITHOMLY saasen
REFERENCE: RCW 40.14.070 & WAC 414-24.060
SD-&
SCHEDULE APPUCABLE T0
SCHOOL DISTRICTS
. orn WETENTION FEROD U ‘
DRPOTION NEMARKS
T RECORDS SERRS TITLE & DESCRITION o — oy | RO :
i BUDGET ofR] Permanant 1 year
2 BUDGET WORK PAPERS AND PRELIMINARY DRAFTS OFM] tntll completion of None
State Auditor!s
exam|natlon report
3 BUDGET OFF ICER'S MONTHLY BOARD REPORT OFR 6 years 1 year
4 BUDGET STATUS REPORT-DEPARTMENT/BUILDING OoFM Until complation of Until superseded
State Audltorts
examination_report
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE RTATE ARCHVISY
9"“]‘9’“9'5‘-‘5M e ‘.,W 7// '
88A-40 u .
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" REFERENCE: RCW 40.14.070 & WAC 414.24.050

GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

PAGE 1 oF 2 FaGES
SD-7
SCHEDULE TITLE SCHEDULE APPLICABLE TC EFFECTIVE RDATE
CENTRAL ADMINISTRATION/SUPERINTENDENT'S OFFICE SCHOOL DISTRICTS Jan. 1, 1986
'::t‘ RECORDS SERIES TITLE % DESCRIPTION o{“:M PRIMARY COP:ETENTIDN PERI::CDNDARY COPIES cI-IAlRV'-E? '\:ILE;%- RISPOSITION/REMARKS
1.| SCHOOL BOARD MINUTES & RESOLUTIOQNS OPR-| Permanent 1 year
2.| SCHOOL_BOARD AGENDA OFM {Until completion of 1 year
State Auditor's exami-
nation report
3.{ SCHOOL BOARD MEETING NOTICES OPR {6 years 1 year
4.] SCHOOL BOARD CORRESPONDENCE OFM {2 years None
5. POLICY & PROCEDURE DIRECTIVES OFM |Untit superseded + com+ [ Uintil \superseded
pletion of State Audi-:
tar's examination report
6.] LEGAL OPINIONS OPR |Permanent Until superseded
7.|COURT OR LITIGATION CASE FILES OpR |6 years after settiemert Until settlement of
of case of case
8.| CONTRACTS. & AGREEMENTS OPR | Términation + 6 years | Termination + 1 yean
9.1 SCHOOL CALENDARS OPR ! Permanent Until superseded
10,) ACCREDITATION CERTIFICATES OPR | Permanent District option
1121 INSURANCE POLICIES OPR |Expiration + & years None
12, WARRANTIES QPR |Expiration + & years None
13.|{ PRESS RELEASES OFM |3 years 1 year
FOR THE ATTORNEY GENERAL " FOR THE STATE AUDITOR ) FOR THE STAYE ARGHIVIST
\anerie Bdchanm Sl :4_,,,..,,.4../ DUk ’
g 2y < céﬁégiLy¢~
SSA-44 d D-346
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v GENERAL RECORDS RETENTION SCHEDULE
= OR
! & DESTRUCTION AUTHORIZATION PISPOSITION AUTHORITY NUMBER
/_}_-_-gn-LB- REFERENCE: ACW 40.14.070 & WAC 414-24-050 SD—7 PAGE 2 OF 2 PAGES
. _,‘ ! - D—
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
GENTRAL ADMINIS TRAT I ON/SUPER] NTENDENT'S CF FIGE SCHOOL DISTRICTS .
Jan. 1, 1986
ETENTI ERIOD
frem RECORDS SERIES TITLE & DESCRIPTION EI:: prPrP— 2 one P ——. e | Micho- DISPOSITION /REMARKS
) - 7
14 PHOTOGRAPHS, NEGATIVES & BIOGRAPHICAL OFM Screen annually None
SKETCHES
15 PUBLICATLONS MASTER FILE M Screen anmual Iy See Non-Record
Materiais ¥9
16 ANNUALL REPORTS OPR Permanant 1 year
17 BOUNDARY RECORDS OPR Parmanent Unt i} superseded
18 BUDGET OPR; (Clerk of the Board) 1 year
Pe rmanent
19 DESCRIPTIVE GUIDE OPR | FParmanent Intil suparseded
20 CERTIF ICATION OF »ELECTION OF SCHOOL OPR Pe rmanent 1 year
BOARD CHAIRMAN & PRESIDENTS
21 CERTIFICATION OF ELECTION OF SCHOOL OPR Permanent 1 year
SCHOOL DIiSTRICT DIRECTOR
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST
O ) plds R ek "
'nl’ \ sty fid ﬂiﬁ{&z’v
ssA-d4 { D-348
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P GENERAL RECORDS RETENTION SCHEDULE
; & DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

REFERENGE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 oF 2 PAGES
. : SD-8
SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFFECTIVE DATE
COMPUTER SERVICES SCHOOL DISTRICTS
Jan. 1, 1986
OFR RETENTION PERIOD
e REGORDS SERIES TITLE & DESCRIPTION o{‘:u ppp—" PP ——— chime | RS- DISPOSITION/REMARKS
1 COMPUTER SERVICES FEASIBILITY STUDIES OFM| 3 vyears after termina- 1 year
May Include problem ldentiflcatlon, tion of system or
requlrements statement, system objectlves, program use.
alternative proposals, cost/bensflt
analysis or feaslblllty statement.
2 SYSTEM DESIGN DOCUMENTATION OFM | 3 years after termina- 1 year after
May Include description of deslgn, tlon of system or termination
Including system review, 1f appilcable program use,
and system deflnltion, project work plan, )
design detall, Incgludlng dodtmentaticn
plan, program spaciflcations, special
forms and requirements;, development plans
for testing conwerslon and acceptance.
3 PROGRAM AND YMPLEMENTATION DATA OFM} 3 years after termina- | year after
Operatlonal and user Instructlons, tfon of system or terminatlon
spec] fications and system acceptance program use,
crlterla.
4 SYSTEM MAINTENANCE DOCUMENTATION OFM| 3 years atter fermina- 1 yoar affer
May Include program chamge authorization, tion of system or termination
descriptlon changes, acceptance testing. program use,
5 OPERATIONAL DATA OFM | 1 year None
Summaries. of throughput statlstlics,
usage figures and work output
measuremants,
FOR THE ATFORNEY GENERAL FOR THE STATE AUDITOR -
- . - -~
WB&S chasgns ldm/ ’@M{/ ﬂ%/{é{fw&
SSA-44 i D-346
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fa GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

sh-8

PAGE 2 oF 2 PAGES

SCHEDULE TITLE

COMPUTER SERVICES

SCHEDULE APPLICABLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

I;?.n RECCADS SERIES TITLE & DESCRIPTION

OPR

RETENTION PERIOD

AR- { MICRO-
CHIVE?| FiLm?

Extra copies of reports, faulty
roports, and other outpur which must
be redone.

DISPOSITION/REMARKS
OF M PRIMARY COPY SECONDARY COPIES |
6 POST IMPLEMENTATION REVIEWS OFM | Unt il terminatfon of 1 year
Project and personnel evaluations, sys fem or program use,
further recommendations,
7 SYSTEM AND SOFTWARE BACKUP DATA OFM | Unt 1| supersedad None
Tapes, disks and punch cards providing
backup data which is revised and
recreated In a reguiar cycle,
8 SURPLUS COPIES AND FAULTY QUTPUT OFM | Optional® " tone

*Faulty output regarding
negotiable records such as
warrants must be audited
bafore being disposed of.

FOR THE ATTORNEY GENERAL

Tharjoue Behaen

FOR THE STATE AUDITOR

o ot/

FOR THE STATE Af?:NMST

SSA-44

/_/AQ,?VJ/%%;

D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

Sb-5

PAGE 1 OF 2 PAGES

SCHEDVLE TITLE
CURRICULUM AND {NSTRUCTION

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

a, State categorical programs: student
lls¥s, test scores, [nventory of
equipment, legal reports, evaluatlons
and assurances To be malntained for
monitoring and auditing purposes.

b, Federal categorical programs: student
eiiglbltity lists, pre-and post-test

data, comparabillty reports, evaluations
Inventory of equipment, parent advlsory

comml ttee minutes.

of State Auditor's
examination report
coverling grant expend!tures

+
unt ) rasofution of other
audits or il tigations
initiated bafore the end
of the end of the tThrae
year parlod

+
satisfaction of retention
requl rements sepclflcal iy
stated In grant
instructlons or grant

agreement

Jan. 1, 1986
TTEM iy RETENTION PERIOD AR- | MICRG- DISPOSITION/REMARKS
No. AECOADS SERIES TITLE & DESCRIPTION oM PRIMARY COPY SECONDARY COPIES cHve?| FiLM?
i INSTRUCT IONAL MATERIALS SUBJECT FILES OFM | Unt i superseded by None
Evatuation data on instructional matarials new adoptlon.
which are accrued prlor to Board adoption.
2 COMMUNITY CHALLENGES OF INSTRUCT IONAL OFM | 5 years None
MATERIALS
3 COURSE ADDITIONS, DELETIONS AND CHANGES FM 13 yaars Mone
4 CURRICULUM SUMMARIES AND GUIDES OFM | Parmanent " Unt!l superseded
3 STUDENT LEARMNING OBJECTIVES PROGRAM| FILES OFM | tintTl supsrseded None Potent lal ty ard ival
a., Complete set ofpStudent Learning
Object ives for each basic subject.
b, Communlty 1nput data for development
of Student Learning Object ives,
¢, Evalwation data for each Student
Learning Object ive.
6 CATEGORICAL PROGRAM FILES OFM |3 years af ter completion Mone Reference: Hamdbook for Cate-

gorlcat State and
Fedaral Programs
publitshed by SFI

FOR THE ATTORNEY GENERAL

Bdehasn

FOR THE STATE AUDITOA

-

FOA THE STATE?HCHIVIST

VA edth e

SSA-44

v " D-366
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GENERAL RECORDS RETENTION SCHEDULE
B DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

~ REFERENCE: RCW 40.14.070 & WAC 414-24-050 SD-9 PAGE 2 oF 2 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE YO EFFECTIVE DATE
CURRICULLM AND INSTRUCTION SCHOOL DISTRICTS
: Jan. 1, 1986
TEM aPR RETENTION PERIOD AR- | micRo- )
o, RECOADS SERIES TITLE & DESCRIFTION on p———— PP — cimver| Ty DISPOSITION/HEMARKS
7 STUDENT TESTING-PRIMARY RECORD I OFM | 90 days None
Response sheet completed by siudent,
8 STUDENT TESTING - GROUP REPORTS FM} 5 yoars None
Summary of testling scores by class, grade,
program, sex, ethnic group, building or
district,
9 STUDENT TESTING—INDIVIDUAL STUDENT REPORT FM | 2 years after None
gaduatlion
10 STUDENT TEST ING-AUTCMATED BACKUP DATA FM| 5 years None
Tapes, disks or puich cards containing
data from various student testTing
axarclses,
i STUDENT TESTING - AUTOMATED PROGRAM FM 1 year after superseded None
SOFTWARE AND SYSTEM DOCUMENTAT |ON by new system,
12 ACCREDITATION AND EVALUATON REPORYTS PR | Unt il superseded Until suparseded *otent ial 1y arddval
plus 6 years
13 GRADUAT |ON REQUIREMENTS STATEMENTS OPR | Permanent Unt il supersedad
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ANEHIVIST ‘
[ e T 2 -
Wﬁd choaer A‘a/ 5')’2“”(/ - 1‘?’2‘?@%
SSA-44 v S )34
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T'“IE) GENERAL RECORDS RETENTION SCHEDULE
= \ & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY RUMAER
(_Lllli;'l"u.n REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF 1 PAGES
P SD-10
SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFFECTIVE DATE
EMPLOYEE RELATIONS SCHOOL DISTRICTS
Jan. 1, 1986
QPR RETENTION PERIDD .
g AECORDS SERIES TITLE & DESCAIPTION o s — Py —— o | MicRO- DISPOSITION/REMARKS
1 COLLECTIVE BARGAINING AGREEMENT OPR 6 years after Termlnation plus
tarmination 1 year
2 NEGOT IATLONS WORKING FILE OFM Until approval of None
negotlated agreéement
3 GRIEVANCES OFR Settlement plus 6 years i year
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST
n\/ > e bn g’ éZ/M
d ’ D-34%

SSA-44



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

DISPOSITIGN AUTHDRITY NUMBER

5D-11

PAGE 1 OF 2

PAGES

SCHEDULE TITLE

FACILITIES PLANNING & CONSTRUCTION ADMINIS TRATION

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

ITEM QPR RETENTION PERIOD g
NO. AECORDS SERIES TITLE & DESCRIFTION o(}':a ——— P mm - “:‘.f:'.?' DISPDSITION/REMARKS
| LONG RANGE FACILITIES PLAN OFR | Parmanant Unt i1 superseded* *One copy-~potentially archival
2 CAPITAL IMPROVEMENT PLANNING PROJECT FILE OFM | Until completion of Unt I} comptietlon of
project project
3 CAPITAL LEVY PLANNING FILES OFM | Untll campieation of Untii complietlon of
project project
4 BUILDING AND SITE DATA OFM | Unt I} dlsposal and/for Nona* *Salected fliles potential ty
sale of building and arch Ival
slta
5 DEMOGRAPHIC AND ENROLLMENT PROJECT IONS OFM | 5 years Unf 11 suparsaded® *Potentlally archival
6 ENV IRONMENTAL IMPACT STATEMENTS CFM | Permanant Until completlon of
Includes flnai statements and backup planning project
documentat ion relatlng to construct len
and school closures,
7 ENV IRONMENTAL IMPACT STATEMENT WORK FILES OFM | End of planning period End of planning period
8 SCHOOL BOARD RESOLUTION REGARDING BOND OPR | (School Board) Unttl canpletion of
1SSUE Permanent project
9 SP| BUILDING CONSTRUCT |ON MATCHENG FUND OPR | 6 years Unt 1l completion of
project
10 PUBLIC BIDS CPR | {School Board 6 years
a. Request for bid Resolut ion)
b. Publlc notice Parmanant
¢, Bld award

FOR THE ATTORNEY GENERAL

Tharjove Bdepaen

FOR THE STATE AUDITOR

o oan/

FOR THE STAY JARCHIVIST

SSA-44

- ?7/%%;

0-346
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e F) GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DESPOSITIOR AUTHORITY NUMBER

sp-11

PAGE 2 OF 2

PAGES

SCHEDALE TITLE

FACILITIES PLANNING & CONSTRUCTYON ADMINISTRAT LON

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

FOR CONTRACTS

Jan. 1, 1986
ITEM OPR RETENTION PERIOD AR- MICRO-
NO. RECORDS SERIES YITLE & DESCRIPFTION DC::F:H PRIMART GOPY SECONDART COPIES crrver| Fmz DISPOSITION/REMARKS
11 BUILDING SPECIF1CATIONS, DRAWINGS, ADENDA, OFM | Untli dlsposal and/or Until disposal and/or
NOTES & CHANGE ORDERS sale of bullding and sale of buliding and
site slte
12 MAJOR CONSTRUCTION PROJECT FILES OFR} Until termlnatlon of Until obsolete or
Construction of new bulldings, major ownership plus 6 years suparsedad
renovatlon and add!tlons,
13 MINOR CONSTRUCTION PROJECT FILES OR | Completion of project Untli completion of
Rooflng, paving, minor renovation and plus 6 years ’ project
repalrs,
14 ARCH! TECT /CONSULTANTRGONTRACT FILES OFR | Gmyears aften tnt il terminatfon of
termination of caniract contract
13 CONSTRUCTION LOG OFM| Parmanent None
16 SMALL WORKS ARCHITECT/CONSULTANT ROSTER CFM| Until superseded Until superseded

FOR THE ATTORNEY GENERAL

WB&S&P\M

FOR THE STATE AUDITOR

oSt

SSA-a4
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GENERAL RECORDS RETENTION SCHEDULE
- \ & DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

c ep-12 PAGE i OF 5 PAGES
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
FEDERAL GRANTS AND PROGRAMS SCHOOL DISTRICTS
Jan,l, 1986
|LE°h:ﬂ RECORDS SERIES TITLE & DESCRIPTION ;ul):a p————" RETENTION PERIODsE:onnAnY pr— cr‘;'\‘;E? Itiﬁn(;- DISPOSITION/REMARKS
1 GRANT APPLICATIONS

includes narratlive explanation of the

nature and purpose of the proposed

project, amount of funds requested,

matching funds, 1nkind contributions

and plan of work,

a, Successful Applications OPR! 3 yrs, after completion Untit completion Yes *Reference Federali Reglster:
of State Audifor's examl- { of grant project OMB A102 (see Appendix)
natlon report covering
grant expenditures*

+
resolutlon of other audits
or litigation Initiated
befora the end of the 3
yearppar! od

+
satlsfactlon of retention
requirements specifical ly
stated In the grant
Instructions or grant
agreement.

b. Unsuccessful Applications OFMI 1 year 1 year Yes* *Selected flles potentlal Iy

arch ival
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATEAARCHIVIST
“Tharsenie B xL, %A y .
WI chaen e/ Jgﬂuﬂﬁ éa?(/%;w
$SA 44 [y D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

Sp-12

PAGE 2 oF 5

PAGES

SCHEDLILE TITLE

FEDERAL GRANTS AND PROGRAMS

SCHEDULE APPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan., 1, 1986

'LEDM RECORDS SERIES TITLE & DESCRIPTION

OPR
OFM

RETENYION PERIOD

PRIMARY COPY

SECONDARY COPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

2 GRANT AGREEMENT

Official statement of The terms and
conditions of The grant agreed upon and
slgned by the grantor and the grantes

3 PROJECT REPORTS

Statement on progress, problems and
success In the completion of the grant
project, Including perjodic, annual,
speclal and finai reports.

OPR

OFM

3 yrs. after completion
of State Auditor’s examl-
nation report covering
grant expendl tures®

+
resolution of other audlts
or litlgation Initlated
before the end of the 3
year period

+
satlsfactlon of retention

-

requlrements specliicallly
stated in the grant
Instructions or grant
agreement,

3 yrs. atter completlon
of State Audltorts exami-
natlon report covering
grant expenditures*

+
resolution of other audlts
or [itigatlon inltiated
before the end of the 3
year period

+
satisfactlon of retention
requirements speci fical iy
stated In The grant
instructlons or grant
agreement.

Untl| completion of
grant project

1 year

Yes

Yest

*Reference Federal Reglster:

OMB A102 (see Appendlx)

*Reterence Faderal Reglster:

OMB A102 (see Appendlx}
+Selected filas potential ly
archival

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

o oot/

SSA-44

D-348
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMSER
REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 3 oF 3 PAGES
Sp-12
SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFFECTIVE DATE
FEDERAL GRANTS AND PROGRAMS SCHOOL DISTRICTS
Jan. 1, 1986
ITEM GPR RETENTION PERIQD AR- [ MicrRo.
NO, RECORDS SERIES TITLE & DESCHIFTION o%’:u PRIMARY COPY SECONDARY COPIES ™| chiverl FiLmy DISPOSITION/H.EMARKS
4 WARRANTS/CHECKS OFR| © years or untl} None No
Cancel led and refurned warrants or satisfaction of grant
checks from transactlons invelvling audit requlrements,
grant funds, whichever 1s lorger
3 VOUCHERS OPR} 6 years or until 3 yrs after final No
Offlclal statement authorizing payment satisfaction of grani expondl fure report or
for goods and services from trans— audlt requlrements annual Flnancial
actlons Tnwelving grant funds. whichever is longer, Status Report
[ WARRANT, CHECK OR VOUCHER REGISTERS O] & yoars or untli 3 yrs. after final No
Numerlcal Ilstings of checks, warrants satisfaction of grant expenditure report or
and vouchers from fransactlons audlt requirements, annual Financial
lowolving grant funds, whichevar is _tonger. Status Report
7 ANNUAL F1NANCIAL ‘STATUS REPORT OFM| 3 yrs, affer completion |_year Yes *Refarence Federal Reglister:
Annual report submitied for contlnulng of State Audltoris, exami- OMB A102 (see Appendix)
grants contalnling \summarles ‘and nation report covering
breakdowns of expenditures for the grant expendltures*
past year, +
resolution of other audits
of litigation InTtiated
before the end of the 3
- year perlod
+
satisfactlon of retentlon
requirements specifically
stated In the grant '
Instructlons or grant
agreement.
FOR THE ATTORNEY GENERAL . FOR THE STATE AUDITOR FOR THE STATEAARCHIVIST
§SA-44 D-340
i
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1‘0 GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

5D-12

PAGE 4 OF 5 PAGES

SCHEDULE TITLE

FEDERAL GRANTS AND PROGRAMS

SCHEDULE APPLICABLE TC

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

ITEM
NO,

RECORDS SERIES TITLE & DESCRIPTION

OPR

RETENTION PERIOD

OR
OFM

PRIMARY COPY

SECONGARY COPIES

AR- | MICRC-
CHIVE?| FILM? DISPOSITION/REMARKS

FINAL EXPENDITURE REFORT

End of a project report accounting for
the expenditure of grant funds (sub-
mltted for non-contlnuing grants),

FINANC [AL SUPPORT DOCUMENTS

(Continuing Grants)

Worklng papers, such as summaries, spread
sheets and other data reflecting The
expendlture of grant funds.

QOFM

OFM

3 yrs. after completlon
of State Audltor's exami-
natlon report coverlng
grant expend!turaes*
. +
resoiutlon of other audlts
or litigatTon Initlated
before the end of the 3
year perlod

+
satisfactlon of retentigh
requlirements speclfically
stated in grant Instruc-
tlons or agreement.

3 yrs, after compietion
of State Audiioris exami-
natlon report covering
grant expendlturas®

+
resolutlon of other audits
or litigation Ialtiated
before the end of 3 year
period

+
satlisfaction of retentlon
requlrements specl fical ly
stated in grant fnstruc~
tlons or agreement,

t year

i year

Yes *Reference Federal Reglster:
OMB A102 {see Appendix)

Yes *Reference Federal Reglster:
MB A102 (see Appendlx)

FOR THE

ATTORNEY GENERAL

FOR THE STATE AUDITOR

it/

SS5A-44

-34885



GEN E&,HSégfgl?&‘?osNaiLﬁ-ﬁgggAsﬁgENDULE DISPOSITION AUTHGRITY NUMBER

REFERENCE: RCW 40.14.070 & WAC 414-24-050 SD-12 PAGE 3 OF 5 PAGES

wZ-4

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

FEDERAL GRANTS AND PROGRAMS ‘ SCHOOL DISTRICTS
Jan. 1, 1986

\TEM oA RETENTION PERIOD
A RECORDS SERIES TITLE & DESCRIFTION OR
: OFM PRIMARY COPY SECONDARY COPIES

AR-  { MICRO-
CHIVE?| #ILM?

DISPOSITION/REMARKS

10 FINANCIAL SUPPORT DOCUMENTS OFM Y 3 yrs, after completion 1 year Mo *Retarence Fedaral Register:
(Non-Cont inuing Grants) . of State Auditoris exami- B A102 (see Appendix)
Working papers, such as summaries, spread natlon report covering
shaets and other data ref lecting the grant expendi tures®
expandi ture of grant funds, +
' resolution of other audlts
or litigation initiated
before the end of the 3
yaar pariod

+ .
satisfaction of retention
roqul rements spaclfical iy
stated In gant Instruc-
tionms or, agreement.,

11 STATISTICS OFM ) 3 yrs, after canpiation 1 _year Yas+ im*Refarenca Faderal Register:
of State Audl tor's) exami- 0MB A102 (see Appandix)
nation report coverimg
gant expendituras*

+ t+Selected files porential ly
resolutlon of other audlts ar ch i val
or lltigation Inltiated
bafore the end of the 3
year period

+
satlsfact lon of retentlon
requlremnts speciflcalliy
stated In grant Instruc-
tions or ageement,

i2. | SURVEY OF PARENTS OR GUARDIANS LIVING OR OFM | Satisfaction of retention | Mone
WORKING ON FEDERAL PROPERTY (PUBLIC LAW 874) requirements specifically
stated in grant instruc-
tions or agreement.

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE AFﬂ'IIUIS'I‘

Ww chawn o ot/ mgﬁ%f/e%&;

D-3486

SSA-44
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GENERAL RECORDS RETENTION SCHEDLLE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

SD-13

PAGE 1 OF 2

PAGES

SCHEDULE TITLE

FOOD SERYVICES

SCHEDULE APPLICABLE TO

SCHOOL DIiSTRICTS

EFFECTIVE DATE

Jan. 1, 1986
ITEM iy RETENTION PeMIoR AR- | MICRO- DISPOSITION/AEMARKS
NO. RECORDS SERIES TITLE & SESCRIPTION oFM PRIMARY COPY SECONDARY COPIES SHIVEZ] FILM7
1 CATERING REQUESTS FM| 3 years after complietion i year
Request for use of kitchen and of State Auditor!s
supplying of food and labaor, axaminat ion report
2 FOOD SERVICE ORDERS FM| 3 years after complief ion i year
For supplies needed to operate of State Auditor's
school lunch program. examinat lon report
3 DAILY LUNCH & MILK COUNT REPORT FM; 3 years after compietion I year
Dally record of meals and mlik ot State Audltor?'s
sarved, Comp leted byWkitchengand/ axaminat lon report
or funch roam servers,
4 FREE OR REDUCED PRJICE LUNCH APPLICATION OFM | 3 years Nana
Appllcations for reducedior free )
lunch in compliance wlth National
School Lunch Act.
5 MEAL TICKETS FM | 3 years after complefion i year Only 3 wonths [f meal
Prepaid funch tickets, " I of State Auditoris ticket log Is kept.
axaminat fon report
6 MEAL TICKET LOG FM | 3 years after completion i year
Listing of meal tickets issued, of State Audltor's
including number, date, name of examlnat lon report
purchaser and/or reciplent and
amount pafd,

FOR THE ATTORNEY GENERAL

W%Cﬁm

FOR THE STATE AUDITOR

i Socatt

FOR THE STATE

HIVIST

SSA-44

, UW%@ML

D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMSER

SD-13

PAGE OF

PAGES

SCHEDULE TITLE SCHEDULE APPUICABLE TO EFFECTIVE DATE
FOOD SERVICES SCHOOL DISTRICTS
Jan. 1, 1986
ITEM OPR REYENTION PERIOD _
Ny RECORDS SERIES TITLE & DESCRIFTION o8 prrsyPrpm— P v b | MICRO- DISPOSITION/REMARKS
7 STOCK CONTROL RECORDS FM| 3 yoars after complet ion Unt il superseded
Listing of food |tems, supplies of State Audltor!s
and commditles used for manual examlnat lon report
count of inventory on hamd,
8 STOCK INVENTORY REPORT SUMMARY FM| 3 years after campletion i year
Frepared from stock control of State Audiior's
records and food service orders, examination report
Lists quentities on hand, recelived,
used, and unlt prices, -
9 FOOD HANDLER'S PERMIT OFM | UnTil superseded None
Permit renewed every two years,
10 SITE HEALTH PERMIT OFM Uat il superseded hone
Annuai renewai for klifchen,
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE AREHIVIST :
‘rarjerie Behaen i o / o P
$5A.44 bl il a e

0-346
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ww [ GENERAL RECORDS RETENTION SCHEDULE

HORITY
& DESTRUCTION AUTHORIZATION PISPOSITION ALTHORITY NUMBER
(_} . REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF 2 PAGES
4 o : sh-14
SCHEDULE TITLE SCHEDLULE APPLICABLE TQ EFFECTIVE OATE
HEALTH SERVICES SCHOOL DISTRICTS
Jan. 1, 1986
OPR RETENTION PERIQD an | m
TEm RECORDS SERIES TITLE & DESCRIFTION o p—rT— pT——— citrver| e DISPOSITION/REMARKS
i MEDICATION ADMINISTRATION CASE FILES OFM | Age 18 + 3 years District option Raference RCW 4,116,350 Limita-
Includes physician/parent authorization tlons of actions for health
and account of number and dosages care or ralated sarvices
adminlstered.
2 CERTIF ICATE OF IMMUMIZAT ION OFM | Until termlinatlon of District option Orlglnal should be sent to new
(DSHS 13-263) earal Iment school In ewnt of out of dis-
trlct transfer and recommend
the secondary copy be retained
as part of student cumulative
fol dary
3 HEALTH ROOM REGISTRY FM |1 year hayear
Log of students peporting to health
of f lce because of b lness/l njury.
4 COMMUNICABLE DISEASE REPQRT OFM | Unt i summary submitted End of schoal year
Includes data collected fram schools to local health dapt,
and summary report.
5 HEALTH SCREENING REPORTS OFM | Unt il data transferred i year
Includes followlng tests: to Pupli Health Card
3. Scollosis (mandatory test) or folder,
b. Visien (mandatory test)
¢. Hearing {mandatory test)
d. Dental {optlonal test)
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITCR FOR THE STATE
. . : ’ - i / 7% ”

8SA-ga : g i D-348
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GEMERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

Sh-14

PAGE 2 OF! 2

PAGES

SCHEDULE TITLE

HEALTH SERVICES

| SCHEDULE APPLICABLE TG

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 198a

of abuse. Submltted to DSHS Chlid
Protective Services.

ITEM OPR RETENTION PERIOD an- | MiCRS: '
NG, RECORDS SERIES TITLE & DESCRIPTION OOF?J P — SECONDATY COPIES chiver| miow? DISPOSITION/ REMARKS
6 PUPYL HEALTH CARD OR FOLDER OFM | Untll transferred to None
Screening results, nursefs notes, data student cumuiative
recorded from information submltted by record or folder,
parents/doctors, record of notlflcation
fo parents, health assessments,
7 CHYLD ABUSE REPORTS OFM| (Child Protection (Distrlct)
Reports compiied by district personnel Services) 1 year
regarding puplls who may be victims 6 years

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

i ot

FOR THE STATEA/RCHWVIST

55A-44
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D-348
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
"E‘/ REFERENCE: HCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

Sp-15

PAGE 1 OF 1

PAGES

SCHEDULE TITLE

I ND IVIDUAL SCHOOL ARCH IYAL MATERIALS

SCHEDULE APFLICABLE TO

CHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

ITEM

NO. AECOADS SERIES TITLE & DESCRIPTION

OPR

RETENTION PERIOD

aFM PRIMARY COPY

I SECONDARY COPIEE

AR-
CHIVE?| FILM?

MICRO- DISPOSITION/REMARKS

1 SCHOOL HiSTORY MATERIAL

2 GRADUAT ING CLASS HISTORY FILE

3 YEAR BOOK

4 COURSE DESCRIPTION CATALOG

5 STUDENT HANDBOOK

6 SCHOOL BULLETINS AND NEWSPAPERS

7 ANNUAL HIGH SCHOOL REPORT FOR STANDARDS AND ACCREDITATION

g REPORT OF EVALUATION OF ACCREDITATION

9 STATEMENTS OF GRADUATION REQUIREMENTS

THE FOLLOM ING TYPES OF MATERIALS ARE DESIGNATED AS ARCHIVAL AND SHOULD BE PRESERVED
FOR HISTORICAL VALLE BY SCHOOL DISTRICTS OR TRANSFERRED TO NEAREST STATE ARCHIVE BRANCH

Inciuding dedication bul letins, evalwtlons, letter awards, photographs, scrapbooks, and ofther historical materlals.

Containing such material as: graduation list, commencement and baccalaureate services programs, final grade polnt, cumutative class rank, diploma
order {ist, awardsgllsi/honer roll ysendesgactivithessand othergelass 1tems for,cliasspreunlens orghdstor lcal purposes.

FOR THE ATTORNEY GENERAL

FOR THE 5TATE AUDITOR

2

FOR THE §TATE ARCHIVIST

BEA

D-340
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GENERAL RECORDS RETENTION SCHEDULE
O H
& DESTRUCTION AUTHORIZATION PISPOSITION AUTHORITY NiMBER
REFERENCE: RCW 40.14.070 & WAC 41 4-24-050 PAGE 1 OF 1 PAGES
Ty SD-16
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
L.LEARN ING RESOQURCE CENTERS SCHOOL DISTRICTS
Jan. 1, 1986
TEM QPR AETENTION PERIOD ar | micro )
NO. RECORLS SEAIES TITLE & DESCRIPTION DOF.:N PRy COPY SECONDARY COPIES CHMIVET| FILM? DiSPOSITION/REEMARKS
1 RESOURCE CENTER SHELF LIST/INVENTORIES OFM Unt1! superseded plus None
AND TEXTBOOK SHELFLIST compietion of State
Audl tor's examinatlon
report
2 BOOK LOSS REPORT OPR| 6 years Until superseded
FOR THE ATTORNEY GENERAL 1 FOR THE STATE AunITOR 7( FOR THE STATE AHCHIVIST
WB&M‘LOJD\) L Q%ZZé ,
o~ T D-346
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fa GENERAL RECORDS RETENTION SCHEDULE

= DISPOSITION AUTHORITY NUMBER
S & DESTRUCTION AUTHORIZATION
Tuvitjoutn REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF 1 PAGES
O : sD-17
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DAYE
MAIL SERVICES SCHOOL DISTRICTS
Jan. 1, 1986
(41,0 AETENTION PERIOD .
HTEM RECORDS SERIES TITLE & DESCRIPTION o p————— P ——p— ooy | MR- DISPDSITION,REMARKS
1 RECEIPTS FOR GOODS AND SERVICES OPR 6 years uUnt I campleticn
of State Auditor's
axaminat fon report
2 POSTAGE METER LICENSE OPR | 6 years Unt i suparsedad
3 POSTAGE METER LOG . OFM | Untll completion of None
State Auditorts
axaminat lon report
4 CERTIF IED MAIL RETURNWRECE IRPT CFM 3 yoars Mone
5 CERTIFIED AND REGISTERED MAIL LOG FM | 3 years Mone
For inconing and_outgoing mali.
6 BULK MAILING PERMIT PR 6 years Nona
7 SENDER'S STATEMENT AND CERTIFICATION OFM | 3 years None
OF BULK MAILING
8 POSTAGE EXPENDITURE REPORY OFM | Unt it completion of i year
State Auditoris
examlnat lon report
9 uU.P.5, REGISTER OPR | 6 years Nonae
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR o FOR THE STATE ARCHIVIST
< /Ma&7 {"MML

SS5A-44 D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: ACW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

PAGE 1 oF 2

PAGE
Sp-18 y
SCHEDULE TITLE SCHEDULE APPLICABLE TQ EFFECTIVE DATE
MAJ NT ENANCE SERVICES SCHOOL DISTRICTS ‘
Jan, 1, 1986
TEM OPR RETENTION PERIOD AR |wmicRo.
iy RECORDS SERIES TITLE & DESCRIPTION an pre— pre———— chaver | Pty DISPOSITION/REMARKS
1 ENG INEERING AND ARCHITECTURAL DRAWINGS OFM | Untkl disposal and/for Unt 1! complet lon Dupllcates should: be avallable
Arch itectural , structural, plumbing, sale of buiiding and of project and stored of f-slte for
alectrical, etc. slte Essentlal Records protection,
Microftilm Is Inexpensive and
cons ldered a sujfiab fe
substltute.
2 BUILDING SPECIF IGATIONS OFM{ Untii disposal and/or untll compietion Same as above
sala of buliding and of project
site '
3 QPERAT ING MANUALS OFM | tnt 1l disposal and/or Unt il superseded Same as above
Prepared by contractors for use of sale of bullding and
the district in malatalning equlpment site
installed in bulldings.
4 MAINTENANCE HISTORY FOLDER OFM ] 6 years except capital None
File foidars for each bullding wh ich Impr ovemant documants
may have: malintenance performed, work W ich shouid be kept
orders, purchase orders, coples of as long as site Is
state and/or insurance companies District property
inspection reports, :
5 WORK ORDER OFM | Until completion of 1 year
Request for performance of maintenance State Auditor's
work, may show location, date of request examination report
work to be performed, etc.
FOR THE ATTOANEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARAHIVIST ‘
A et v Bl e an M‘ﬂ/%ﬂf/ ZQ/U T eard e
L £ ‘ M
SSA-44 ¢

e
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{mnw i(?) .
et 4 GENERAL RECORDS RETENTION SCHEDULE
i & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER
{_L!_u:;:'-':m REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 oF 2 PAGES
“ Sp-18
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
MAINTENANCE SERYICES SCHOOL DISTRICTS Tan. 1. 1986
- 4
QPR RETENTION PERIOD y
';%'{" RECORDS SERIES TITLE & DESCRIFTION OOF':A peeTPrRp— PP (:I?I’\'r!-:? ";'lf;? DISPOSITION/REMARKS
6 BOVLER YESSEL REPQRTS OFM| 6 months None
a) Report of boller Inspaction by
custodlan.
b} Report of boller or hot water tanks Expliration of bolier Naone
by Insurance Company or Labor cartiflicate
& Industrles,
7 FIRE EXTYNGU}SHER 1NSPECTION TAGS OFM| Untll superseded None
Prepared by Flre Departments or private
flrms,
8 DPERATING PERMITS OFM| UntHl superseded Nane
Boller, elevators.
FOR THE ATTORNEY GENERAL FOA THE STATE AUDITOR FOR THE STAT|
WB&S&P\M M;/Jﬂd(/ ﬁ%fﬁ 2%
[ ’ D-3486

SSA-44
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GENERAL RECORDS RETENTION SCHEDULE

UTHORMTY ER
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY ruka
REFERENCE: HCW 40.14.070 & WAC 414-24-060 PAGE oF PAGES
5D-19
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
NON~-RECORD MATERIALS SCHOOL DISTRICTS Jan. 1, 1986
TEM OPR RETENTION PERIOC .
No. FIECOADS SEAIES TTTLE & DESCRIFTION oFm FRIMARY COPY | SECONDARY COPIES chven | "ruser PIEFOBmIGN/REMARYS
THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATHD AS NON~RECORD AND
MAY BE DISPOSED OF AS SOON AS THEY HAVE SERVED THE IR PURFOSE,

1 Catalogs, trade Journals, and other printed or published mterials recelved from ofher of fices, commercial firms, or private Institutions which
require no action and are not needed for doaumantary puposes.

2 Electrostatic, photocopy, magnetic, or other type of copy of correspidence, completed forms, and bulletins, prepared for reference and
Informationai distribut iong

3 LeTters of transmittal which do not add any laformatien.fo the transmitted material .

4 Ml scel lanecus notices/or mameranda whlch do not ralate to tha functional Tesponsiblity of the agency, #.9., notices of communlty atfalrs, empioyee
maet Ings, holidays, ’

5 Preliminary drafts of letters, memoranda, reports, worksheets, and Informal notes which do nof represent significant basic steps in the preparation
of record documants, '

6 Reproduct lon masters, such as stenciis, hectograph masters and offset plates.

7 Routing slips used fo direct the distribution of documents,

8 Storthand notes, stenotype tapes, computer disks, and tape recerdings which have been franscr [bed inte typewritTten or printed form.

9 Stocks of agency publications, ftorms and printed documents, preserved for supply purposes, whlich are superseded, outdated, or otherwise valusless
Except for accountable forms which must be examined by the State Auditor's of fice bafore bwlng destroyed., Procedures for disposing of accountable
or negotlable forms are on the next pags.

10 Telephone messages, "While You Were Away" silps, check sliips or simiiar forms used fo convey nmon=-poiicy |nformational messages.

FOR THE ATTORNEY QENERAL

FOR THE STATE AUDITOR

FOR THE STATE ARCHIVIST

PRSI

D-346



WASHINGTON STATE RECORDS COMMITTEE
AUDIT REQUEST AND DESTRUCTION CERTIFICATE

(UNUSED PRE-NUMBERED ACCOUNTABLE FORMS)
REFERENCE RCW 4

PART I, AGENCY LIST AND REQUEST

TDEPARTMENT OR AGENGY -

J OFFICE OF RECORD {P1VISIoN, £TC.] YOLUME OF RECORDS [N CUBIC

FEET, FILE ORAWERS ~

TITLE OF RECCORDS SERIES INCLUSIVE DATES INCLUSIVE NUMBERS

It is requested that the above lisred unused or voided pre-numbered forms be sudited, destroyed

and certified as vo destruction,
NAME AND TITLE OF RESPONSIBLE OFMICER OF REQUESTING AGENCY

QATE

PART 2. VERIFICATION

1 certify that the uasused or voided pre-numbered forms listed above have been audited and verified
approved for destruction,

S3IGNATURE OF INTEANAL AUDITOR OR RECQRDS oF FICER

by series and number and are hercby

OATE

PART 3. DESTRUCTION CERTIFICATE
This is to certify that the above listed and sudiced forms have been destroyed by shredding, burning or pulping beyond any recognizable

or usable form on __ 19 , in accord with the provisions of RCW 40.14,
STATE ARCHIVIST, CERTIFYING INTERNAL AUDITOR OR RECORDS OFFICER DATE
S8A-55

B-34 A
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& DESTRUCTION AUTHORIZATION

L=

Mf} GENERAL RECORDS RETENTION SCHEDULE

{_}-g;;‘ﬁ é,l REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHORITY NUMBER

SD-20

PAGE 1 oF

PAGES

SCHEDULE TiTLE

SCHEDULE AFPUICABLE TO

EFFECTIVE DATE

PAYROLL/PERSONNEL SCHOOL DISTRICTS
Jan. 1, 1986
orn RETENTION PERIOD .
TEm AECORDS SERIES TITLE & DESCRIFTION on ppT— P —— oy | MiCRO DISPOSITION/REMARKS
1 EMPLOYEE PERSONNEL FILES OPR | 6 years after i year after
Parsonal iy l1dentifiable information temination of tarmination of
gathered durlng an Individual®s Term employment employment or tfransfer
of employment.
2 EQUAL EMPLOYMENT OPPORTUNITY INOUIRY FORM OFM | 2 years 1 year
{EEDQ)
3 EMPLOYMENT REQUISITION/PERSONNEL ACTION OFM | 2 years 1 year
REQUEST
May contalin position speciticatlons,
neads analysis asd authorizatlion
signatures,
4 JOB ANNOUNCEMENT OR POSTING OFM | 2 years Non'e
5 EMPLOYMENT INTERVIEW EVALUATION FILES OFM | 2 years Nena
May Include tists of eligible applicants,
screening chack list and infaerview
questionnalres.
6 EMPLOYMENT APPLICATION - NON-HIRED FM| 1 year None
7 EMPLOYEE CONTRACTS
a. Final coniracts, [ncludes subsequant OPR | 6 years None
riders iIssued.
b. Confracts suparseded within fiscal OFM | Unt 11 complet lon of None
year. Stata Auditoris
axamlnat lon report,
8 PROFESSIONAL CREDIT COMMITTEE FILE GFM | Unt il terminaT lon of Mone
Evaluation of applications for recognition emp{oyment
of non-coi lege credit courses,
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST

A Ut

D-346
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T drchires

; v GENERAL RECORDS RETENTION SCHEDULE

DISPOSITION AUTHORITY N
W & DESTRUCTION AUTHORIZATION on AU UMBER
HH"‘E' REFERENCE: ACW 40.14.070 & WAC 414-24-050 PAGE 2 oF 4 PAGES
Lo : 5D-20
SCHEDULE TITLE SCHEDULE APPLICASLE TO EFFECTIVE DATE .
PAYROLL/PERSONNEL SCHOOL DISTRICTS
Jan. 1, 1986
OPR REVENTION PERICD . )

e RECORDS SERIES TITLE & DESCRIPTION o —_—— P — chrver] mams DISPOSITON/REMARKS
9 JOB CESCRIPTIONS ' OFM | Unti) superseded Untll superseded
10 EMPLOYEE DIRECTORY OFM | Until superseded Until superseded

DISTRICT MUST BE AWARE THAT EACH DISTRICT IS RESPONSIBLE FOR PROVIDING INFORMATION FOR THE DEPARTMENT OF RETIREMENT SYSTEMS AUDITS OF EMPLOYEE
PAY HISTORY. THIS INFORMATION INCLUDES HOURS WORKED AND GROSS PAY PER CALENDAR MONTH, FOR THE ENTIRE TERM OF EACH EMPLOYEE'S EMPLOYMENT.
CHOICE OF RECORD SERIES FOR LONG-TERM VERIFICATION OF RETIREMENT ELIGIBILITY SHOULD BE COMFIRMED WITH STATE RETIREMENT SYSTEM.

1 EMPLOYEE PAYROLL STATUS
a, For districts using, Personnel Action OFM | Until data entered and None
Request Form, verifled
b. For districts not using Personnel OFM] Until| completlon of Unt i suparseded
Action RequesT Form, State Auditorts
examination report.
c. For districts using Employee Payroll OFM | 6 years None
Status as a substitute for time
sheets, .
12 MONTHLY TIME CARDS/SHEETS/REPORTS | oer |6 years¥ Until completion of *Reference; Federal Register
. L State Audlforis OMB A102 (see Appendix)
Inctudes sick leave activity examinatlon report
13 LEAVE REPORTS OFM | Until completion of | year
State Audltor's
examinatlon report
14 | TEACHER SUBSTITUTE REPORT OFM |Unt1l completion of None
State Auditorls
examination report
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST ‘
‘Mo Bochawy | i Kot ot
S8A.44 / ‘ D-346
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jJD GEMNERAL RECORDS RETENTION SCHEDULE
= & DESTRUCTION AUTHORIZATION
“'f.y . REFERENCE: RCW 40.14.070 8 WAC 414-24-050

DISPOSITION AUTHORSTY NUMBER

sD-20

PAGE 3 aF 4 PAGES

EFFECTIVE DATE

finai payrol!l report

SCHEDULE TITLE SCHEDULE APPLICABLE TO
PAYROLL/PERSONNEL SCHOOL DISTRICTS
Jan. 1, 1986
OPR RETENTION PERIOD )
e AECORDS SEAIES TITLE & DESCRIFTION of.::ra!‘ e PP —— cmer MICRO- DISPOSITION/REMARKS
15 PAYROLL WARRANT REGISTER OPR | 6 years® Untl! completion of *May be needed as long-term
State Auditorfs verlfication of retirement
oxaminatlon report ellgiblllty. See comment
above 1tem 11,
i6 CANCELLED WARRANTS/CHECKS OFM| 6 yaars None
17 MEDICAL !NSURANCE LESTINGS OFM{ Untii superseded plus None
complation of State
Audltorts examfnation
report
18 LISTINGS OF OTHERIPAYROLL DEDUCTIONS OFM | ‘Untll supersededdplus None
canpietion of State
Audi tor¥s exami{nation
report
19 BENEFIT DETAIL REPORTS OFM 6 years None
Automated or Manual, Lists district/
employes payments on benef its,
20 AUTHOR 1IZATION FOR PAYROLL DEDUCTIONS OPR | Termlnation of author- None
May iInclude tax sheltered agreements, fzatlon or agreement
medical Insurance, credit unlon, and plus 6 years
other deductlons.
21 GARN | SHMENTS OF M (Superlor Court) {DIstrict)
Permanent Until satisfaction
22 PRELIMINARY PAYROLL REPORT OFM 1! Until verification of Mone

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR :

el i X

FOR THE STATE ARCHIVIST

L. oWty

55A.44

J i p-348




8E=1

(:LI.!' ]

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

DISPOSITION AUTHORITY NUMBER

SD-20

PAGE

4 OF 4

PAGES

SCHEDLULE TITLE

SCHEDULE ApPLICABLE TO

EFFECTIVE DATE

PAYROLL/PERSONNEL SCHOOL DISTRICTS
Jan. 1, 1986
EM OPR RETENTION PFERIOD AR- MICRO-
NO. HECOHE‘!B SERIES TITLE & DESCRIPTION OoFil PRIMARY COPY SECONDARY COMES civer| mim? DISPDSITIDN/I’EMARKS
23 STATE RETIREMENT SYSTEM FORMS OFM Unt il completion of None *This serles may need o be
State Audltor's retained untli long-tam
examlnat lon report® balance Issues are settied
with State Retiremeat SysfTems
or for 6 years to wrify
tram fer of money.
24 FEDERAL WAGE AND TAX STATEMENTS oM 4 yaars None
25 AUTHOR IZAT1ON FOR DIRECT PAYROLL oFM Until transferred to None
DEPOSIT aancel latlon flle
26 CANCELLATION OF AUTHORIZATION OFM 4 years None
FOR DIRECT PAYROLL.DEPOSLY
27 DIRECT PAYROLL DEPOSIT PRE-NOTE DATA OF M I _year Mo ne
28 DETALL OF DIRECT PAYROLL DEPQSIT OFM | vear None
ENROLLEES
2 DIRECT PAYROLIL DEPOSIT TRANSMITTAL OFM | Untli complet lon of Nohe
LISTINGS State Auditor!s
axamlnat lon report
30 DIRECT PAYROLL DEPQSIT HASH SHEET OF 1 year MNone
FOR THE ATTORNEY GENERAL FOR THE STATE AUDIFOR FOR THE STATEARCHIVIST

SS5A-44

beee Dot

D-348
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

-

P REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 oF 2 PAGES
| P . SD - 2 l
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

P LRCHA St NG /WAREHOUSE SCHOOL DISTRICTS

Jan. 1, 1986
RETENTION PERIOD

e RECORDS SERIES TVTLE & DESCRIFTION :;::E: Prp P — v — | MERC- DISPOSITION,AEMARKS

i BIDS AND FORMAL QUOTES

A. Successful

B, Unsuccessful

Inciudes specifications and/or condiTlons

2 PRICE CHECKS AND INFORMAL QUOTES

3 PURCHASE ORDERS AND/OR PURCHASE
REQUISITIONS

4 W I THDRAWAL /CANCELEAT 1 ON/CHANGE
PURCHASE ORDER

5 DAMAGE AND LOSS CLAIMS

6 REQUISITIONS

7 DEBIT/CREDIT CHARGES

8 DEL I VERY RECEIPT = INTERNAL

OPR 6 yoars?®

oFM Unt i1 comp letion of
State Auditor's
axaminat lon report

OFM 1 Year

OPR 6 Years
(Accounts Payabla)

OPR 6 _Years

COFM Unt i1 complet lon of
State Auditorts
axaminat lon repart

FM Unt bl complet lon of
State Auditoris
axami nat lon report

oM Unt || completion of
State Auditorts
axamlnation report

OFM Unt il completlon of
State Auditor's
examlnat lon report

None
None

None

Unt il completion of
State Auditor!s
axamlnat fon_report
Unt i1 complet ion of
State Audltoris

axaminat fon report

i year

I year

1 year

Note

*nless litigation is
pandlng.

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

FOR THE STATE ARCHIVIST

85A-44

D-348
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION DISPOSITION ALTHORITY NUMBER
REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 2 PAGES
SD-21
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
PURCHA S| N3 /WAREHOUSE SCHOOL DISTRICTS
Jan. 1, 1986
ITEM OPR RETENTION PERIOD R o )
o, RECORDS SERIES TITLE & DESCRIPTION o‘i':u prpepEe— P ———— e "‘H':'I'f,{‘" msvosmou{ngmnxs
9 INVENTORY - WAREHQUSE OFM Unt il superseded plus Unt il superseded
Year-end report completion of State
Audlitor's examinatlon
report
10 INVENTORY CHANGES /TRANSE ERS=- OF M Until completion of Untii after update *rimary copy may be with
MATERIALS/EQL i PMENT * State Auditoris wneral accounti ng.
axamination report
I
<
FOR THE ATTCRMEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST )
gy e Aelley F Mo teg
SSA-44 ' d 4 D-348
e
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISPOSITION AUTHORITY NUMBER

(_}_! REFERENGCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF ! PAGES
AR SD-22
SCHEDULE THLE SCHEDULE APPLICABLE TO EFFECTIVE DATE

SAFETY, EMPLOYEES SCHOOL DISTRICTS

Jan.

1, 1988

ITEM

Hey HECORBS SERIES TITLE & DESCRIFTION

QPR

OFM

RETENTION PERIOD

PRIMARY COPY

SECONDARY COPIES

MICROD-

AR-
CHIVE?| FILM?

DISPOSITION/REMARKS

i CERTIFICATION OF EMPLOYER AS SELF-INSURER

2 ACCIDENT REPORTS, EMPLOYEE

Mada out by employee, suparvisor and/or
doctor. Includes in-house reports and
other reports which are submitted to
other agencies as necessary.

a. Reportable accidents

b, Non-reportablle accidents

3 QCCUPATJONAL INJURIES AND ILLNESSES,
U.5. BUREAU OF LABOR STATISTICS LOG
AND SUMMARY

4 ACCIDENT CLAIM LOGS, DEPARTMENT OF
LABOR AND INDUSTRIES

5 COMPENSAT ION QUARTERLY REPORT

OPR | (Dept. of Labor & Unt il certlfication

Indusiries) withdrawn or
surendered,

M| (Dopt. of Labor & 10 years
industries}

FM | 3 yoars None

FM| 5 years 1 yaar

FM| 3 years None

OFM | (Dept., of Labor & Unt 11 compiet lon of

industries}

State Audltor's
axaminat lon report.

FOR THE ATTORNEY GENERAL

rgrjorieBdehasn

FORA THE STATE AUDITQR

shin St

FOR THE STATE

SSA-44
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 8. WAC 414-24-050

DISPOSITION AUTHORITY MUMBER

SD=-23

PAGE 1 oF 1

PAGES

SCHEDULE TITLE

SAFETY, FACILITIES AND EQUIPMENT

SCHEDULE APPLICAELE TO

SCHOOL DISTRICTS

EFFECYIVE DATE

Jan. 1, 1986

ITEM
NO.

RECORDS SERIES TITLE & DESCRIFTION

OFR
OFM

RETENTION PERIOD

PRIMARY COPY

SECONDARY COPIES

AR-
CHIVE?

MICRO-
FILM?

DISPOSITION/REMARKS

SAFETY INSPECTION, STATE NOTICE &
CITATION

NOTIFICATION OF PENALTY ASSESSMENT

FIRE INSPECTIONS CONDUCTED BY SCHOOL
DISTRICT

FACILYTY SAFETY HISTORY RECORDS
Cumulative record showing Inspection
cltatlons, corrections and other Infor-
matlon relating to continuing safety of
each district facility,

MINUTES OF THE MEETING, \SAFETY COMMITTEE

REFERENCE & INFORMATIONAL MATERIALS
RECEIVED FROM SAFETY AGENCIES
Bui letins, pamphlets, notlces.

HAZARDOUS MATERIALS

OFM

OFM

OFM

OFM

OFM

aFM

{(WISHA Of fice)

{(WISHA Office)

TermlInatlon of pollcy
plus 6 years

UntT) suparseded

3 years

Untll superseded

& years after removal of
substance

3 years

3 yoars

i year

Unti1 superseded

1" year

Untl |l supersedad

Until removal of sub-
stance

FOR THE ATTORNEY GENERAL

\manjenie Bdehasn

FOR THE STATE AUDITOR

SSA-44

p—
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISPOSITION AUTHOHITY NUMBER

55A-44

REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 oF 1 PAGES
o SD-24
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
SAFETY, STUDENT SCHOOL DISTRICTS
Jan. 1, 1986
OPR RETENTION PERIOD AR- MICRO-
‘L%"f' AECORDS SERIES TITLE & DESCAIFTION on P ——— SECONDARY COPIES cHIvE?| FiEm? DISPOSITION/REMARKS
i ACCIDENT REPORT, STUDENT OPR | 2 years after student 3 years
graduates
2 FIRE AND QTHER EMERGENCY DRILLS OFM} 3 years 1 year
3 INSURANCE LiST, STUDENT OFM I Until completion of Until completlon of
State Auditor's State Auditor's
examination report examlnation report
4 APPROVAL FOR USE OF PRIVATE VEHICLES OFM| 1 school year None
FOR SCHOOL TRANSPORTAT ION
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR % FOR THE STATE ARCHIVIST
) Zthe ‘ /ZQ%_ Pty
/ D-348
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPOSITION AUTHCRITY NUMBER

SD-25

PAGE 1 OF ‘ 1

PAGES

SCHEDULE TITLE

SCHEDULE APPLICABLE TO

EFFECTIVE DATE

{Schoot Board Minutes)

SECLR|TY SCHOOL DISTRICTS Jan. 1, 1986
e AECORDS SERIES TITLE & DESGRIPTION E:ZFE p—v— kbt Pemonsscnwmnvcowss s ] MICRO- DISPOSITION/REMARKS
| SECURITY PATROL LOG OFM } 2 years Mone

2 INTRUSION ALARM REPORT OFM | § year None

3 VANDAL | SM, CRIMINAL CASE REPORTS OFM | 5 years None

4 STATEMENT FOR RESTITUTION OPR | & years Until completlon of

Source document backup for bllling. State Auditorts
examination report,
5 SECURITY ANNUAL REPORT ORR | Permanent 1 year

FOR THE ATTORNEY GENERAL

FOR YHE STATE AUDITOR

o oot/

FOR THE STATE

CHIVIST

SSA-44

, Q,Ag okt ose

D-346
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GENERAL RECORDS RETENTION SCHEDULE

& DESTRUCTION AUTHORIZATION DISPOSITION SUTHORITY NUMEER
b REFERENCE: RCW 40.14.070 & WAC 414-24-050 ' PAGE 1 OF 3 PAGES
- P ' | SD-26 :
SCHEDULE TITLE SCHEDULE APPLICABLE YO EFFECTIVE DATE
STUDENT RECORDS SCHOOL DISTRICTS
Jan. 1, 1986
lLEDM RECORDS SERIES TITLE & DESCRIFTION :D:]i: PRIMARY COPY ReTeNTY PEHIODBECONDAnYcoplES c:‘lF\‘."E? M;IIE;?. DISPOSITION/REMARKS
STUDENT RECORDS DEF1NED
All personal |y Tdentiflable information
directly related to a student regardless
of nature or Jocation. Student records
are normally dlvided Tnto the following
records serles,
1 STUDENT PERMANENT RECORD OPR | Parmanent or until None * SUGGESTED PROCEDURES:
{Also known as GRADE TRANSCRIPT) microflimed & verifled *] Microfilm
Shows date of admlssion fo the school a Thls records serlfes may be
system and date ofigraduatiSn or exfent retalned permanently on
of progress befere withdrawal. ldentifles microfflm In |Teu of hard
student by legal nam@y,date of birth, COPYs
address and names of parents or guardlans. b Microf fiming must be done
May Tnciude one cardgfor eachpalementary, In_accord with standards
middle and high schoal. . Issued by the State Arch-
Ives and be approved by
the State Auditorts Offlce
as per RCW 40,20.020.

c Counselort's reports, com—
ments and other Informa-
tlon subject to deietlon
under the provislons of
the Famliy Educatlon
RIghts and Privacy Act
should not be mlcrofltmed,
but should be destroyed
according to the retention
porfods listed for Items 2
and 3 below.

(Reference Public Laws of
1975 §20 USC-1232g, 45 CFR
Part 99}
FOR THE ATFORNEY GENERAL FOR THE STATE AUDITOR ] FOR THE STATE,ARCHIVIST
Mharjoue Bdehan sl St/ B, 0
L WWANF - #
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el GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-C50

DISPOSITION AUTHORITY NUMBER

SD-26

PAGE 2 oF 3

PAGES

SCHEDULE TITLE

STUDENT RECORDS

SCHEDULE APPLICABLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 198§

TEM RECORDS SERAIES TITLE & DESCRIPTION El:l:: pepp Y e P ———— chiver| Py DISPOSITION/REMARKS
STUDENT PERMANENT RECCRD (con't.) 2 This records serles may
aiso be abstratted from
documents In the Student
Cumulative Record (ltem 2).
2 STUDENT CUMULATIVE RECORD OFM | 2 years atter date of None SUGGESTED PRCCEDIRE:
(Also known as STUDENT FiLE FOLDER) { graduation or withdrawal At end of retention perlod
Contalns information collected on each from hlgh schooi dastroy all §tem$ except
student in addition to the Permanent or Student Permanent Record.
Record or Transcript. 2 ysars atter withdrawal
(or no show) from ele-
mentary, middle or
Jun for_high
or
until requast by parent *Referencea Publlc Laws of
or student over age 18 1975 #20 UsC-1232g, 45 CFR,
to delete as per %he Part _99.
Famlly Educatlonal
Rights and Privacy Act,
3 CONFIDENT)AL REPORTS CFM | 2 years after date of | year Reference: WAC 392-171-621
(Also known as STANDARD REPCRTS, graduation or wilthdrawal
GUIDANGE REPORTS or SUFPPLEMENTARY REPORTS) from high schooi
Includas subjectlve reports and ancedotal or
information from outside agencles and ‘ 2 years after withdrawal
Indivlduals. Access Is raestricted to (or no show} from ele-
parents, guardians or the studants them— mentary, middle or junlor
selves (18 or older), high
or
untll request by parent
or student (18 or older)
tc delete as per the
FamTiy Educational RIights
and Privacy Act.

FOR THE ATTORNEY GENERAL

"MWMCP\MM

FOR THE STATE AUDITOR

FOR THE STATERARCHIVIST

§SA-44

—

.-:Q sy ?%Wv

D-346
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GENERAL RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

DISFOSITION AUTHORITY NUMBER

PAGE 3 oF 3 PAGES

Munpina REFERENCE: RCW 40.14.070 & WAC 414-24-050
C . 5D-26
SCHEDULE TITLE SCHEDULE APPLICABLE To EFFECTIVE DATE
STUCENT RECORDS SCHOOL DISTRICTS
Jan. 1, 1986
OFR RETENTION PERIOD
ITEM AR | MICRO- DISPOSITION/REMARKS
NO. RECQRDS SERIES TITLE & DESCRIPTION &1‘ CRIMARY COPY SECONDARY COPIES CHIVE?] FILM?
4 SPECIAL, HANDICAPPED & GIFTED STUDENT FM | 2 years affer graduation None SUGCEST ) PROCEDIRE :
PROGRAM FILES or withdrawal These records shouid be
Used to assess student placement and or soparated from the regular
progress In speclal programs, Includes 2 years after student Student Cumuiative File as per
reports and observat ions regarding turns 21 the limited access provisions
learning and behavior problems. of the Family Education Rights
and Privacy Act.
5 AUTHORIZATION FOR RELEASE OF STUDENT OPR | 3 years fNone

RECORDS

j

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

FOR THE STATE ARCHVIST
ﬁ/“ ;% : .
4
" ” g‘ u-W{/

SSA-44

7 D-346



g4

s, )

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

DISPOSITION AUTHORITY NUMBER

PAGE 1 oF 1

. PAGES
S 4 sSD=27
ECHEDULE THLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
TEACHING RECURDS SCHOOL DISTRICTS
Jan. 1, 198§
we OFR RETENTION PERIGD A o :
ey RECORDS SERIES TITLE & DESCRIPTION an PP P —— chirger | MacRO msposnrmu./nsmnxs
i GRALE BOOKS
a, Elementary OFMY 2 years None
b. Secondary OFM! 3 years Hone
2 LESSON PLAN BOOKS OFM| 1 year None
3 PARENTS/GUARDIANS FIELD TRIP OF M 1 school year Nona
AUTHOREZATION
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR % FOR THE STATE ARCHIAST
S5A-44 i | D-340
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GENERAL RECORDS RETENTION SCHEDULE :
& DESTRUCTION AUTHORIZATION (SPOSTTION AUTHORIIY suMBER
REFERENCE: RCW 40.14.070 & WAC 414-24-060 o8 PAGE 1 oF 1 PAGES
SD-
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE
TRAFFIC SAFETY SCHOOL DISTRICTS
Jan. 1, 1986
RETENTION Fefi0D
ITEM RECORDS SEAIES TITLE & DEECRIFTION :;,:IE‘. b i DISPOSITION/REIMARKS
1 APPLICATION FOR PROGRAM APPROVAL OFM 1 year after acceptance None
2 STUDENT PARTICIPATION LISTS QFR 6 years 1 year
Students completing course, completing
course recelving falling grades, and
students ot ficial ly wlthdrawn or
Transferred
3 STUDENT TRAFFIC SAFETY CERTIF ICATES OFM Until student reaches None
18 years of age
4 WASH INGTON STATE UNIFORM ACCIDENT REPORTS M 3 years 1\ yeas
5 APPLICATION FOR TRAFFIC SARETY EDUCATION OFM ntil after term as None
CERTIF ICAT JON/TEACHER'S AFFIDAVIT £OR traffic safety
CERTIFICATION TO BE A TRAFF IC SAFETY Instructor
INSTRUCTOR
& STUDENT PERMISSION STATEMENT OFM 1 year None
FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVISY
ngnjerie Boch : /@m Wery.
44 { “ D346
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GENERAL RECORDS RETENTION SCHEDULE
£y k & DESTRUCTION AUTHORIZATION

REFERENCE: RCW 40.14.070 8. WAC 414-24-050 SD-29 PAGE 1

DISPOSITION AUTHORITY NUMBER

OF 2 PAGES

0s-4d

SCHEDULE TITLE

TRANSPORTATION SERYICES

SCHEDMILE AFPLICABLE TO

SCHOOL DISTRICTS

EFFECTIVE DATE

Jan. 1, 1986

{TEM
NO.

OPR

RETENTION PERIOD

RECORDS SERIES TITLE & DESCRIPYION OR DISPOSITION/REMARKS
OFEM PRIMARY GOPY SECONDARY COPIES

1 GAS, OIL AND DEJSEL REPORTS FOR OFM | Unt 1l comp let fon of None
BUSES AND OTHER VEHICLES State Auditor!s
SPI reports prepared from this data. axaminat ion report,
May llst vehlicie number, amount of
fuel pumped, odometer readings,

2 BUS CONDITION CHECKLEST OFM | | ysar Unt 1§ completlon of
Daily svafuation of bus by drivers, work

3 BUS GARAGE WORK ORDERS OFM | Unt 1l completion of 1 year
Prepared by garage_or.shop parsonnel. State Auditor!s
Shows descrlption of work, time, examinat lon repert
parfs, employes parforming work.

4 NOTICE OF IMPROPER, CONDUCT OFM1 1 year None
{on tha bus}
May show bus reute, time of Incident,
nature of Incldant, student(s) nama(s).

5 BUS TRIP AUTHORIZATION OFM | Unt 11 complet lon of V year
May show school, nature of trip, date, State Auvditoris
destinatlon, mlles, number of pupils, axaminat ion raport
suparvisar, departure and +imes.,

& BUS TRIP TICKET LOGS OFM | Untll compiatlon of None '

Same data as above.

State Auditor's
examination report

FOA THE ATTORNEY GENERAL

g Behae,

FOR THE STATE AUDITOR

Mo St

SSA-44
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GENERAL RECORDS RETENTION SCHEDULE
8 DESTRUCTION AUTHORIZATION
REFERENCE: RCW 40.14.070 & WAC 414-24-050

DISPFOSITION AUTHORITY NUMBER

5D-29

PAGE 2 OF 2 PAGES

SCHEDULE TITLE

TRANSPORTATION SERVICES

SCHEDULE APPLICAHLE TQ

SCHOOL DISTRICTS

EFFECTIVE DATE

vehicle

Jan. 1, 1986
oPR RETENTION FERIOD y
Nor AECORDS SERIES YHTLE & DESCRIPTION o A P ———— chver| Ec DISPOSITION/REMARKS
7 BUS SCHEDULE FOR ALL SCHOOLS OFM| 3 years Unt il revised Potentlal exhlibit 1n any pos—
Shows route, stops and time for each slble Iltigation Inciudlng
bus. Inciudes state approved route map, accldents.
8 BUS OPERATIONS DAILY LOG OFM| UnTil compietlon of None
May show bus route, time trip began and ‘ State Audltoris
ended, number of puplis carried, drivers examination report
signature.
9 ACCIDENT REPQRTS OFM| Dlstrlct-3 yesars Washington State
Washington State Pairol, WashTngton State Patrolp=nbyyears
Patrol - 6 years (Dlstrlct-3 years}
10 APPLICATION FOR_MEDICAL TRANSPORTATION OFM|| Untll completlon af Nome
For students withymedlcal problems or State Audltor's
physical disabl]Iftles to recelve district examination report
transportatlon services,
1] VERICLE MAINTEWANCE LOG DFM | Until dispositon of None

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

S5A-44
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ABSENT NOTICE REPORT (Attendance), B-%

LABOR AND INDUSTRIES {(Safety,
Employees), B-4l

ACCIDENT REPORTS {Transportation
Services}, B-51

ACCIDENT REPORTS, EMPLOYEE (Safety,
Employees), 8-41

ACCIDENT REPORT, STUDENT (Safety,
Student), B-43

ACCOUNTS PAYABLE CONTROL (Accounts
Payable), B-3

ACCREDITATION AND EVALUATION REPORTS
(curriculum and Instruction), B=l16

ACCREDITATION CERTIFICATES {Central
Administration/Supesdntendentts
Office), B-11

ADMINISTRATIVE SUBJECT OR WORKING FILES
(Administrative Files/All Fumetional
Units), B-4

AFFIRMATIVE ACTION COMPLIANCE REPORTS
{Administrative Files/All Functional
Units), B-é

ANNUAL FINANCIAL STATUS REPORT {(Federal
Grants and Programs), 8-22

ANNUAL HIGH SCHOOQL REPORT FOR STANDARDS
AND ACCREDITATION (Individual School
Archival Materials), B-29

ANNUAL REPORTS (Administrative Files/
All Functional Units), B«5

ANNUAL REPORTS (Central Administration/
Superintendent 's Office), B-12

ANNUALS. See YEARBOOK

APPLICATION FOR DUPLICATE INSTRUMENT,

AFFIDAVIT AND BOND (Accounts
Payable), B-3

B-52

APPLICATION FOR MEDICAL TRANSPORTATION
{ Transportation Services}, B-51

APPLICATION FOR PROGRAM APPROVAL
(Traffic Safety’, B-49

APPLICATION FOR TRAFFIC SAFETY
EDUCATION CERTIFICATION/TEACHER'S
AFFIDAVIT FOR CERTIFICATION TO BE A
_TRAFFIC SAFETY INSTRUCTOR (Traffic
Safety), B-49

APPROVAL FDR USE OF PRIVATE VEHICLES
FOR SCHOOL TRANSPORTATION {Safety,
Student), B-43

ARCHITECT/CONSULTANT CONTRACT FILES
(Facilities Planning & Construction
Administration), B-19

ARCHITECTURAL AND ENGINEERING DRAWINGS.
See ENGINEERING AND ARCHITECTURAL
DRAWINGS

ATHRETEZTEAM ACHIEVEMENT®RECORDS
{athletics), B-7

ATHLETIC ELIGIBILITY RECORDS
(Athletlics), B-7

ATTENDANCE CARD (Attendance), B-9

AUTHORIZATION FOR DIRECT PAYROLL
DEPOSIT (Payroll/Personnel), B-38

AUTHORIZATION FOR PAYROLL DEDUCTIONS
{Payroll/Personnel), B-37

AUTHORIZATION FOR RELEASE OF STUDENT
RECORDS (Student Records), B-47

BANK STATEMENTS. See BANKING RECQRDS

BANKING RECORDS (Accounting, General),
B-1

BENEFIT DETAIL REPORTS (Payroll/
Personnel), B=37

BIDS, PUBLIC. See PUBLIC BIDS

o,

!s"vl!



BIDS AND FORMAL QUOTES (Purchasing/
warehouse), B-39

BOILER VESSEL REPORTS {Maintenance
Services), B-33

BONDS AND LEVIES. See SCHOOL BOARD
MINUTES, RESOLUTIONS, AGENDA &
NDTICES. See also ADMINISTRATIVE
SUBJECT OR WORKING FILES

BOOK LOSS REPORT (Learning Resource
Centers), B-30

BOUNDARY RECORDS (Central
Administration/Superintendent's
Office), B-12

BUDGET {Administrative Files/All
Functional tnits), B-5

BUDGET (Budget), B-10

BUDGET (Central Administration/
Superintendent's 0Office), B-12

BUDGET OFFICER'S MONTHLY BOARD
REPORT) (Budget) B-10

BUDGET STATUS REPORT-DEPARTMENT/
BUILDING (Budget}, B-10

BUDGET WORK PAPERS AND PRELIMINARY
DRAFTS (Budget), B-10

BUILDING AND SITE DATA (Facilities
Planning & Construction
- Administration), B-18

BUILDING CONSTRUCTION MATCHING FUND
REFORTS, SPI. See SPI BUILDING
CONSTRUCTION MATCHING FUND

BUILDING MAINTENANCE HISTORY FOLDER
See MAINTENANCE HISTORY FOLDER

BUILDING SPECIFICATIONS (Maintenange
Services), B-32

BUILDING SPECIFICATIONS, DRAWINGS,
ADENDA, NOTES & CHANGE ORDERS
(Facilities Planning & Construction
Administration), B-19

B-53

BUILDING USE PERMITS. See
ADMINISTRATIVE SUBJECT OR WORKING
FILES

BULK MAILING PERMIT (Mail Services),
B-31

BUS, IMPROPER CONDUCT. See NOTICE OF

IMPROPER CONDUCT

BUS CONDITION CHECKLIST (Transportation
Services), B-50

BUS GARAGE WORK ORDERS (Transportation
Services), B-50

BUS OPERATIONS DAILY LDG
{ fransportation Services), B-51

BUS SCHEDULE FOR ALL SCHOOQOLS
{ Transportation Services), B-51

BUS TRANSPORTATION FOR MEDICAL REASONS.
See APPLICATION FOR MEDICAL
TRANSPORTATION

BUS _TRIP AUTHORIZATION (Transportatien
Services), B-50

BUS TRIF TICKET LOGS (Transportation
Services), B-50

BYLAWS, ASSOCIATED STUDENT B0ODY AND
STUDENT ORGANIZATIONS (Administrative
Files/All Functional Umits), B-6

CANCELLATION OF AUTHORIZATION FOR
DIRECT PAYROLL DEPOSIT (Payroll/
Personnel), B-38

CANCELLED CHECKS, SEE BANKING RECORDS

CANCELLED WARRANTS {Accounts Payable),
B-3

CANCELLED WARRANTS/CHECKS (Payroll/
Personnel), B-37

CAPITAL IMPROVEMENT PLANNING PROJECT
FILE (Facilities Planning and
Construction Administratioen), B-18



CAPITAL LEVY PLANNING FILES {Facilities
Planning & Construction
Administration), B-18

CASH RECEIPTS TRANSMITTALS-CUUNTY
{ Accounting, General}, B-1

CASH RECEIPTS TRANSMITTALS-INTERNAL
{Accounting, General), B-2

CATALOGS (Non-Record Materials), B-34

CATEGORICAL PROGRAM FILES {Curriculum
and Instruction}, B-15

CATERING REQUESTS (Food Services), B-25

CERTIFICATE OF IMMUNIZATION (Health
Services), B-27

CERTIFICATE OF MAILING {(Mall Services),
B-31

CERTIFICATION OF ELECTION OF SCHOOL
B0ARD CHAIRMEN AND PRESIDENTS
(Central Administration/
Superintendent's Office),; \B-12

CERTIFICATION OF ELECTION OF SCHOOL
DISTRICT DIREETOR {(Central
Administration/Superintendent’'s
Office), B-12

CERTIFICATION OF EMPLOYER AS SELF-
INSURER (Safety, Employees), B-4l

CERTIFIED AND REGISTERED MAIL LOG
(Mail Services), B-3l

CHECK REGISTERS. See BANKING RECORDS

CHILD ABUSE REPORTS (Health Services),
B-28

COACHES FIRST AID CERTIFICATE
{Athletics), B-7

COACHES MANUAl, LEAGUE {(Athletics), B-7

COLLECTIVE BARGAINING AGREEMENT
(Employee Relations), B-17

COMMUNICABLE DISEASE REPCRT (Health
Services), B-27

B-54

COMMUNITY CHALLENGES OF INSTRUCTIONAL
MATERIALS (Curriculum and
instruction), B-15

COMPENSATION QUARTERLY REPORT {(Safety,
Employees), B-&l

COMPUTER SERVICES FEASIBILITY STUDIES
(Computer Services), B-13

CONFIDENTIAL REPORTS (Student Records),
B-46

CONSTITUTION AND BYLAWS, LEAGUE
{Athletics), B-7

CONSTRUCTION LOG (Facilities Planning &
construction Administration), B-19

CONSTRUCTION PROJECT FILES, MAJOR. See
MAJOR CONSTRUCTION PROJECT FILES

CONSTRUCTION PROJECT FILES, MINOR. See
MINOR CONSTRUCTION PROJECT FILES

CONTRACTS, EMPLOYEE. See EMPLOYEE
CONTRACTS

CONTRACTS AND AGREEMEMNTS
{administrative Files/All Functional
Units), B-4

CONTRACTS AND AGREEMENTS (Central Admini-
stration, Superintendent's Office), B-11

COPIES, INFORMATIONAL. See
ELECTROSTATIC, PHOTOCOPY, MAGNETIC,
OR OTHER TYPE OF COPY

COUNTY TREASURER FINANCIAL REPORTS
{Accounting, General), B-l

COURSE ADDITIONS, DELETIONS AND CHANGES
{curriculum and Instruction), B-15

COURSE DESCRIPTION CATALOG {Individual
School Archival Material), B-29

COURT OR LITIGATION CASE FILES
{central Administration/
Superintendent's Office), B-11

COVER LETTERS. See LETTERS OF
TRANSMITTAL




CUMULATIVE RECORD, STUDENT. See
STUDENT CUMULATIVE RECORD

CURRICULUM SUMMARIES AND GUIDES
_(Curriculum and Instruction), B-15

DAILY ATTENDANCE REPORT {Attendance),
B-9

DAILY LUNCH & MILK COUNT REPORT (Food
Services), B-25

DAILY PERIOD ABSENCE REPORT
{Attendance), B-9

DAMAGE AND LOSS CLAIMS (Purchasing/
¥arehouse), B-39

DAY OR READING FILE (Administrative
Files/All Functional Units), B-4

DEBIT/CREDIT CHARGES {(Purchasing/
Warehouse), B-39

DELIVERY REBEIPT-INTERNALy(Purchasing/
Warehouse), B-39

DEMOGRAFPHIC, AND ENROLLMENT PROJECTIONS
(Faellities™Planning and Constfuetion
Administration), B-18

DENTAL TESTS.
REPORTS

See HEALTH SCREENING

DEPOSIT SLIPS. See BANKING RECORDS
DESCRIPTIVE GUIDE (Administrative Files/
All Functional Units), B-6

DESCRIPTIVE GUIDE (Central Administration/
Superintendent's 0ffice), B-12

DETAIL OF DIRECT PAYROLL DEPOSIT
ENROLLEES {Payroll/Personnel), B-38

DIRECT PAYROLL DEPDSIT, AUTHORIZATION
FOR. See AUTHORIZATION FOR DIRECT
PAYROLL DEPOSIT

DIRECT PAYROLL DEPOSIT, CANCELLATION QOF
AUTHORIZATION FOR. See CANCELLATION OF
AUTHORIZATION FOR DIRECT PAYROLL DEPOSIT

DIRECT PAYROLL DEPOSIT HASH SHEET
(Payroll/Personnel), B-38

B-55

DIRECT PAYROLL DEPOSIT PRE-NOTE DATA
(Payroll/Personnel), B-38

DIRECT PAYROLL DEPOSIT TRANSMITTAL

LISTINGS {(Payroll/Personnel}, B-38
DIRECTORY, EMPLOYEE. See EMPLOYEE
DIRECTORY

DISABLED, TRANSPORTATION FOR. See
APPLICATION FOR MEDICAL
TRANSPORTATION

DISCIPLINARY ACTION REPORT
{Administrative Files/All Functional
Units), B-6

DISKS, COMPUTER (Non-Record Materials),
B34

DRAFTS, PRELIMINARY (Non-Rescord
Materials), B-34

EEQ. See EQUAL EMPLOYMENT OPPORTUNITY
INQUIRY

ELECTROSTATIC, PHOTOCOPYS™MAGNETIC, OR
OTHER TYPE OF QOPY (Non-Record
Materials)y"B-34

EMPLOYEE CONTRACTS (Payrpnll/Personnel),
B-35

EMPLOYEE DIRECTORY (Payroll/Personnel},
B-36

EMPLOYEE LEAVE REPORTS.
REPORTS

See LEAVE

EMPLOYEE PAYROLL STATUS {Payroll/
Personnel), B-36

EMPLLOYEE PERSONNEL FILES
(Administrative Files/All Functienal
Units), B-6

EMPLOYEE PERSONNEL FILES (Payroll/
Personnel), B-35

EMPLOYMENT APPLICATION - NON=-HIRED
(Payroll/Personnel), B-35

EMPLOYMENT INTERVIEW EVALUATION FILES
(Payroll/Personnel), B-35



EMPLOYMENT REQUISITION/PERSONNEL
ACTION REQUEST (Payroll/Personnel},
B-35

ENGINEERING AND ARCHITECTURAL DRAWINGS
{Maintenance Services), B8-32

ENROLLMENT AND DEMOGRAPHIC PROJECTIONS.
See DEMOGRAFHIC AND ENROLLMENT
PROJECTIONS

ENROLLMENT REPORTS (Administrative Files/
All Functional Units), B-4

ENVIRONMENTAL IMPACT STATEMENT WORK
FILES (Facilities Planning and
Construction Administration), B-18

ENVIRONMENTAL IMPACT STATEMENTS
(Facilities Planning and Construction
Administration), B-18

EQUAL EMPLOYMENT OPPORTUNITY INQUIRY
FORM {Payroll/Personnel), B-35

EXPENDITURE,, TRANSAC TIQN REPORTS
(Accounting, General}, B=1

FACILITIES PLANg LONG RANGE. | SeenkONG
RANGE FACILITIES PLAN

FACILITY SAFETY HISTQRY RECORDS

(Safety, Facilities and Equipment},
B-42

FEDERAL SURVEY FOR PARENTS LIVING OR
WORKING ON FEDERAL PROPERTY (Fed
Grant and Programs), B-24

FEDERAL WAGE AND TAX STATEMENTS
{Payroll/Personnel}, B-38

FIELD TRIP AUTHORIZATION. See
PARENTS/GUARDIANS FIELD TRIP
AUTHORIZATIONS

FINAL EXPENDITURE REPORT (Federal
Grants and Programs), B-23

FINANCIAL REPORTS (Administrative Files/
All Functional Units), B-5

FINANCIAL REPORTS, COUNTY TREASURER.
See COUNTY TREASURER FINANCIAL REPORTS

B-56

FINANCIAL SUPPORT DOCUMENTS, CONTINUING
GRANTS (Federal Grants and Programs),
B-23

FINANCIAL SUPPORT DOCUMENTS, NON-CONTINUING

GRANTS (Federal Grants and Programs),
B-24

FIRE AND DTHER EMERGENCY DRILLS

(Administrative Files/Bll Functional
units), B-&

fIRE AND OTHER EMERGENCY DRILLS
(safety, Student), B-43

FIRE EXTINGUISHER INSPECTION TAGS
(Maintenance Services), B-33

FIRE INSPECTIONS CONDUCTED BY SCHOOL
DISTRICT (Safety, Facilitles and
Equipment), B-42

FIRST ALD CERTIFICATE, COACHES. See
CDACHES FIRST AID CERTIFICATE

FISCAL, PURCHASE & RECEIVING DOCUMENTS
{Administrative \Files/All Functional
Units), B-5

FIXED ASSETS INVENTORY CHANGE FORMS
{Accounting, General), 8-2

FOOD HANDLER'S PERMIT (Food Services)
B-26

FOOD SERVICE ORDERS (Food Services)
B-2&

FORMS (Non-Record Materials), B-34
FREE DR REDUCED PRICE LUNCH
APPLICATION {Food Services), B-25
GARNISHMENTS (Payroll/Personnel), B-37
GAS, OIL AND DIESEL REPORTS FOR BUSES
AND OTHER VEHICLES (Transportation

Services), B-50

GENERAL LEDGER {Accounting, General),
B-1



GIFTED STUDENT PROGRAM FILES, See
SPECIAL, HANDICAPPED AND GIFTED
STUDENT PROGRAM FILES

GRADE BOOKS {Teaching Records}, B-48

GRADE TRANSCRIPTS.
PERMANENT RECORD

See STUDENT

GRADUATING CLASS HISTORY FILE
{Individual School Archival
Materials), B-29

GRADUATION REQUIREMENTS STATEMENTS
{Curriculum and Instruction), B-15

GRANT AGREEMENT (Federal Grants
and Programs), B-21

GRANT APPLICATIONS (Federal Grants
and Programs), B-20

GRIEVANCES (Employee Relations), B-17

GUIDANCE REPORTS. See CONFIDENTIAL

REPORTS

HANDICAPPED| STUDENT PROGRAM FILES.
See " SPECIAL ', "HANDICAPPED & "GIFTED
STUDENT PROGRAM FILES

HEALTH CARD OR FOLDER, PUPIL. See
PUPIL HEALTH CARD OR FOLDER

HEALTH ROOM REGISTRY (Health Services),
B-27

HEALTH SCREENING REPORTS {Health
Services), B-27

HEARING TESTS.
REPORTS

Seg HEALTH SCREENING

IMMUNIZATION, CERTIFICATE OF. See
CERTIFICATE OF IMMUNIZATION

INSTRUCTIONAL MATERIALS SUBJECT FILES
(curriculum and Instruction), B-15

INSURANCE LIST, STUDENT (Safety,
"~ Student), B-43

B8-57

INSURANCE POLICIES (Central Administration/
Superintendent's 0fflce), B-11

INTRUSION ALARM REPORT (Security), B-44

INVENTORY -fAREHQUSE (Purchasing/
Warehouse), B-40

INVENTORY CHANGES/TRANSFERS-

MATERIALS/EQUIPMENT (Purchasing/
Warehouse), B-40

INVENTORY OF FIXED ASSETS LISTING
(Accounting, General), B-2

INVOICE, DISTRICT {(Accounting,
General), B-1
JOB ANNOUNCEMENTS QR POSTING

(Payroll/Personnel), B-35

JOB DESCRIPTIONS {(Administrative Files/
Al} Functional Units), B8-6

JOB DESCRIPTIONS {Fayroll/Personnel),
8-36 :

JOURNALS (Accounting; General), B-1

LEAVE REPORTS (Payrolil/Personnel), B-36

LEDGER, GENERAL. See GENERAL LEDGER

LEGAL OPINIONS (Administrative Files/
All Functional Units}, B-4

LEGAL OPINIONS {Central Administration/
Superintendent's Office), B-11

LESSON PLAN BOOKS {Teaching Records),
8-48

LETTERS OF TRANSMITTAL (Non-Record
Materials), B-34

LISTINGS QF OTHER PAYROLL DEDUCTIONS
(Payroll/Personnel), B-37

LONG RANGE FACILITIES PLAN (Facilities
Planning and Construction
Administration), B-18



LUNCH & MILK COUNT REPORT, DAILY. See
DAILY LUNCH & MILK COUNT REPORT

MAINTENANCE HISTORY FQOLDER {(Maintenance
Services), B-32

MAJOR CONSTRUCTION PROJECT FILES
(Facilities Planning and Construction
Administration), B-19

MEAL TICKET LOG (food Services), B-25

MEAL TICKETS (Food Services), B-25

MEDICAL INSURANCE LISTINGS (Payrcll/
Persannel), B-37

MEDICATION ADMINISTRATION CASE FILES
(Health Services), B27

MESSAGES {Non-Record Materials), B-34

MINOR CONSTRUCTION PROJECT FILES
{(Facilities Planning and Construction
Administration) s B3

MINUTESy, ASSDCIATED STUDYBODY AND
STUDENT ORGANIZATIONS (Administrative
Files/All Fungtional Units), B=6

MINUTES, LEAGUE (Athletics), B-7

MINUTES 0OF THE MEETING, SAFETY
COMMITTEE (Safety, Facilities and
Equipment), B-42

MONTHLY TIME CARDS/SHEETS/REPORTS
(Payroll/Personnel), B-36

NEGOTIATIONS WORKING FILE (Employee
Relations), B-17

NOTICE OF IMPROPER CONDUCT
(Transportation Services), 8-50

NOTICES/MEMORANDA (Non-Record
Materials), B-34

NOTIFICATION OF PENALTY ASSESSMENT

(Safety, Facilities and Eguipment),
B-42

B-58

OCCUPATIONAL INJURIES AND ILLNESSES,
UJ.5. BUREAU DOF LABOR STATISTICS LOG
AND SUMMARY (Safety, Employees), B-4l

OPERATING MANUALS (Maintenance
Services), B-32

OPERATING PERMITS (Maintenance
Services), B-33

OPERATIONAL DATA (Computer Services),
B-13

PARENTS/GUARDIANS FIELD TRIP
AUTHORIZATIONS (Teaching Records),
8-48

PAYROLL COMPUTER PRELIMINARY
OUTPUT (Payroll/Personnel}, B-37

PAYROLL DEDUCTION LISTINGS. See MEDICAL
INSURANCE LISTINGS. See also LISTINGS
OF OTHER PAYROLL DEDUCTIONS

PAYROLLyBEDUGTIONS, AUTHORIZATIONLFOR.
See AUTHORIZATION FOR PAYROLL
DEDUCTIONS

PAYROLLE=REFPORTSH( Admindstrat i venFites/
All Functional tnits), B-5

PAYROLL WARRANT REGISTER {Payroll/
Personnel), B-37

PERMANENT RECORD, STUDENT. See STUDENT
PERMANENT RECORD

PERMIT, BULK MAILING. See BULK MAILING
PERMIT

PERMIT, FOOD HANDLERS. See FOOD
HANDLERS PERMIT

PERMIT, KITCHEN. See SITE HEALTH PERMIT

PERSONNEL ACTIOM REQUISITIGN. See
EMPLOYMENT REQUISITION/PERSONNEL
ACTION REQUEST

PHOTOGRAPHS, NEGATIVES & BIOGRAPHICAL
SKETCHES (Central Administration/
Superintendent's Office), B-12



POLICY & PROCEDURE DIRECTIVES
{Administrative Files/All Functional
Units), B-4

POLICY AND PROCEDURE DIRECTIVES
(Central Administration/
Ssuperintendent's Office), B-11l

POLICY AND PROCEDURES, LEAGUE
{Athletics), B-7

POST IMPLEMENTATION REVIEWS (Computer
Services), B-14

POSTASBE EXPENDITURE REPORT (Mail
Services), B=31

POSTAGE METER LOG {(Mail Services), B-31

POSTAGE METER LICENSE (Mall Services),
B-31

PRESS RELEASES (Central Administration/
Superintendent's Office), B-11

PRICE CHECKS AND INFORMAL QUOTES
{Purchasing/Warehouse), B=39

PROFESSIONAL CREDIT COMMITTEE FILE
{Payroll/Personnel), B-35

FROGRAM AND IMPLEMENTATION DATA
{Computer Services), B-13

PROJECT REPORTS (Federal Grants and
Programs), B-21

PUBLIC BIDS (Facilities Planning and
Construction Administration), 8-18

PUBLICATIONS {Non-Records Materials),
B=34

PUBLICATIONS MASTER FILE (Central
Administration/Superintendent’'s
office), B-12

PUPIL HEALTH CARD OR FOLDER {Health
Services), B-28

PURCHASE ORDER WITHDRAWAL/CANCELLATION/

CHANGE. See WITHDRAWAL/CANCELLATION/
CHANGE PURCHASE ORDER

B-59

PURCHASE ORDERS AND/OR PURCHASE
REQUISITIONS (Accounts Payable), B-3

PURCHASE ORDERS AND/OR PURCHASE
REQUISITIONS (Purchasing/Warehouse),
B-39

QUOTES. See BIDS AND FORMAL QUOTES

RECEIPTS (Accounting, Gemeral), B-1

RECEIPTS FOR GOODS AND SERVICES (Mail
Services), B«31

REFERENCE & INFORMATIONAL MATERIALS
RECEIVED FROM SAFETY AGENCIES
{Safety, Facilities and Fgquipment),
B-42

REGISTRATION FORMS (Athletics), B-8

RENTALS. See INVOQICES, RECEIPTS

REPORT OF EVALUATION _OF ACCREDITATION
(Individual Scheol|Archival Materials),
B-29

REPRODUCTION MASTERS (Non-Record
Materials), B-34

REQUISITIONS {(Purchasing/Warehaouse),
B=39

RESEARCH REFPORTS, SURVEYS AND STUDIES
{Administrative Files/All Functional
Units), B-4

RESOURCE ENTER SHELF LIST/INVENTORIES
AND TEXTBDOK SHELFLIST (Learning
Resource Centers), B-30

ROUTING SLIPS (Non-Record Materials),
B=34

SAFETY INSPECTION, STATE NOTICE &
CITATION (Safety, Facilities and
Equipment}, B-42

SAFETY INSPECTION PENALITY ASSESSMENT.
See NOTIFICATION OF PENALTY
ASSESSMENT




SCHEDULES (Athletics), B-7

SCHOCL BOARD AGENDA {Central
Administration/Superintendent's
office), B-11

SCHOOL BOARD CORRESPONDENCE {Central
Administration/Superintendent's
of fice), B-11

SCHOOL BOARD MEETING NOTICES (Central

Administration/ Superintendent's
Office), B-1l1

SCHOOL BOARD MINUTES & RESOLUTIDNS
{Central Administration/
Superintendent's 0ffice), B-1l

SCHOOL BOARD MINUTES RESOLUTIONS,
AGENDA & NOTICES (Administrative
Files/All Functional units), B-4

SCHOOL BOARD RESOLUTION REGARDING BOND
ISSUE (Facilities Planning and
Construction Administration), B-18

SCHOOL BULLETINS AND NEWSPARPERS
{ Indiwidual School Archival
Materials), B-29

SCHOOL CALENDARS (Administrative Files/
All Functional Units), B-4

SCHOOL CALENDARS {(Central Administration/
Superintendent's Office}, B-11

SCHOOL HISTORY MATERIAL {Individual
School Archival Materials), B-29

SCHOOL PROTESTS OF GAMES (Athletics), B-7

SCOLIOSIS TEST.
REPORTS

See HEALTH SCREENING

SCOREBOOK, SCORESHEETS (Athletics), B-8
SECURITY ANNUAL REPORT {Security), B-44
SECURITY PATROL LOG (Security), B-44
SELF-INSURER CERTIFICATION. See

CERTIFICATION OF EMPLOYER AS SELF-
INSURER

B-60

SENDER'S STATEMENT AND CERTIFICATION
OF BULK MAILING (Mail Services), B-31

SHORTHAND NDTES {Non-Record Materials),
B-34
SITE DATA. See BUILDING AND SITE DATA

SITE HEALTH PERMIT {Food Services),
B-26

SMALL WORKS ARCHITECT/CONSULTANT ROSTER
FOR CONTRACTS {(Facilities Planning
and Construction Administration), B-19

SPECIAL, HANDICAPPED & GIFTED STUDENT
PROGRAM FILES (Student Records), B-47

SPECIAL STUDENT PROGRAM FILES. See
SPECIAL, HANDICAPPED & GIFTED STUDENT
PROGRAM FILES

SPI BUILDING CONSTRUCTION MATCHING FUND
(Facilities Planning & Construction
Administration), B-18

SPI BULLETINS/MEMORANDA (Administrative
Files/nll Functional™nits), B-4

SPITSTATE REPORTS. See"STATE'REFORTS FOR
THE OFFICE QF SUPERINTENDENT OF
PUBLIC INSTRUCTION

STANDARD REPORTS.
REPORTS

See CONFIDENTIAL

STATE AUDITOR'S REPORT {Accounting,
General), B-1

STATE REPORTS FRCOM THE OFFICE OF
SUPERINTENDENT OF PUBLIC INSTRUCTION
(Administrative Flles/All Functional
Units), B-6

STATE RETIREMENT SYSTEM FORMS (Payroll/
Personnel), B-38

STATEMENT FOR RESITUTION {Security),
B-44

STATEMENTS OF GRADUATION REQUIREMENTS
(Individual School Archival
Materials), B-29



STATISTICS (Federal Grants and
and Programs), B-24

STENOTYPE TAPES (Non-Record
Materials}, B-34

STOCK CONTROL RECORDS (Food Services),
B-26

STOCK INVENTORY REPORT SUMMARY (Food
Services), B-26

STUDENT CONFIDENTIAL REPORTS. See
CONFIDENTIAL REPORTS

STUDENT CUMULATIVE RECORD (Student
Records), B-46

STUDENT FILE FOLDER.
CUMULATIVE RECORD

See STUDENT

STUDENT HANDBOOK (Individual School
Archival Materials), B-29

STUDENT LEARNING OBJECTIVES PROGRAM
FILES (curriculum and Instruction),
B-15

STUDENT PARTICIPATION LISTS (Traffic
Safety), B=49

STUDENT PERMANENT RECORD (Student
Records), B-45

STUDENT PERMISSION SLIP (Traffic
Safety), B-49

STUDENT RECORDS, RELEASE OF. See
AUTHORIZATION FOR RELEASE OF
STUDENT RECORDS

STUDENT TESTING -~ AUTOMATED BACKUP
DATA (Currticulum and Instruction),
B-16

STUDENT TESTING - AUTOMATED PROGRAM
SOFTWARE AND SYSTEM DOCUMENTATION
{(Curriculum and Instruction), B-18

STUDENT TESTING - GROUP REFPORTS
{curriculum and Instruction), B-16

STUDENT TESTING - INDIVIDUAL STUDENT
REPORT (Curriculum and Instruction),
B.1ls

B-61

STUDENT TESTING - PRIMARY RECORD
{(curriculum and Instruction), B-lé

STUDENT TRAFFIC SAFETY CERTIFICATES
{Traffic Safety), B-49

STUDIES. See RESEARCH REPOA
AND STUDIES

SUPPLEMENTARY REPORTS.
REPORTS

SURPLUS COPIES AND FAULTY OQUTPUT
(Computer Services), B-l#4

SURPLUS PROPERTY (Administrative Filas/
All Functional Units), B-6

SURVEYS. See RESEARCH REPORTS, SURVEYS
AND STUDIES

SYSTEM AND SOFTWARE BACKUP DATA
(Computer Services), B.l4

SYSTEM DESIGN DOCUMENTATION {Computer
Services), B-13

SYSTEM MAINTENANCE DGCUMENTATION (Campute:r

Services), B-13

TEACHER SUBSTITUTE REPORT (Payroll/
Personnel), B-38

TEAM ROSTERS (Athleties), B=7

See STUDENT TESTING

TESTING.

TIME CARDS/SHEETS/REPQRTS.
TIME CARDS/SHEETS/REPORTS

See MONTHLY

TRAFFIC SAFETY PROGRAM APPROVAL. See
APPLICATION FOR PROGRAM APPROVAL

TRAFFIC SAFETY STUDENT PARTICIPATION.
See STUDENT PARTICIPATION LISTS

TRANSCRIPT, STUDENT. See STUDENT

PERMANENT RECORD

TRIAL BALANCES (Accounting, General),
B-1

U.P.S. REGISTER (Mail Services), B-31

See CONFIDENTIAL

)



VANDALISM, CRIMINAL CASE REPORTS
(Security), B-44

VANDALISM, RESTITUTION. See STATEMENT
FOR RESTITUTION

VEHICLE MAINTENANCE LOG {Transpartation
Services), B-51

VISION TESTS. See HEALTH SCREENING
REPORTS

VOUCHERS (Accounts Payable), B-3
VOUCHERS (Federal Grants and Programs),
B-.22

WARRANT, CHECK OR VOUCHER REGISTERS
(Federal Grants and Programs), B-22

WARRANT REGISTER (Accounts Payable),
B-3

WARRANT REGISTER, PAYROLL. See PAYROLL
WARRANT REGISTER

WARRANTZES (Central AdmimiStration’
Superintendent's Dffice}, B-ll

WARRANTS/CHECKS (Federal Grants and
Programs), B-22

WASHINGTON STATE UNIFORM ACCIDENT
REPORTS (Traffic Safety), B-49

WITHDRAWAL/CANCELLATION/CHANGE PURCHASE
ORDER (Purchasing/Warshouse), 8-39

WORK ORDER (Maintenance Services), B-32
WORK ORDERS (Administrative Files/

A1l Functiomal Units), B-5

YEAR BOOK (Individual School Archival
Materials), 8-29

B-62
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