
, .•.. -,. 

_,_. 
' 

recordsmanageme11tmanual 
and general records retention schedule 

Division of Archives and Records Management 

SUPERSEDED



n 

() 

lJ 

--- -- - j 

SUPERSEDED



RECORDS MANAGEMENT MANUAL 

FOR 

SCHOOL DISTRICTS 

OFFICE OF THE SECRETARY OF STATE 
Ralph Munro 

Secretary of State 

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT 
Sidney F. McAlpin 
State Archivist 

Published by 
State of Washington 

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT 
Legislative Building 

Olympia, Washington 
Revised September 1986 

SUPERSEDED



( 

( SUPERSEDED



INTRODUCTION 

The School District Records Management Manual has been an ongoing project 
of the Washington Association of School Business Officials 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 is 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 improved records management, districts are encouraged to 
duplicate all portions of the manual. 
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Mike Saunders - State Archives 
Ed Strozyk (Chairperson) - Superintendent of Public Instruction 
Eleanor Toews - Seattle School District #1 
Shirley Vogel - Lake Washington School District #414 
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B. GENERAL RECORDS RETENTION SCHEDULE 

Accounting, General 

Accounts Payable 

Administrative Files/All Functional Units 

Athletics , 

Attendance 

Budget 

Central Administration/Superintendent's Office 

Computer Services ... o • 

Curriculum and Instruction 

Employee Relations 

Facilities Planning & Construction Administration 

Federal Grants and Programs 

Food Services . 

Health Services 

Individual School Archival Materials 

Learning Resource Centers 

Mail Services •• 

Maintenance Services 

Non-Record Materials 

Payroll/Personnel • • 

Purchasing/Warehouse 

Safety, Employees •• 

Safety, Facilities and Equipment 

Safety, Student 

Security 

Student Records 

B-1 

B-3 

B-4 

B-7 

B-9 

B-10 

B-11 

B-13 

B-15 

B-17 

B-18 

B-20 

B-25 

B-27 

B-29 

B-30 

B-31 

B-32 

B-34 

B-35 

B-39 

B-41 

B-42 

B-43 

B-44 

B-45 
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Teaching Records B-48 

Traffic Safety B-49 

Transportation Services B-50 

Index • • • • . . • • • 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 DESIGNATIONS. REFERENCE: RCW 40.14.070 AND WAC 414-24-050. SUPERSEDED
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~~~~· 
GENERAL RECORDS RETENTHON SCHEDULE 

& DESTRUCTION AUTHORIZATION 
DISPOSITION AUTHORITY NUMBER 

••!!!' .. " REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF 2 PAGES 

·- - 8' SD-1 
''"""\ 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

ACOOUNT 11'6, GENERAL SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM ••• RETENTION PERIOD 
AR· MICRO-

NO. 
RECORDS SERIES nne & DESCRIPTION OR CHLVE1 FILM1 

DISPOSITION/REMAIRKS 
OFM PRIMARY COPY SECONDARY COPIES 

I GENERAL LEDGER OPR 6 )ears Unt 11 superseded 

2 JOURNALS OPR 6 years Unt I I superseded 

3 RECEIPTS QPR 6 Years 1 )<la r 

4 BANKING RECORDS OPR 6 Years I year 

•• Cancel led dl eeks 

b. Check registers 
c. Deposit sllps 

. 
d. Bank statements 

5 COUNTY TREASURER FINANCIAL REPORTS OPR ColJlty Treas lrer Unt II canp let Ion of 

(6 years) State Audi 1or1s 
exam I nat Ion report 

6 EXPENDITURE TRANSACTION REPORTS OPR 6 years I year 
Adjustments to cod Ing of expend I tures 

and correct I ng errors & 

7 STATE AUDITOR 1S REPORT Cl'M State Audi tor 5 years 

(PennanentJ 

8 TRIAL BALANCES Cl'M lkltll ccmpletlon of rbne 
State Audi tor's 

examination report 

9 INVOICE, DISTRICT OPR 6 years I year 

Invoice and back-up docunentat Ion. 

10 CASH RECEIPTS TRANSMITTALS-COUNTY OPR 6 years Unt 11 canp let Ion of 

Fonns transmitting roney between di strict State Audi tor's 

and county. examlnat Ion rej)Jrt 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE J:?JIVIST 
~~i3.:6c.1'.cu.tv rd;_,~ V-J~&/- ' . . . , 

u -SSA-44 D 346 
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G ERAL RECOROS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION DISPOSffiON AUTHORITY NUMBER 

l!!!!l·-· REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 2 PAGES ' - pj SD-1 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

ACWUNT I N3, 1£NER'IL SCHOOL DISTRICTS 
Jan. l, 1986 

ITEM OPR RETENTION PERIOD ••• MICRO. NO. RECORDS SERIES TITLE lo DESCRIPTION OR 
CHIVE? FILM} DISPOSITIONIA:EMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

11 CASH RECEIPTS TRANSMITTALS-INTERNAL Cf'M lilt 11 comp let Ion of 1 )'Oar 
Forms transmitting ronles fran school State Audi tor•s 
to central account I ng. examlnat Ion rep:>rt 

12 INVENTORY OF FIXED ASSETS LISTING Cf'M Ult II canpletlon of Unt 11 superseded In response to GA'P report 
Year end report. State Audi "tor's 

examination rep:>rt 

13 FIXED ASSETS INVENTORY CHANGE FORMS Cf'M lint 11 comp let Ion of l.klt 11 comp let Jon of 
Forms to update fixed assets Inventory. State Audi tor 1s update 

examlnat Ion reJX>rt 

'I' 
N 

. 

FOR THE ATIORNEY GENERAL FOR THE STATE AUDITOR FOR THE 7Rlfl5' 
'""'.. --- ~ , ~·"-Plo..vv rd..:W~/ ~}~&,(~ ' ..... /1 -

SSA 44 u D-348 

SUPERSEDED



~"~I S. DIESTRUCTIDN AUTHORIZATION 
DISPOSITION AUTHORITY NUMBER 

'· . ' 
REFERENCE' RCW 40.14.070 8' WAC 414-24-0EO I I PAGE OF PAO ES 

~-Pl SD-2 

GENERAi. RECORDS RETENTION SCHEDULE 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

ACOOUNTS PAYfi!LE SCHOOL DISTRICTS 
Jan. 1, 1986 

REM OPA RETENTION PERIOD ... MICR~ RECOl'IDS SERIES mLE •DESCRIPTION OR DISPOSmOH/REMARKS NO. OFM PRIMARY COPY SECONDARY COPIES CfflVEl flLMl 

I VOl.CHERS Ol'R 6 years Unt 11 canp let Ion of 
Used as cla lms and support Ing Invoices., State Audi torts 
totched. examlnat Ion rep:>rt 

2 WARRANT REGISTER OPR 6 years Coples g:tneratad for 
Informational par-

poses can be disposed 

of at agency option. 

} CAN:ELLED WARRANTS CPR 6 years . None 

4 PURCHASE ORDERS AND/OR PURCHASE CPR 6 years Until canpletlon of 
REQUISITIONS State Audi -ror•s 
Used as pey doa1mants. examination r~ort 

5 APPLICATION FOR DUPLICATE INSTRUMENT, CPR 6 years None 
AFF IDAV IT AND BOND 
Authorl ty to I SSlB dupl lcate dleck or 
warrant In case of I ass. Notar I zed 
oath that orlglnal warrant was IC6t af'WJJ 
requesting a replacenent. 

6 ACCOUNTS PAYfi!LE CONTROL IFM ! nonth tbne 
Lists Invoice totals and tnlCes. Used 

to balance agail nst ca..,uter ganerated 
warrant register. 

FO" THE AnORNEY GENERAL FOR THE STATE AUDITOR 
FOR THE 8T77i8T 

~"i3Jeho..vv ~~ ¢}1/eJ// 
, 

, 
. .... ~ u D-:UI 
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~'.~ & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITV NUMBER 

.... ,, 
REFERENCE' RCW 40.14.070 & WAC 414-24-050 I 3 M111 1•11• 

PAGE Of PAGES 
'· .. JY SD-3 

GENERAL RECORDS RETENTION SCHEDULE 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

ADMINISlRATIVE FILES/ALL FUl£Tletl'\L LtllTS SCHOOL DISTRICTS 
Jan. 1, 1986 

"'" 
OPR REfENTION PERIOD ... MICRO. NO. RECORDS S.ERIES TITLE IL. DESCRIPTION OR 

CHJ\IE7 FILM? DISPOSmON/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

I SCHOOL BOARD MINUTES, RESOLUTIONS, CfM (C !erk of the Sctool I year 
AGENDA & NOTICES Board) See Central 

Admln lstrat Ion/ 

Superintendent• s Office 
#1, 2 & 3 

2 POLICY & PROCEDURE DIRECTIVES CfM See Central Admlnlstra- Unt 11 su pa rsede d 
tlon/Superl ntendent 1s 
Off Ice #4 

' 

3 LEGAL OPINIONS CfM See Central Admlnlstra- Unt 11 su pe rseda d 
tlon/Superl ntendent's 
Offlce#6 

4 ADMINISTRATIVE SUBJECT OR WORKING FILES CfM 2 -,ea rs + canp let Ion N:>ne 
of State Audltor 1s 

examlnat Ion reix;>rt 

5 SPI BULLETINS/MEMORANDA CfM Unt 1 ! su pe rsedEd or Untll superseded or 
exp I red exp I red 

6 DAY OR READING FILE CfM 90 days N:>ne 

7 CONTRACTS ANO AGREEMENTS CfM See Central Adm In ls1ra- Termlnatk:in +I year 
t Ion/Su per Intendant 1s 
Office #6 

8 SCHOOL CALENDARS CfM See Central Admlnls1ra- Lht II sus:e rseded 
t Ion ,.Su s;erl nte ndent is 

Office #9 

9 ENROLLMENT REPORTS CPR 6 years I year 

FOR THE ATTORNEY GENERAi. FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST 

' '·" ..... "" ; , ~ t;l:i cfuuJv w~~~ ,J _J)__ ,,_ -;}.. '}!/e /IM ¥! 'V7J"' -
SSA 44 v D348 
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@~~· GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION 
1-.. ::~: .. REFERENCE: ACW 40.14.070 & WAC 414-24-050 PAGE 2 OF 3 PAGES 

( -- pj SD-3 

r;;;.;.;. r 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

AOMINISlRATIVE Fl LES/ALL FU>l'.:Tl<l'IAL UN ITS SCHOOL DISTRICTS 
Jan.l, 1986 

ITEM 
OPR RETENTION PERIOD AR- MICRO. 

NO. RECOROS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? 
DISPOSITION/REMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

10 RESEARCH REPORTS, SURVEYS & STUDIES (l'M 3 years 1 )<J•r 

11 ANNUAL REPORTS a'M See Central Admlnlstra- I )<'a r 
t lon/Supe rl ntendant•s 
Office #16 

12 BUDGET (l'M See Central Admlnlstra- 1 )<'• r 
t lon/Supe rl ntendent's 
Off Ice #18 

13 FINANCIAL REPORTS a'M Unt 11 canp let Ion of 1 year 
Monthly, qLBrterly and annual rq>orts State Audi tor's 
made to and/or by the departroont examinat Ion rePJrt 
regard Ing Its expend I tures and the 

status of Its budg;it. 

14 FISCAL. PURCHASE & RECEIVING OCX:UMENTS OFM Account I ng 0 Q3iner a i I )<J•r 
Documentation ot pu-dlasa and proOJremant 

of ~ads and services Including: 

lnvoide Vouchers Account Ing, General 19 
Purdiase Orders, Fl el d Orders 

& Requl sltlons Purdlas Ing/Warehouse #3 
Race lpts Accounting, Q3ineral #3 

15 WORK ORDERS* OFM Unt 11 canp let Ion of I )<J•r *If attached to I nvolce, 6 years 

of State Audi tor 1s 

axamlnat Ion report* 

16 PAYROLL REPORTS OFM Payrol 1/Personnel 1 't0ar* *Individual tlrna sheets not 

.Ii lb, 12, 13, 18, & 19 sent to Payrol 1/Personnel must 

be retained until canpletlon 

of State Audi tor 1s exam I nat Ion 

report 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 
FOR TH7;•RCHIVIST1-~ /h / 

~7)6~ 'tA)_ 
. >f~ . 

u , 
SSA·44 D-346 
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!i:.:: & DESTRUCTION AUTHORIZATION !OISPOSITION AUTHORITY NUMBER 
GENERAL RECORDS RETENTION SCHEDULE 

"'"' REFERENCE' RCW 40.14.070 & WAC 414-24-050 111!!1 .... ' 

' Bi SD-3 
SCHEDULE mLE SCHEDULE APPLICABLE TO 

ADMINISTRATIVE FILES/ALL FUt-.CTIC>IAL WITS SCHOOL DISTRICTS 

ITEM o•R RETENTION PERIOD 

NO. RECORDS SERIES TITLE & DESCAIPTION OR 
OfM PRIMARY COPY SECONDARY COPIES 

17 EMPLOYEE PERSONNEL FILES OFM Payrol 1/Personnel #l Termlnat Ion + 1 year 

16 JOB DESCRIPTIONS OFM Payrol 1/Personnel 19 Unt 11 superseded 

19 DISCIPLINARY ACTION REPORT OFM 3 years 1 year 

20 AFFIRMATIVE ACTION COMPLIANCE REPORTS OFM 3 years 1 year 

21 OESCRIPTIVE GUIDE OFM Central Adml n lstrat !ori/ Uotll superseded 
Super I ntendent1s Office 

120 

22 FIRE & OTHER EMERGENCY DRILLS OFM 3 years 1 year 

23 MINUTES, ASSOCIATED STUDENT BODY AND QPR IPerrrenent 1 year 
STUDENT ORGANIZATIONS 

24 BYLAWS, ASSOCIATED STUDENT BODY AND CPR Permanent I year 
STUDENT ORGANIZATIONS 

25 STATE REPORTS FOR THE OFFICE OF OFM Superlntend:lnt of Until c001pletlon of 
SUPERINTENDENT OF PUBLIC INSTRUCTION ISPI) Publlc instruction State Audi tor 1s 

exam I nat Ion reix>rt 

26 SURPLUS PROPERTY Offi 6 years I year 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

I .... ,., J..... 

-,,c, 1r ~ Z:tL.;._, -.,f~ 
SSA 44 

PAGE 3 OF 3 PAGES 

EFFECTIVE DATI: 

Jan. 1, 1986, 

AR· MICRO. 
CHIVE? FILM? DISPOSITIO"'/REMARKS 

FOR ftTE' ARCHIVIST 

(,· //!' 
.·"'-"<-<o <i' '/fc /ifU ' 

'J D-348 

SUPERSEDED



~·o· RAL RECORDS RETENTION! SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

" . -· & DESTRUCTION AUTHORIZATION 
GENE 

REFERENCE: RCW 40.14.070 I!. WAC 414-24-060 PAGE I OF 2 PAGES 
_pj SD-4 

SCHEDULE Tm..E SCHEDULE APPLICABLE TO EFFECTIVE OA1E 

AllU£TICS SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM ""' REl'ENTION PERIOD ... MICRO-
NO. RECOADI IERlES TITLE• DESCRIPTION OR CHIVE1 FIUH 

Dlll'OSITION/RENJARKS 
O<M ,RIMARY COPY SECONDARY COPIES 

1 SCHEDULES <FM 3 years l<>ne 
Oates arr:I locetlons of school games, 
meets and netdles, for season and 

tournament play. 

2 ATHLETIC ELGIBILITY RECORDS <FM J years* l<>ne ilpr lmary copy of Insurance on 

•• Phys lea ls lndlvlduals should be kept 
b, Ins Lrance with District lnsu-ance files 
c, Q"'ade Point 

d, Appeals . 
3 SCHOOL PROTESTS Of GAMES CFM I year !<>no 

4 TEAM ROSTERS <FM I year t<>ne 

5 ATHLETE/TEAM ACHIEVEMENT RECORDS <PR Pennanent 1 year or unt !I 
Stat I st lcs, league standings. superseded 

6 CONSTITUTION AND BYLAWS1 LEAGUE OFR League Pernenent Unt I I superseded 

1 POLICY ANO PROCEDURES, LEAGUE Ol'R League Per!l'Dnent Unt II superseded 
Handbooks, bul letlns, rules, practical 
arrangements, home team responslbl lltles 

8 MI NUT ES t LEAGUE Of'R League F9rnenent 1 ~ar 

g COACHES MANUAL1 LEAGUE CFM Unt 11 superseded l<>ne 

10 COACHES FIRST AID CERTIFICATE <FM Unt 11 superseded !<>no 
(Renewed every ttree years) 

FOii THE ATtOANEY GENERAL FOR lltE STATE AUDITOR " 

FORTH2?JH~~ ¢1/le/t;,;' ~ °aJeli.a.M.- ~~ 
, 
. -

........ !I 
. 

D-041 

SUPERSEDED
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"' 

~';;c;. & DESTRUCTION AUTHORIZATION DISPOSmON AUTHORITY NUMBER 
. 

GENERAL RECORDS RETENTION SCHEDULE 

::_e; REFERENCE: RCW 40.14.070 & WAC 414-24-060 

SD-4 
SCHEDULE TITlE SCHEDULE APPUCAILE TO 

AlHLfTICS SCHOOL DISTRICTS 

""" DPR RETENTION PERIOD 
NO. RECORDa llERIES TITUii •DESCRIPTION DR 

DFM PRIMARY COPY SECONDARY COPIES 

11 SCOREBOOK, SCORESHEETS <FM 1 year Kone 

12 REGISTRATION FORMS <FM I.ht 11 canp let Ion of Kono 
State Audi 1orlis 
examlnet Ion re(X>rt 

FOR THE ATTORNEY OENERAL FOR THE STATE AUDITOR 

'"fl\_~ -aJ c.f\.CUN ~~ ....... 

PAGE 2 Of' 2 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 ... MICRO. 
Dl8POUJ10N?'REMAllQ CHIVE? FllM1 

FOR THE] p!CHMST 

~(}_ .. ¢JI/sf// ~ 

IJ 11-341 

SUPERSEDED
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GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION 
""' \ REFERENCE: RCW 40.14.070 & WAC 414-24-050 I I PAGES ,, ... , PAGE OF 

' 0 SD-5 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EfFECTIVE DATE 

ATIENOANCE SCHOOL DISTRICTS 
Jan. 1, 1986 

OTEM O•R RETilNTION PERIOD AR· MICRO-
NO. RECORDS SERIES TITLE lo DESCRIPTION OR CHIVE? FILM? 

DISPOSITION/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

I ATTENDANCE CARD OFM 3 years fbne Record of absence may a I so be 

kept In teacher ls grade book 

2 ABSENT NOTICE REPORT OFM Current school year Current school year 

3 DAILY ATTENDANCE REPORT <JFM Until canpletlon of I year 
State Auditor's 
exam I nation report 

4 OAILY PERIOO ABSENCE REPORT OFM Current school year Current school year 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

1~ 
FOR THRATE ARCHIVIST 

'0.,~ f3.6U1.CU'N 20. J .,. ........ '/ () J-71'{, /? /J / -
SSA 44 a 0.349 

SUPERSEDED
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~'"' Ii DESTRUCl'ION AUTHORIZATION ---GENERAL RECORDS RETENTION SCHEDULE 

REFERENCE: RCW 40.14.070 & WAC 414-24-0liO 

SD-6 
IC>IEDULE mu llCHEDUlE ~TO 

BUDrET SCHOOL DISTRICJS 

.... ""' --NO. MCCMma AlllU mu• DUCRWTION 1111 .... .,......can *E 'MCOl'RS 

1 BUDGET offi Permanent I year 

2 BUDGET WORK PAPERS AND PRELIMINARY DRAFTS OFM Uitll canpletlon of None 
State Audltor•s 
exam I nat Ion report 

3 BUDGET OFFICER'S MONTHLY BOARD REPORT QPR 6 years 1 year 
. 

4 BUDGET STATUS REPORT-DEPARTMENT/BUILDING OFM I.Qt II canpletlon of lint 11 superseded 
State Audl1or's 
examination report 

fOll THl ATIOllNEY QENEllAL FOii lHE STAlE MQITOll 

'If~ '1YL,~75Jcha.Vv uJ....;..__, 

-

- I .. I ...... --.... 
·'an 1 ]MC --- - -

. 

fOll'll.:Sl'A'U.AM:ll'l:lln 

~-'-'- d-Ja /ff/J/~. 
u / ...-

SUPERSEDED
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GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE, RCW 40.14.070 & WAC 414-24.050 

I 
OISPOSITION AUTHORITY NUMBER 

SCHEDULE TITLE 

ITEM ... 
CENTRAL ADMINISTRATION/SUPER!NfENDENT'S OFFICE 

RECORDS SERIES TITLE 9' OE:SCRIPTION 

1. SCHOOL BOARD MINUTES & RESOLUTIONS 

2. SCHOOL BOARD AGENDA 

3. SCHOOL BOARD MEETING NOTICES 

SD-7 
SCHEDULE APPLICABLE TO 

SCHOOL DISTRICTS 

0
:: i--------"-'-"-'-'0-'T'--'-'-'

0
-
0-------;c:t,;E? '::~~~-

OF'M PRIMARY COPY SECONDARY COPIES 

OPR: , Permanent l year 

OFM Until completion of 1 year 
State Auditor 1 s exami-
nation report 

OPR 6 years 1 year 

4. SCHOOL BOARD CORRESPONDENCE _OFM 2 years None 

5. POLICY & PROCEDURE DIRECTIVES 

6. LEGAL OPINIONS 

7. COURT OR LITIGATION CASE FILES 

8. CONTRACTS & AGREEMENTS 

9. SCHOOL CALENDARS 

10. ACCREDITATION CERTIFICATES 

11: INSURANCE POLICIES 

12. WARRANTIES 

13. PRESS RELEASES 

FOR THE ATTORNEY GENERAL 

SSA-44 

OFM Until superseded + corn 
pletion of State Audi~: 
tor 1 s examination repo t 

OPR Permanent 

Until superseded 

Until superseded 

0PR 6 years after settlerne1t Until settlement o1 
of case of case 

OPR Termination + 6 years Termination + 1 year 

OPR J?ermci:nent Until superseded 

OPR Permanent District option 

OPR Expiration + 6 years None 

OPR Expiration + 6 years None 

OFM 3 years 1 year 

FOR THE STATE AUDITOR 

PAGE I OF 2 PAGES 

EFFECTIVE DATE 

Jan. I, 1986 

01 SP051 Tl ON /RE MAR KS 

d ,, D-348 
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E ~"" GENERAL RECORDS R TENTION SCHEDULE 

~ \ & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

'"' REFERENCE: RCW 40.14.070 & WAC 414-24-050 2 2 PAGES {l . .l!!IB!~' PAGE Of ~ --~ SD-7 
SCHEDULE TITtE SCHEDULE APPLICABLE TO EFFECTIVE DA TE 

C ~TRAL ADMI N IS lRAT I ~/SU PERI NT ENDE NT 1 S CFFICE SCHOOL DISTRICTS 
Jan. 1, 19861 

""" OPR RETENTION PERIOD 
AR· MICRO-RECORDS SERIES TITLE !i DESCRIPTION OR DISPOSmoNiREMARKS NO. 

OFM Pfl\MARY COPY SECONDARY COPIES CHIVE1 flLMl 

14 PHOTOGRAPHS 1 NEGATIVES & BIOGRAPHICAL CJ'M Screen annually 1-bne 
SKETCHES 

15 PUBLICATIONS MASTER FILE CJ'M Screen annually See flbn-Record 

Mater I a is #9 

16 ANNUAL REPORTS QPR Perrranent 1 year 

17 BOUNDARY RECORDS QPR Pernanent Unt 11 superseded 

18 BUDGET OPR (Clark of the Board) 1 year 
A3nnanent 

19 DESCRIPTIVE GUIDE CPR Permanent Lht Ii SUJBrseded 

20 CERTIFICATION OF ELECTION OF SCHOOL CPR Permanent 1 year 
BOARD CHAIRMAN & PRESIDENTS 

21 CERTIFICATION OF ELECTION Of SCHOOL QPR Perrranent 1 year 
SCHOOL DISTRICT DIRECTOR 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHMST 

IY\.,~_;_ n 1)1)<'.h.t:LVv ~72-~~· ~ ........ j}_() J.:We ,?,, /_ -

if ' D-346 SSA-44 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE: ACW 40.14.070 & WAC 414-24-050 

DISPOSITION AUTHORITY NUMBER 

SCHEDULE TITLE 

CCMPUfER SERVICES 

ITEM 
NO. 

2 

3 

4 

5 

RECORDS SERIES TITLE g, DESCRIPTION 

COMPUTER SERVICES FEASIBILITY STUDIES 
May Include problem Identification, 

requirements statement, system objecth1es. 
alternative proposals, cost/benefit 
analysis or feasibility statement. 

SYSTEM DESIGN DOCUMENTATION 
May Include description of design, 
Including system review, If applicable 
and system definition, project work plan, 
design detallg lncludlng documentation 
plan, program spec1flcat1ons, special 
forms and requirements, development plans 
for testlrg conversion and acceptance. 

PROGRAM AND IMPLEMENTATION DATA 
Operational and user Instructions, 
spec! flcatlons and systEm acceptance 
criteria. 

SYSTEM MAINTENANCE DOCUMENTATION 
May Include program charge authorization, 
description changes, acceptance testing .. 

OPERATIONAL DATA 
Summaries.of throughput statlstlcsp 
usage figures and work output 

measLrements. 

FOR THE ATTORNEY GENERAL 

~ °i3Jc.-ht:UJv 
SSA-44 

SD-8 
SCHEDULE APPLICABLE TO 

SCHOOL DISTRICTS 

cg: l-----------'-"-'-"-"T""-"-"-
10
-
0
--------- c~1~E1 Mj.~~?" 

OFM PRIMARY COPY SECONDARY COPIES 

OFM 3 years after termina­
tion of system or 
progrCW11 use. 

OFM 3 years after termina­
tion of system or 
program use. 

OFM 3 years after temlna-
tfon of system or 

i:rogram use .. 

OFM 3 years after term Ina-

tlon of system or 
progran use .. 

OFM 1 year 

FOR THE STATE AUDITOR 

1 year 

1 year after 
tennlnatlon 

I year after 
termination 

1 year after 

tennlnation 

None 

?AGE OF 2 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

DISPOSITION/A EMAR KS 

(} 
-, 

SUPERSEDED



rffi:"" fiil ~"'" ~:,; \ GENERAL RECORDS RET TION S EN CHED ULE 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

.~!\ .. 
tmm,.•111 REFERENCE: RCW 40.14.070 & WAC 414-24-050 c- fY SD-8 

SCHEDULE TITLE SCHEDULE APPLICABLE TO 

COMPlJrER SERVICES SCHOOL DISTRICTS 

ITEM o•• RETENTION PERIOD 
RECORDS SERIES TITLE&. DESCRIPTION OR NO. 

OFM PRIMARY COPY SECONDARY COPIES 

6 POST IMPLEMENTATION REVIEWS (FM ll1t 11 termlnat Ion of I year 
Project and personnel evaluations, system or program use. 
further recomrrendat Ions. 

7 SYSTEM AND SOFTWARE BACKUP DATA (FM Lint 11 su pa rsedad tbne 
Tapes, disks and pllldl cards pra.tldl ng 

backup data wh lch Is revised and 

recreated In a regular cycle. 

8 SURPLUS COPIES AND FAULTY OUTPUT lFM Optional* " tone 
Extra copies of reports, faulty 
reports, and other output \ltl lch must 
be redone. 

FOfll THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~ °i3Jc.ha.vv ~~ 
SSA-44 

-

PAGE 2 OF 2 PAGES 

Eff'ECTIVE DA TE 

Jan. 1, 1986 

·~ MICRO- DISPOSITION/REMARKS CHIVE? FILM? 

*Faulty output reg13rdl ng 
nagatl ab le records such as 
warrants must be audl tad 
before ba Ing dis posed of• 

FOR THE STATE AJ'rHMST 

,/.'()_ . , fjJl/e,f/./ 
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@f" GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

;/ & DESTRUCTION AUTHORIZATION 
1 ... :;:~: .. REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE I OF 2 PAGES c -- Bi SD-9 

,- fl 
I '"'""" \ 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

CURRICULLM l'l>lD INSlRUCTIGI SCHOOL DISTRICTS Jan. 1, 1986 

ITEM 
o .. RETENTION PERIOD ... MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION o• CHIVE? FILM7 
DISPOSITION/REMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

I INSTRUCTIONAL MATERIALS SUBJECT FILES CFM lklt 11 superseded by lbne 

Evaluation data on Instructional materl al s new adopt Ion. 

wh I ch are accrued pr lor to Board adopt Ion. 

2 COMMUNITY CHALLENGES OF INSTRUCTIONAL CFM 5 years lbne 

MATERIALS 

3 COURSE ADDITIONS, DELETIONS AND CHANGES CFM 3 years lbne 

4 CURRICULUM SUMMARIES AND GUIDES OFM Pennanent . lklt 11 superseded 

5 STUDENT LEARNING CEJECTIVES PROGRAM FILES CFM lklt II suparseded lbne Fbtentlal ly ardl Iva! 

a. Comp late set of Student Learn 1 ng 

Object Ives for each l::eslc subject. 

b. Conmt11 I ty I np ut data for devel opcoont 
of Student Learn I rg Object Ives. 

c. Eva I wt Ion chta for each Student 
Learn Ing Object Ive. 

6 CATEGORICAL PROGRAM FILES CFM 3 years after canpletion lbne Reference: Hardbook for Cate-

a. State categ:>r I ca I prog-ams: student of State Auditor's ~r lea! State and 

llsts, test scores, Inventory of examination report Federal Programs 

equlpcoont, legal reports, eval wt Ions cover Ing g-ant expend! tU""e: pub II shed by SP I 

and assurances to be maintained for + 
rronl tori ng and audit Ing purposes. until resolution of other 

b. Federal categorical programs: student audits or litigations 
ellglblllty lists, pre-and post-test Initiated before the end 
data, ccmparabl ~I ty reports, eval uat_ions of the end of the three 
Inventory of equlpirent, parent advt s:Jry year period 
ccmml ttee m I nut es. + 

sat ls fact Ion of retent Ion 
requl rements sepcl flea I ly 
stated 1 n g-ant 
Instruct Ions or grant 
ag-eeirent 

FOR THE ATTORNEY GENERAL fOR THE STATE AUDITOR FOR THE S7RCHIVIST 

~ "&&i'_f\_a_v,_,, yj_:.v~ . :(} rJJl/e#// ' .. ~ 
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.... ;;~r . " GENERAL RECORDS RE NTION L 'fi""' TE SCHEDU E 
DISPOSITION AUTHORITY NUMBER ' '!.:? & DESTRUCTION AUTHORIZATION •· ' I ...... 

REFERENCE: RCW 40.14.070 & WAC 414-24-060 2 2 1111111•11• 
PAGE OF PAGES 

~ . ~Bi SD-9 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

CURRI CULlf.I AND I NS lRUCT I CJ-l SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM o"' RETENTION PERIOD 
AR· MICRO-NO. RECORDS SERIES TITLE&. DESCRIPTION OR 

CHIVE? FILM? DISPOSITION/flEMARKS 
OFM PRIMARY COPY SECONDARY COl'tES 

7 STUDENT TESTING-PRIMARY RECORD CFM 90 days None 
Resi;onse sheet canpleted by s1udent. 

s STUDENT TESTING - GROUP REPORTS CFM 5 years None 
Summary of test Ing scores by class, '!Tade, 
pr q;ir am, sex, attn le g:-oup, bul I ding or 
dis tr let. 

9 STUDENT TESTING-INDIVIDUAL STUDENT REPORT CFM 2 yea rs after None 

g-a:luatlon 

10 STUDENT TESTING-AUTOMATED BACKUP DATA CFM 5 years None 
Tapes, disks or pU1ch cards contain Ing 

data frClll various student testlrg 
e:ercl ses~ 

11 STUDENT TESTING - AUTOMATED PROGRAM CFM 1 year attar su pa rseded None 
SOFTWARE AND SYSTEM DOCUMENTATION by new system. 

12 ACCREDITATION AND EVALUATION REPORTS CPR Unt II sup:lrseded Unt II superseded *Potent lal ly ardl,Jval 
plus 6 years 

13 GRADUATION REQUIREMENTS STATEMENTS QPR Penranent Until superseded 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE ST7tHIVIST 

- a. , _. - i3.J C..f\. CUJv rtl~~ :o , ~~//,L' ' 
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~;~;· 1 GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

DISPOSITION AUTHORITY NUMBER 

1<1111 REFERENCE: RCW 40.14.070 & WAC 414-24-050 I I 
r!!!.'!I' .... PAGE OF PAGES 

~ - pj SD-10 
SCHEDULE TITLE SCHEDULE APPLICABLE TO !EFFECTIVE DATE 

EMPLOYEE RELATIONS SCHOOL DISTRICTS 
Jan. 1, 1986 

IT<M 
O>R RETENTION PERIOD AR- MICRO-

RECORDS SERIES TITLE & DESCRIPTION OR DISPOSITION/REMARKS 
NO. OFM PRIMARY COPY SECONDARY COPIES CHIVE? "'-"' 

I COLLECTIVE BARGAINING AGREEMENT QPR 6 years after Termination plus 

tern I nation 1 year 

2 NEGOTIATIONS WORKING FILE OFM Until approval of None 

negotiated agreell'ent 

3 GRIEVANCES QPR Sett I anent plus 6 years I vear 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 
FOR THE 7 OHIVIST '":). ~ M - / 

IV\)' ; "A : h 'F))ic:J,__ a_V0 ~r(~ ~- 71-
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~·,.:, \ & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

"'j' REFERENCE: RCW 40.14.070 & WAC 414-24-050 m .. ,., • .,, c - D SD-11 

GENERAL RECORDS RETENTION SCHEDULE 

SCHEDULE TITLE SCHEDULE APPLICABLE TO 

FACILITIES PLANNIN:> & CONSlRUCTIO>I ADMINISTRATIO>I SCHOOL DISTRICTS 

ITEM OPR JlETENTION PERIOD 

NO. RECORDS SERIES TITLE & DESCRIPTION OR 
OFM PRIMARY COPY SECONDARY COPIES 

I LONG RANGE FACILITIES PLAN QPR Permanent Unt 11 superseded* 

2 CAPITAL IMPROVEMENT PLANNING PROJECT FILE DFM lint 11 cooip Jet Ion of Unt 11 ccmp let Ion of 

project project 

3 CAPITAL LEVY PLANNING FILES DFM Untll canpietlon of lhtll canpietlon of 
project project 

4 BUILDING AND SITE DATA DFM lkltll disposal and/or l'bne* 
sale of building anCI 

site 

5 DEMOGRAPHIC AND ENROLLMENT PROJECTIONS DFM 5 years Unt 11 superseded* 

6 ENVIRONMENTAL IMPACT STATEMENTS DFM Permanent Unt II canp let Ion of 

Includes fl nal statements and backup planning project 

docurrentatlon relating to construct 1011 

and schoo~ clcsures. 

7 ENVIRONMENTAL IMPACT STATEMENT WORK FILES DFM End of planning period End of planning period 

B SCHOOL BOARD RESOLUTION REGARDING BOND ll'R (School Board) lklt II canpletlon of 

ISSUE Pernanent iroject 

9 SPI BUILDING CONSTRUCTION MATCHING FUND OPR 6 years Unt 11 canp let Ion of 

project 

I 0 PUBLIC BIDS ll'R (School Board 6 years 

a, Request for bid Resol ut Jon) 

b, Pub lie natr lee Pennanent 

c, Bid award 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

'11\..~ 13.d C,1'_ OJA_.; rd:.v~ 
SSA 44 

PAGE I OF 2 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

AR- MICRO. 
CHIVE? FILM? DISPOSITION/REMARKS 

*One copy--potenti ally ardtlval 

*Selected flies potentially 
arch lval 

*Potentially ardblval 
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iJ;T\ GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

DISPOSITION AUTHORITY NUMBER 

,-J-•"!1••111 REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 2 PAGES 

·- Pl SD-11 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

FACILITIES PLANNll'(; & CONSlRUCTION ADMINIS"IRATION SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM o•• RETENTION PERIOD 
AR- MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE7 FILM7 
DISPOSITION/REMARKS 

OFM PRIMARY COPV SECONDARY COPIES 

II BUILDING SPECIFICATIONS, DRAWINGS, ADENDAf DFM Untl I di spas al arnd/or Untl I disposal and/or 

NOTES & CHANGE ORDERS sale of bufldlng and sale of building and 

site site 

12 MAJOR CONSTRUCTION PROJECT FILES OPR Untl I termination of Untl I obso !ete or 
Construction of new bull dings, major ownership plus 6 years superseded 

renovation and additions. 

13 MINOR CONSTRUCTION PROJECT FILES OPR Completion of project Unt!I completion of 

Roof Ing, paving, mITnor renovation and plus 6 years project 
repairs. 

14 ARCHITECT/CONSULTANT CONTRACT FILES OPR 6 years after Until termination of 
tennlnatlon of contract contract 

15 CONSTRUCTION LOG OFM Penn anent None 

16 SMALL WORKS ARCHITECT/CONSULTANT ROSTER DFM Untll superseded Untl I superseded 

FOR CON"IRACTS 

FOR THE ATIORNEY GENERAL FOR THE STATE AUDITOR FOR THE STAl ll'RCHIVIST 
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GE t;t";m l NERAL RECORDS RETENTION SCHEDULE 
ISt DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

l<Hh 

REFERENCE: RCW 40.14.070 & WAC 414-24-050 r~ ... , .... 1 

' Ei SD-12 
SCHEDULE TITLE SCHEDULE APPllCABLE TO 

FEDERAL GRANTS AND PROGRAMS SCHOOL DISTRICTS 

ITEM OPR RETENTION PERIOD 
NO. RECORDS SERIES TITLE & DESCRIPTION OR 

o•M PRIMARY COPY SECONDARY COPIES 

I GRANT APPLICATIONS 
Includes narrative explanation of the 
nature and purpose of the proposed 
project. amount of funds requested, 
match Ing funds, lnklnd contributions 
and plan of work. 

a. Successful Appl Jcatlons CPR 3 yrs. after canpletlon Until canpletlon 
of State Auditor's examl- of grant project 
nat Ion report COl/er"I rg 

grant expendlti.res* 

• 
resolutlon of other audits 
or lltlgatlon Initiated 
before the end Of the 3 
year period 

• 
satisfaction of retention 
requirements spec If teal ly 
stated In the grant 
Instructions or grant 
agreement~ 

b. Unsuccessful Appllcatlons DFM 'i year 1 year 

FOFI THE ATTORNEY GENERAL fOR THE STATE AUDITOR 

~~BJ c__fco..vv w~~ 
SSA 44 

-

PAGE I OF 5 PAGES 

EFFECTIVE DATE 

Jan.1, 1986 

AR· MICRO. 
CHIVE? FILM? DISPOSITIONl$MARKS 

Yes *Reference faderall Reg I star: 
~B A102 (see Appendix) 

Yes* *Selected tlles p6tentlal ly 
arch lval 

FOR THE STAT \dRCHIVIST 
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IJ":"'l GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

. ~~;,, & DESTRUCTION AUTHORIZATION 
1 ......... , REFERENCE: RCW 40.14.070 & WAC 414-24-050 c· Bi SD-12 

SCHEDULE nne SCHEDULE APPLICABLE TO 

F BJERAL GRANTS AND PROGRAMS SCHOOL DISTRICTS 

ITEM O•R RETENTION PERIOD 

NO. RECORDS SERIES TITLE &. DESCRIPTION OR 
OFM PRIMARY COPY SECONDARY COPIES 

2 GRANT AGREEMENT DFR 3 yrs5 after completlon Untll completion of 
Off le I al statenent of the tenns and of State Audftoris exam!- grant project 
conditions of the grant agreed upon anol nation report covering 
s lgne:j by the grantor and the grantee grant expend I tures* 

+ 
resolution of other audl ts 
or 1 ltlgatlon Initiated 
before the end of the 3 
year per lod 

+ 
satisfaction of retention 
requi ranents spec! f !cal i y 
stated In the grant 
Instructions or grant 
agreement. 

3 PROJECT REPORTS OFM 3 yrs. after cc:mpletlon I year 
Statanent on progress, problems and of State Audltor1s examl-
success In the cc:mpletlon of the grant nation report cover Ing 
project, Including periodic~ annual , grant expenditures* 
spec I al and final reports. + 

reso I utton of other audits 
or iltlgatlon lnltlaied 
before the end of the 3 
year per lad 

+ 
satisfaction of retention 
requl ranents spec If !cal I y 
stated In the grant 

Instructions or grant 
agreement. 

FOR THE ATTORNEY GENERAL FDIR THE STATE AUDITOR 

~~ '&&c.1'.o...vv ~~ 
SSA-44 

PAGE 2 Of 5 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

AR· MICRO. 
CHIV El FILM1 

DISPOSITION/REMARKS 

Yes *Reference Federal Register: 
(1.18 A102 (see Appendix) 

Yes+ *Reference Federal Register: 
OMS A102 (see Appendix) 

+Selected files potentlal ly 
arch !val 
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~-... \ GENERAL RECORDS RETENTION SCHEDULE 
~· ... ~::. & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORfl'Y NUMSIER 

,.J. ~!'!•··0 REFERENCE' Rew 40.14.070 & WAC 414-24-050 
''- . SD-12 
SCHEDULE TITLE SCHEDULE APPLICABLE TO 

FBJERAL GRANTS ANO PROGRAMS SCHOOL DISTRICTS 

ITEM OPR RETENTION PERIOD 
RECORDS SERIES TITLE & DESCRIPTION OR NO, 

OFM PRIMARY COPV SECONDARY COPIES 

4 WARRANTS/CHECKS OFR 6 years or unt I I None 
Cancel led and returned warrants or satlsfact Ion of grant 
checks frcro transactions I nvol vi ng audit requirements, 
grant funds. wh lchever Is I orger 

5 VOUCHERS CPR 6 years or untl I 3 yrs after f I nal 
Off lei al statement author I zl ng payment satisfaction of gran1 expenditure reix>rt or 
tor goods and serv Ices fr cm trans- audit requirements annual flnanclal 
actions Involving grant funds. whichever Is longer. Status Report 

6 WARRANT, CHECK OR VOUCHER REGISTERS OFR 6 years or unt 11 3 yrs. after final 
Numerical 11 stln;;is of checks, warrants satisfaction of grant expend I ture report or 
and vouchers frcm transactions audit requirements, annual Financial 
Involving grant funds. whichever Is longer. Status Report 

7 ANNUAL FINANCIAL STATUS REPORT OFM 3 yrs. after ccmpletlon 1 year 
Annual report submitted for cont I nul ng of State Audltor 1s examl-
grants cont a In Ing sunmar I es and nation report coverl11;1 
breakdowns of expend I tures for the grant axpendltLres* 
past year .. + 

resolution of other audits 
Of lltlgatlon Initiated 
before the end Of the 3 

- year period 

+ 
satisfaction of retention 
requirements spec If lcal ly 
stated In the grant 
I nstructlons or grant 
agrea-nent. 

FOR THE ATIORNEY GENERAL FOR THE STATE AUDITOR 

~ °&JC-1'.0J.Jv ~~ 
SSA 44 

PAGE 3 OF 5 PAGES 

EFFECTIVE DATE 

Jan. 1 1986 
AR- MICRO. 

DISPOSITION/REMARKS CHIVE1 flLM7 

No 

No 

No 

Yes *Reference Federal Register: 
OMB A102 (see Appendix) 

FOR THE STATEtjlRCHIVIST 
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GENERAL RECORDS RETENTION SCHEDULE 

DISPOSITION AUTHORITY NUMBER 

. .~~ .. & DESTRUCTION AUTHORIZATION 
1 .... , ..... REFERENCE: RCW 40.14.070 & WAC 414-24-050 ( - fY SD-12 

SCHEDULE TITLE SCHEDULE APPLICABLE TO 

FBJERAL GRANTS AND PROGRAMS SCHOOL DISTRICTS 

OPR RETENTION PERIOD 
ITEM RECORDS SERIES TITLE l!i DESCRIPTION OR 
NO. OFM PRIMAAY COPY SECONDARY COPIES 

B FINAL EXPENDITURE REPORT OFM 3 yrs. after completlon 1 year -
End of a project report accoontlrg for of State Aud11or's examl-
the expenditure of grant funds (sub- nation report cover Ing 
ml tted for non-contlnul1"9 grants). grant expenditures* 

+ 
reso I ut Ion of other aud I ts 
or lltlgatlon Initiated 
before the end of the 3 
year per lod . 

+ 
satisfaction of retention 
r(;Xlulranents speclflcal iy 
stated in grant lnstruc-
tlons or agreement. 

9 FINANCIAL SUPPORT DOCUMENTS OFM 3 yrse after c011pletlon 1 year 
(Continuing Grants) of State Audlior 1 s exam!-
Worklrg papers, such as sunwarles, spread nation report cover I rg 
sheets and other data reflectlng the grant expendltl.l""es• 
expenditure of grant funds. + 

resolution of other audits 
or litigation Initiated 
before the end of 3 year 
period 

+ 
satisfaction of retention 
requirements specl flcal ly 
stated In grant lnstruc-
t Ions or agreement. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~ 'BJc.Aavv ~~ 
SSA-44 

PAGE 4 OF 5 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

AR· MICRO-
CHIVE? FILM1 

DISPOSITION/REMARKS 

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

Yes *Reference federal Register: 
a.tB A102 (see Appendix) 

FOR TH•20_•v1s~ 
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@""'. GENERAL RECORDS RETENTION SCHEDULE .. \ & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 
;~· ,.,,, 

REFERENCE' Rew 40.14.070 & WAC 414-24-050 r1'"!ll•HI .. : .D SD-12 
SCHEDULE TITLE SCHEDULE APPLICABLE TO 

F 8)E RAL GRANTS ~O PROGRN-15 SCHOOL DISTRICTS 

ITEM OPR RETENTION PERIOD 
RECORDS SEFIJIES TITLE & DESCRIPTION OR NO. 

OFM PRIMARY COPY SECONDARY COPIES 

10 FINANCIAL SUPPORT DOCUMENTS OFM 3 yrs. after ccmpletlon 1 year 
CNon-Contlnulrog Grants) of State Audi tor is exam I-
Workl ng papers, such as sumrnarl es, spread nat lori report cover Ing 
sheets and other data reflecting the g-ant expend I tures* 
expend! ture of g-ant funds. • 

resolution of other a.idlts 
or lit I g:iit Ion Initiated 

before the end of the 3 
)ear per lod 

• 
sat Is fact Ion of retent Ion 
requl rewnents sp:iclflcai ly 
stated In g-ant I nstruc-
tlors or agreE1nent. 

11 STATISTICS DFM 3 yrs. after canpletlon 1 year 
of State Audi ior 1s examl-
nation rE;port cover! rg 
g-ant expandlttres* 

+ 
resolution of other audits 
or lltlgatlon Initiated 
before the end of the 3 
year period 

• 
satlsfact Ion of retent Ion 
requlrerrents spec! f !cal ly 
s"f:ated In grant Ins true-
tlons or ag-earrent. 

12' SURVEY OF PARENTS OR GUARDIANS LIVING OR OFM Satisfaction of retention None 
WORKING ON FEDERAL PROPERTY (PUBLIC LAW 874) requirements specifically 

stated in grant instruc-
tions or agreement. 

fOR THE ATTORNEY GEINERAL FOR THE STATE AUDITOR 

,,, ll ..... ~e.j\a..vv rd~~ ·~ ,r 
A· SS 44 

PAGE 5 OF 5 PAGES 

EFFECTIVE DATE 

Jan. l, 1986 

·~ MICRO- DISPOSITION/REMARKS CHIVE? FILM? 

fb *Reference Fed:lrai Register: 
c;r.,s A102 (see Appendix) 

Yes+ *Reference Federal Reg I star: 
00 Ai02 (see Appendix) 

+Selected files 1>9tentlal ly 
archival 
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@y·· GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION 
"'" REFERENCE: RCW 40.14.070 & WAC 414--24-050 r ... " ..... 

~ -- Bi SD-13 

r;;;,;,;, r 
SCHEDULE Tm.E SCHEDULE APPLICABLE TO 

FOOD SERVICES SCHOOL DISTRICTS 

ITEM 
o .. RETENTION PERIOD 

NO. RECORDS SERIES TITLE S. DESCRIPTION OR 
OFM PRIMARY COPY SECONDARY COPIES 

1 CATERING REQUESTS <FM 3 years after canpletion I year 
ReqtEst for use of kl tchen and of State Audi tor's 

supp I yl ng of food and labor. exam I nat Ion report 

2 FOOD SERVICE ORDERS <FM 3 )'9ars after canp let ion I year 
For supp lies needed to q:ierate of State Audi 1or 1s 

sctuo I I unch prog-am. examlnat Ion report 

3 DAILY LUNCH & MILK COUNT REPORT <FM 3 years after canp let ion I year 
Da 11 y record of meals and ml i k of State Audltor 1s 

served. Canp lated by kl tchen and/ exam I nat Ion re!)Jrt 

or lundl roan serve rs • 

4 FREE OR REDUCED PRICE LUNCH APPLICATION Cl'M 3 years Nono 

App 1 lcat Ions for reduced or free 

lundl In ccmpl I ance with National 

Sctv::iol Lm ch Act. 

5 MEAL TICKETS <FM 3 yea rs after canp let Ion 1 year 

Prepa Id lundl t lcketse .of State Audi tor is 

examl nat Ion re!)Jrt 

6 MEAL TICKET LOG <FM 3 years after canp let Ion I I"• r 
LI sting of meal tickets Issued, of State Audi tor 1s 

Including number~ d:lte, name of examlnat Ion rep;>rt 

purdlaser aOO/or reel pl ent aOO 

amount pa Id. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~ DJc.i\o..vv ~~_/ 
SSA-44 

PAGE 1 OF 2 PAGES 

!EFFECTIVE DATE 

Jan. 1, 1986 

AR· MICRO-
CHIVE? flLM7 

DISPOSITION/REMARKS 

Only 3 nonths ! f nea I 

ticket log Is kept. 
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g ' \ [j. Bi DESTRUCTION AUTHORIZATION DISPOSITION AUTHORnY NUMBER 
' ... .... ,, 

REFERENCE: RCW 40.14.070 & WAC 414-24-050 2 2 •m11•11t 
PAGE ,~£; SD-13 OF PAGES 

"''"""f 
.... ...,~ .. 

GENEIRAL RECORDS RETENTION SCHEDULE 

SCHEDULE TlnE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

FOOD SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

BTEM OPR RETENTION PERIOD 
AR· MICRO. RECORDS SERIES TITLE lo DESCRIP'T10N OR DISPOSITION/RE.MARKS NO. 

OFM PRIMARY COPY SECONDARY COPIES CHIVE? FILM? 

7 STOCK CONTROL RECORDS OFM 3 .,.ears after ccmplet ion Unt I I SU pa rsedad 
Listing of food I terns, suppile.s of State Audi tor's 
and ccmrroditles used for nanual examlnat Ion report 
count of Inventory on hand. 

I 

B STOCK INVENTORY REPORT SUMMARY OFM 3 years after canpletlon 1 year 
Prepared from stock control of State Audi 1or 1s 
records and food se rv I ca orders. examination report 
Lists qwntitles on hand, received, 
used, and unit prices. 

9 FOOD HANDLER'S PERMIT OFM I.ht 11 SUf:erseded None 

Perm It renewed every two years. 

10 SITE HEALTH PERMIT OFM Lint 11 superseded None 

Annua I renewal for kl tchen. 

FOR' THE ATTORNEY GENERAL FOR THE STATE AUDITOR 
FORTHEST7an, 

~~ Mc.)\o._vv >Y)~~/ -;L"}l/;J//./ 
, 
& , 

SSA-44 v 0-346 

SUPERSEDED



<®/'. GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

.. ~ ... & DESTRUCTION AUTHORIZATION 

r· .. !!··· .. REFERENCE' new 40.14.070 & WAC 414-24-050 PAGE I OF 2 PAGES ·- ... Pl SD-14 

(.~ ... r 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

HEALTH SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM OPR RETI::NTION PERIOD AR· MICRO.. 
NO. RECORDS SERIES TITLE Iii DESCRIPTION OR CHIVE? FILM1 

DISPOSITION/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

I MEDICATION ADMINISTRATION CASE FILES CFM Age 18 + 3 years District option Reference RCW 4.16.350 Llmita-

Includes phys lei an/parent authorization tlons of act Ions for health 

and account of number and dosages care or related services 

administered .. 

2 CERTIFICATE OF lt'MUNIZATION CFM ll1t II temlnatlon of District op.tlon Original sOOuld be sent to new 

COSHS 13-2631 enrol lnent school In ewnt of out of dis-

trlct transfer and recanlll?lnd 

the secondary copy be reta lned 

as p;1rt of student cumulative 

foidar. 

3 HEALTH ROOM REGISTRY CFM 1 year I )<>•r 

Log of students report ln.;i to health 

off Ice because of Tl lness/1 njury. 

4 COMMUNICABLE DISEASE REPORT CFM Unt Ii summary suixnltted End of sctoo [ year 

Includes data collected fr an schools to I oc.a I health deptG 

and surmiary report. 

5 HEALTH SCREENING REPORTS CFM ll1t 11 data transferred I year 

Includes fol lowlng tests: 1o Pupl I Health Card 

•• Scoll05IS (rrandatory test) or folder• 

b. Vision (mandatory test) 

c. Hearl ng (mandatory test) 

d. Dental (opt lonal test) 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE S'ZCHIVIST ' 

~1-'i3J~a..vv re)~ J{!.-<,/ · :(} .. -;J-JJ/e&~v 
SSA-44 (} D-348 

SUPERSEDED
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SCHEDULE TITLE 

GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

REFERENCE: RCW 40.14.070 & WAC 414-24-050 
SD-14 

SCHEDULE APPLICABLE TO 

HEALTH SERVICES SCHOOL DISTRICTS 

ITEM 0'R RETENTION PERIOD 
NO. RECORDS SERIES TITLE Iii DESCRIPTION OR 

OFM PRIMARY COPY SECONDARY COPIES 

6 PUPIL HEALTH CARD OR FOLDER OFM Until trans tarred to lbno 
Screening results, nurse 1s notes, data student cumulatlve 
recorde:.i fran Information sul:mltted by record or fo Ider. 
parents/doctors, record of not If I cation 
to parents, health assessments. 

7 CHILD ABUSE REPORTS OFM (Ch I Id Protect Ion (Dlstr let) 
Reports ccmpl I ed by d I str let personnel Serv Ices) 1 year 
regarding pup I Is who may be victims 6 years 
of abuse~ SubmlttOO to DSHS Chi Id 

Protective Serv~ces. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~~ ful e..1'.0J.Jv yJ.:.,v~ 
s SA-44 

PAGE 2 OF' 2 PAGES 

!EFFECTIVE DATE 

Jan. 1, 1986 

AR· MICRO-
CHIVE? FILM? DISPOSITIONVREMARKS 

FORTHE7"?J'Vm' ¢71/u~~ 

u D-348 

SUPERSEDED



'1.: ... I & DESTRUCTION AUTHORIZATION R>ISPOSITION AUTHORITY NUMBER 

REFERENCE' RCW 40.14.070 6 WAC 414-24-060 PAGE OF PAGES . -0 SD-15 I 1 

~.::f'' GENERAL RECORDS RETENTION SCHEDULE 

SCHEDULE 1TTl.E SCHEDULE APPUCA.8lE TO EFFECTIVE DATE 

I r-0 IV I DUAL SOIOOL ARGi IVAL MATERIALS SCHOOL DISTRICTS 
Jan. l, 1986 

ITTM o•• RETENTION PERIOD I AR- 1J MICRO. NO. RECORD& &ERIE& TITLE• DESCRIPTION OR 
CHIVE? FILM1 DISPOSITION/REMARK& 

O•M PRIMARY COPY I SECONDARY COPIES 

THE FOLLa.il!'ll lYPES CF MATERIALS ARE DESIGNATBJ AS ARGilVAl ANO SfOULD BE PRESERVED 
FCR HISTORICAL VALUE BY SCHOOL DISTRICTS CR TRANSFERRED TO NEAREST STATE ARCH.IVE BRAl-CH 

1 SCHOOL HISTORY MATERIAL 
Including dedication bul letlnsp eva Ii.at Ions, letter awards, photog-aphs, scrapbooks, and other hls1orlcal rreiterl als. 

2 GRADUATING CLASS HISTORY FILE 
Cont a In Ing such mater I al as: graduation II st~ ccrnmencement and baccelaureate services programs, final g-ade polnt 0 cumulative class rank, dlplcrna 

order list, awards list/honor roll, senior activities and other class Items for class reunions or hlstorlcal purposes. 

3 YEAR BOOK 

'I' 
N 

"' 
4 COURSE DESCRIPTION CATALOG 

5 STUDENT HANDBOOK 

6 SCHOOL BULLET! NS AND NEWSPAPERS 

7 ANNUAL HIGH SCHOOL REPORT FOR STANDARDS AND ACCREDITATION 

8 REPORT OF EVALUATION OF ACCREDITATION 

9 STATEMENTS OF GRADUATION RE2UIREMENTS 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

FOR 7;;· ARC~/!// ~~~~ w. . -?(~ -. ' 
llA-44 u ID-341 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 'l .. ir..; 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUll.fBER 

' ,;/ 
"''II REFERENCE: RCW 40.14.070 & WAC 414-24-050 1 1 r11l1"11•00I 

PAGE OF PAGES ·- ~- 0 SD-16 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

LEARNING RESOURCE CENTERS SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM OPR RETENTION PERIOD 
AR· MICRO. RECORDS SERIES TITLE Si DESCRIPTION OR DISPOSmONIR'.EMARKS NO. 

O•M PRIMARY COPY SECONDARY COPIES CHIVU fllM? 

1 RESOURCE CENTER SHELF LIST/INVENTORIES OFM Untl I superseded plus None 
ANO TEXTBOOK SHELFLIST canpietlon of State 

Audi tor 1 s examination 
report 

2 BOOK LOSS REPORT CPR 6 years Until superseded 

FOR THE ATIORNEV GENERAL FOR THE STATE AUDITOR 

7f~ FOR TH]/~ARCHI; ~J/ / ' ~W>chWN J::J_.._:,,_, 
SSA-44 d-- D-348 

SUPERSEDED



(f;ljj" . GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION ..... I REFERENCE; RCW 40.14.070 & WAC 414-24-060 PAGE I OF I PAGES !•!'!!'•"' c··· B1 SD-17 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

MAIL SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

OPR RETENTION PERIOD 
AR· MICRO. ITEM OR DISPOSITION/REMARKS 

NO. 
RECORDS SERIES TITLE & DESCRIPTION CHIVE1 FILM? 

OFM PRIMARY COPY SECONDARY COPIES 

I RECEIPTS FOR GOODS AND SERVICES QPR 6 years Unt 11 canp let Ion 

of State Auditor's 

examlnat ion report 

2 POSTAGE METER LICENSE QPR 6 years Unt 11 superseded 

3 POSTAGE METER LOG (fM Unt 11 canp let Ion of None 

State Auditor's 
examl nat Ion report 

4 CERTIFIED MAIL RETURN RECEIPT tfM 3 years None 

5 CERTIFIED AND REGISTERED MAIL LOG (fM 3 years None 

For incanlng aOO outgoing ma! I. 

6 BULK MAILING PERMIT OPR 6 years None 

7 SENDER'S STATEMENT AND CERTIFICATION (fM 3 years None 

Of BULK MAILING 

B POSTAGE EXPENDITURE REPORT tfM Unt 11 canp let Ion ot 1 year 
State Audi tor is 

examlnat Ion report 

9 U.P.S. REGISTER QPR 6 years None 

FOR THE ATTORNEY GENERAL IFOR THE STATE AUDITOR 

-,f~ 
FOR THE STATE ARCHIVIST 

h ~cha.RN ~....._:_,, ,//) ~,.,,,,/ ·~7) " 
I . 

D-346 SSA-44 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 

~·~· 1 & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

Hlth 
REFERENCE: RCW 40.14.070 S. WAC 414-24-050 1 2 .......... PAGE OF PAGES c . Bi SD-18 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

MAI ITTENA«::E SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM ... RETENTION PERIOD AR· MICRO. RECORDS SERIES Tine " DESCRIPTION OR OISPOSITIONAREMARKS NO OFM PRIMARY COPY SECONDARY COPIES CHIVE? FILM7 

t ENGINEERING AND ARCHITECTURAL DRAWINGS Cl'M Unt II disposal and/or Unt 11 comp let Ion Oupll~tes should1 be available 

Arch I tect ur al , structural , p I umbl ng, sale of bul I ding and ot project and stored of f-s l'te for 
e le ctr 1 ca i , etc. site Es sent I al Records protect Ion. 

Microfilm Is I ne>(pe ns I ve and 

cons I dered a sultiab le 

substitute. 

2 BUILDING SPECIFICATIONS Cl'M Until di SJX>Sal and/or t.nt II compiet Ion Same as above 

sale of bul i ding and of ?""OJect 
site 

3 OPERATING MANUALS Cl'M Lilt 11 disposal and/or lhtll superseded Same as ab CNe 
Prepared by contractors for use of sale of bulldlngand 
the di str let in maintaining equlpmant site 
installed in bull dings. 

4 MAINTENANCE HISTORY FOLDER Cl'M 6 yea rs except capl tai None 

File foldars for each building which lmprCNement doo.imants 
may have: ma I ntenance performed, work 1411 dl should be kept 
orders, p urdlase orders, cop I es of as long as site Is 
state and/or Insurance ccmpanl es District ?""Operty 
Inspect Ion reports. 

5 WORK ORDER Cl'M Unt Ii canp let Ion of I year 
Request for performance of na I ntenance State Audi tor 1s 
workp may show location, date of reqLest examination r~ort 
work to be performed, etc. 

FOR THE ATTORNEY GENERAt FOR THE STATE AUDITOR 
FOR™< 57.aST 

- ..._. -- ·, # ~C-1'.o...vv Ye)~~ ";!-//led/./. 
~ 

~ /l --
SSA-44 u J-348 

SUPERSEDED



r;:.; ..... fJ @::" . GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION .... I REFERENCE: RCW 40.14.070 & WAC 414-24-050 2 2 PAGES ~ .... , .... , PAGE OF 
' -· pj SD-18 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

MAI NTEl'l'\NGE SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM 
OPR RETENTION PERIOD •.. MICRO. 

NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FLLM7 
DISPOSITION/REMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

6 BOILER VESSEL REPORTS OFM 6 aronths None 

a) Report of boiler Inspection by 

custodian. 
b) Report ot bol ler or hot water tanks Expiration of bol i er None 

by Insurance Ccmpany or labor cert If lcate 

& lndustrleso 

7 FIRE EXTINGUISHER INSPECTION TAGS OFM Until superseded None 

Prepared by Fire Departments or private 
firms. 

B OPERATING PERMITS OFM Untll superseded None 

Boller. elevators .. 

. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STAT Jl,RCHIVIST 

~ ~c.i"l.o..vv }:{}.:,V~/ J:o . v.-111e/I'/./ -.,;,, 
SSA-44 a D-3146 

SUPERSEDED
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;R"""I'; 
ivl'~"' GENERAL RECORDS RETENTION SCHEDULE gi:, I DISPOSITION AUTHORITY NUMBER I & DESTRUCTION AUTHORIZATION 

1 ... :;;:. j REFERENCE, new 40.14.070 & WAC 414-24-060 PAGE I OF I PAGES c "''' 0 SD-19 
SCHEDULE mLE SCHEDULE APPLICABLE TO EFFECTIVE DAT£ 

N~-RB:XlRD MATERIALS SCHOOL DISTRICTS 
Jan. 1, 1986 

"'" 
OPR REIENTION PERIOD 

AR- ,f MICRO-
NO. RECORDS SERIES ITTLE •DESCRIPTION OR I CHIVE1 FILM? 

DISPOSITION/FIEMARKS 
OFM PRIMARY COPY I SECONDARY COP&ES 

THE FOLLO<I,.; l'IPES (F W.TERIALS ARE DESIG~TID AS t()N-RS::ORD AND 

MAY BE D ISFOSBJ CF AS SOON AS THEY H-GiVE SERVED lHE IR PURFQSE. 

I Catalogs, trade joi.rnals, and other prl nted or pub II shed 11Bterl ais received fran other elf lees, cannarclal firms, or prli.ete Institutions ~lch 
requl re no act Ion and are not nea::led for ti:>OJmantary pu-poses. 

2 Electrcstatic, photocopy, magnetic, or other type of copy of corres p:lhdence, canpleta::I forms, and bullet Ins, prepara:i for reference aOO 
I nformat Iona I dis tr I but Ion. 

3 letters of transmittal ""lch do not add any Information to the transmitted materl ai o 

4 Mlscel laneous notices or menoranda Wllch do not relate to the f1J1ctlonal rasponslbllty of the ajpncy, e.g., notices of coomunlty affairs, employee 

meetings, holidays. 

5 Prel I ml nary drafts of letters, mem.:::iranda • reports, worksheets, and lnfonnai notes lllillch do not represent significant b3slc steps In the preparation 

of record docurrents. 

6 Reproduction masters, such as stenci Is, hectog-aph masters and offset plates. 

7 Rout Ing s I lps used to direct the distribution of docurrentso 

8 Shorthand n ates, stenotype tapes, cc:mputer disks, and tape recordings Kl I dl have been transcr I bed Into typewritten or printed form. 

9 Stocks of ag:incy publications, fonns and printed docurrents, ireserved for supply purposes. ...ti ldl are superseded, outcbted, or atherwl se valueless 

Except for accoontab le fonns which must be examina:I by the State Audi torls office before ta Ing des1royed. Procedures for di sp::is Ing of account ab le 
or negatl ab le fonns are on the next pa93. 

10 Telephone messages, "Wh I le You Were Away 11 s I lps, check s I ips or s !ml lar fonns used to convey non-?J I Icy I nformat Iona I messages. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~~ 
FOR THE STATE ARCHIVIST 

" :~-"" ¥~ w-.:.., f() d-W&A';/ 
-

~ ,-/)- --
llA-44 I ' D-341 

SUPERSEDED



DEPot.-RTMENT OR -AGENCY-

WASHINGTON STATE RECORDS COMMITTEE 
AUDIT REQUEST AND DESTRUCTION CERTIFICATE 

(UNUSED PRE·NUMBERED ACCOUNTABLE FORMS) 
REFERENCE RCW 40.U 

PART 1. AGENCY ~IST AMO REQUEST 
lOEFICE .O.F .l'IE_CQ.BO _(DlV!~!QN_, ~T!::_.l 

TITLE OF RECORDS SERll!:S INCLUSIVE OA"i"ES 

--

-, 

, 

It is renuested that rhe above lisred wiused or voided nre•numbered forms be 11udited. desrroved 
NAME ANO TITLE OF RESPONSIBLE OFf"lCl!i:R OP" R'li.QUlli:l!ITINC AGENCY 

PART 2. VERIFICATION 

VOLUME OF REC.OROS IN CUSIC 
"F"E""E"T, ""'FrLE" crRJi"WE"RS 

INCLUSIVE NUMBERS 

--

and certified as to destruction. 
CATE 

I certify that the unu.sed or voided pre•numbered fonns listed above have been audited and verified by series and number and are hereby 
approved for desrruccion. 

SIGNATURE OF INTERNAL AUDITOR OR RECORDS OFFICER CA.TE 

PART 3. DESTRUCTION CERTIFICATE 

This is ro certify that the above listed and audited 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 AUCITOR OR RECORDS OFFICER DATE 

B-34 A 

) 

) 

SUPERSEDED



'l'.i\ GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

DISPOSITION AUTHORITY NUMBER 

r1 .... , ..... REFERENCE: new 40.14.070 &: WAC 414-24-050 PAGE 1 OF 4 PAGES 

' . Pi SD-20 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFfECTIVE DATE 

PAYROLL/PERSONNEL SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM 
OPR RETENTION PERIOD AR· MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? 
DISPOSITION/REMARKS 

OFM PRIMARY COPV SECONDARY COPIES 

1 EMPLOYEE PERSONNEL FILES OPR 6 years after I year after 

Personal iy Identifiable lnfomatlon term I nation ot teml nation of 

93thered durl ng an lndlvldualls term empioynant employnant or transfer 

of amp I oyment. 

2 EQUAL EMPLOYMENT OPPORTUNITY INQUIRY FORM <FM 2 years 1 year 
(EEO) 

3 EMPLOYMENT REQUISITION/PERSONNEL ACTION CFM 2 years 1 year 

REQUEST 
May contain position specifications, 
nea::ls anal ys Is and autOOrlzatlon 
s I giatures. 

4 JOB ANNOUNCEMENT OR POSTING <FM 2 years "'"" 
5 EMPLOYMENT INTERVIEW EVALUATION FILES <FM 2 years tone 

May Include II sts of eligible applicants, 
screen Ing check list and Interview 
questionnaires. 

.. 

6 EMPLOYMENT APPLICATION - NON-HIRED CFM i year tbne 

7 EMPLOYEE CONTRACTS 

•• final contracts, Includes subsequant OPR 6 years t-bne 

riders Issued. 
b. Contracts superseded within fl seal CFM Unt 11 COOlp let Ion of t-bn e 

year. State Audi tor's 
examlnat Ion rep:irto 

8 PROFESSIONAL CREDIT COllMITTEE FILE <FM Until termination of t-bn e 

Evaluation of applications for reccgn It Ion employment 
of non-college credl t courses. 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDrTOR FOR THE STATE ARCHIVIST 

llL,~ ~c.ha»V z;e_.J _:_.) lf~ J! () 'CP)/fa d A / 
, 

SSA·44 I 
, 

l[)-346 

SUPERSEDED



~""fl ~'.:;.:"\ GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER & DESTRUCTION AUTHORIZATION 

"''' REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 4 PAGES r11!!!-'!'."' 
·- _JY SD-20 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

PAYROLL/PERSONNEL SCHOOL DISTRICTS 
Jan. l, 1986 

o'" RETENTION PERIOD 
AR- MICRO-ITEM 

RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? DISPOSITION/REMARKS NO. OFM PRIMARY COPY SECONOAFIY COPIES 

9 JOB DESCRIPTIONS OFM Unti I superseded Untl I superseded 

10 EMPLOYEE DIRECTORY OfM Unt 11 superseded Untl I superseded 

DISTRICT MUST BE AWARE THAT EACH DISTRICT IS RESPONSIBLE FOR PROVIDING INFORMATION FDR 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 LDNG-TERM VERIFICATION OF RETIREMENT ELIGIBILITY SHOULD BE CONFIRMED WITH STATE RETIREMENT SYSTEM. 

11 EMPLOYEE PAYROLL STATUS 

a. For di str lets us I rg Personnel Action OFM Unt It data entered and fbne 
Request Form. verified 

b. For districts not us! ng Pers::innel OFM Unt 11 comp 1et Ion of Until superseded 

Act ion Request Form. State Aud I tor's 

examination report. 

c. For districts using Employee Payrol I OFM 6 years tbne 
Status as a substitute for time 

sheets. 

12 MONTHLY TIME CARDS/SHEETS/REPORTS OPR 6 years* Untl I comp let Ion of *Reference: Federal Register 

State Auditor's Cf.18 Ai02 (see Appendix) 
Includes sick leave activity 

examination report 

13 LEAVE REPORTS OFM Untl I comp let Ion of 1 year 

State Audi tor's 

examination report 

14 TEACHER SUBSTITUTE REPORT OFM Untl I completion of fbne 
State Audltoris 
exam I nat Jon report 

FOR ll"HE ATTORNEY GENERAL FOR THE STATE AUDITOR 

--t1~ 
FOR THE STATE ARCHIVIST 

'fr\_,~ ~th,a_W w.-:.. J! /) rl7Jtle_ ,ff,/ , 

J . 
D-348 SSA·44 

SUPERSEDED



~:"' 
GENERAL RECORDS RETENTION SCHEDULE 

& DESTRUCTION AUTHORIZATION 
DISPOSITION AUTHORITY NUMBER -. I "h REFERENCE: RCW 40.14.070 & WAC 414-24-050 3 4 PAGES ..... PAGE OF 

~ ~ SD-20 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

PAYROLL/PERSONNEL SCHOOL DISTRICTS 
Jan. 1, 1986 

1TEM "" RETENTION PERIOD AR- MICRO-
NO. RECORDS SERIES TmE I!& DESCRIPTION OR CHIVE? FILM? 

DISPOSITION/REMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

15 PAYROLL WARRANT REGISTER QPR 6 years* Until completion of *May be needed as Jong-term 

State Aud I tor's verification of 1~etlrement 

exam I nat Ion report el lglbl llty. See canment 

above !tan 11. 

16 CANCELLED WARRANTS/CHECKS a'M 6 years None 

17 MEDICAL INSURANCE LISTINGS a'M Untli superseded plus None 
completion of State 
Aud I tor's exam I nat·Jon 

report 

18 LISTINGS OF OTHER PAYROLL DEDUCTIONS OFM Unt 11 superseded plus None 
canpietlon of State 
Auditor's examination 
report 

19 BENEFIT DETAIL REPORTS OFM 6 years None 
Automated or Manua I. Lists district/ 
employee payments on benef ltso 

20 AUTHORIZATION FOR PAYROLL DEDUCTIONS OFR Tennlnatlon of author- None 
May include tax sheltered agreements, lzatlon or agreement 

medical Insurance, credit un Ion, and pl us 6 years 
other deduct Ions. 

21 GARNISHMENTS OFM (Superior Court) (District) 

Pennanent Until satlsfact Ion 

22 PRELIMINARY PAYROLL REPORT OFM Until verification of None 
final payrol 1 report 

FOR THE ATIORNEV GENERAL FOR THE STATE AUDITOR FOR THE St ;1HIVIST 

~~ w.. - >f----L--- 'if-~.(,/ , 

SSA-44 ,J D·346 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE ~\,, 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

. . ·.~"' 
.l~'!r.:~: .. REFERENCE; Rew 40.14.070 & WAC 414-24-050 PAGE c pj SD-20 

4 OF 4 PAGES 

SCHEDULE TITLE SCHEDUlf APPLICABLE TO EFFECTIVE DA TE 

PAYROLL/PERSONNEL SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM o•• RETENTION PERIOD ... MICRO-RECORDS SERIES TITLE a. DESCRIPTION OR DISPOSITION/REMARKS NO. 
OFM PRIMARY COPY SECONDARY COPIES CHIVE? FILM? 

23 STATE RETIREMENT SYSTEM FORMS OFM !..ht i I canp lat Ion of N:>ne *This series may Aeed to be 
State Audi tor•s retained until larg-tenn 
examlnat Ion rep:> rt* balance Issues arte settled 

with State RetlrEment Systems 
or tor 6 years to \6rlfy 
t ra.os fer of mo nay. 

24 FEOERAL WAGE AND TAX STATEMENTS OFM 4 years N:>ne 

25 AUTHORIZATION FOR DIRECT PAYROLL OFM lht 11 transferred lo N:>ne 
DEPOSIT cancel lat Ion f I le 

26 CANCELLATION Of AUTHORIZATION OFM 4 years N:>ne 
FOR DIRECT PAYROLL DEPOSIT 

27 DIRECT PAYROLL DEPOSIT PRE-NOTE DATA OFM I year N:>ne 

26 DETAIL OF DIRECT PAYROLL DEPOSIT OfM I year N:>ne 
ENROLLEES 

29 DIRECT PAYROLL DEPOSIT TRANSMITTAL OfM Unt 11 canp let Ion of N:>ne 
LISTINGS State Audi tor 1s 

examl nat Ion reix:>rt 

30 DIRECT PAYROLL DEPOSIT HASH SHEET OfM 1 year rboe 

FO~~R~Ui,aw 
FOR THE STATE AUDITOR 

FOR TIIE ~CHIVIST-, ),)/
1 
~/ / 

?c)_:._, x?-4~ .. ,.{__.--
SSA-44 d D-348 

SUPERSEDED



~"'"' GENERAL RECORDS RETENTION SCHEDULE 
;;·· & DESTRUCTION AUTHORIZATION 

DISPOSITION AUTHORITY NUMBER 

..... REFERENCE: RCW 40.14.070 & WAC 414-24-050 1 2 , ..... PAGE OF PAGES 
~~-_ _pj SD-21 

r;;.;;~ .. r 
SCHEDULE TITLE SCHEDULE APPLICABLE TO !EFFECTIVE DATE 

PlRCHASI IG/WAREl{)USE SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM o'" RETENTION PERIOD 
AR· MICRO-

NO. 
RECORDS SERIES TITLE llo DESCRIPTION OR CHIVE? FILM7 

DISPOSITION/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

l BIDS AND FORMAL QUOTES *Un less I It I g:1t Ion Is 

A. Successful DPR 6 years* None pending. 

B. Unsuccessful Cf'M Unt 11 canp let Ion of None 

Includes specifications and/or conditions State Audi tor's 
examl nat Jon report 

2 PRICE CHECKS AND INFORMAL QUOTES OFM 1 Year None 

3 PURCHASE ORDERS AND/OR PURCHASE DPR 6 Years lklt Ii ccmp let Ion of 

REQUISITIONS (Accounts Payable) State Audltor!s 
examlnat Ion report 

4 WITHDRAWAL/CANCELLATION,l'.:HANGE QPR 6 Years Unt 11 c001p let Ion of 

PURCHASE ORDER State Audi tor 1s 
examlnat Ion report 

5 DAMAGE AND LOSS CLAIMS Cf'M Urit I I canp let Ion of I )l'•r 
State Audi tor's 
examl nat Jori report 

6 REQUISITIONS Cf'M Unt 11 ccmp let Ion of I )13• r 
State Audi fur's 
exam! nat Ion report 

7 DEBITA'.:REDIT CHARGES Cf'M Unt 11 canp let ion of 1 )13• r 
State Audi tor's 
exam I nat Ion report 

8 DELIVERY RECEIPT - INTERNAL Cf'M Unt II canp let Ion of None 

State Audi tor's 
examlnat Ion report 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE ARCHIVIST 

~' . RJr.J-u:wU 'pr)~ --<-· .,,( - J!_() ~,,Ji,, 'G7J 
' SSA-44 (] D-346 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 
-~·} 
~;··p 
~···\· & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

m•h 
REFERENCE: RCW 40.14.070 & WAC 414-24-050 .... , ..... 

' - fY SD-21 
SCHEDULE TITLE SCHEDULE APPLICABLE TO 

P lROiASI Nl/WAREfDUS E SCHOOL DISTRICTS 

ITEM o .. RETENTION PERIOD 
RECORDS SERIES TITLE l!o DESCRIPTION OR NO 

O•M PRIMARY COPY SECONDARY COPIES 

9 INVENTORY - WAREHOUSE CFM Unt 11 superseded plus Unt 11 su pe rsedad 
Year-end report conpietlon of State 

Audi tor is examlnat Ion 
report 

10 INVENTORY CHANGES/TRANSFERS- CFM !Mil conplet Ion of lht II after update 
MATERIALS/EQUIPMENT' State Audi tor 1s 

exam! nation report 

FOR THE ATTORNEY GENERAi. FOR THE STATE AUDITOR 

A ; i5fichcUJt.i t::.J_...:.., -<~ ru71-
SSA-44 

PAGE 2 Of 2 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

AR- MICRO- DISPOSITIONAREMARKS CHIVE? f1LM1 

~r lrnary copy mai'f be with 
g:tneral account•I ng. 

FOR THE STATE ARCHIVIST 

Jo -::J-~e ,_,,,,, 
0 ' D-348 

SUPERSEDED



~···· GENERAL RECORDS RETENTION SCHEDULE 

g:. I & DESTRUCTION AUTHORIZATION 
DISPOSITION AUTHORITY NUMBER 

r1""''""' REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 1 OF I PAGES 

·- Pi SD-22 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SAFETY, EMPLoYEES SCHOOL DISTRICTS 
1; Jan. 1986 

ITEM 
CPA RETENTION PERIOD ... MICRO. 

NO, RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? 
DISPOSITION/REMARKS 

OFM PRIMARY COPY SECONDARY COPIES 

1 CERTIFICATION OF EMPLOYER AS SELF-INSURER QPR (Dept. of Labor & Unt II cert If I cat Ion 
Industries) wl thdrawn or 

s;rrendered. 

2 ACCIDENT REPORTS, EMPLOYEE 
Made out by employee, supervisor and/or 

doctor. Includes In-house reports and 

other reports wh lch are submitted to 
other age11cl es as necessary. 

•• Reportable accidents CFM (Dept. of labor & 10 years 
industries) 

b. flbn-reportab le accidents CFM 3 years i'bne 

3 OCCUPATIONAL INJURIES AND ILLNESSES£ CFM 5 years I year 
U.S. BUREAU OF LABOR S1ATISTICS LOG 
AND SUMMARY 

4 ACCIDENT CLAIM LOGS, DEPARTMENT OF CFM 3 years i'bne 

LABOR AND I NDUSTR fES 

5 Ca.IPENSATION QUARTERLY REPORT CFM (Dept. of Labor & Unt 11 canp let Ion .of 

Industries) State Aud! tor 1s 
axamlnat Ion re?lrt. 

FOR THE ATTORNEY GENERAL IFOR THE STATE AUDITOR 

FOATHEST7.?JST. ¥-llle&k~ '-fl\_~ "BJ ~o.»v. ~~~ 
u 

SSA-44 .J-348 

SUPERSEDED



''" I 

" N 

r;; ...... ·r @J""'. GENERAL RECORDS RETENTION SCHEDULE ~:,, & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

.. ~1,,, 
~ .......... REFERENCE: RCW 40.14.070 & WAC 414-24-050 
c .... Pi 

SD-23 
SCHEDULE TITLE SCHEDULE APPLICABLE TO 

SAFETY, FACILITIES AND EQUIPMENT SCHOOL DISTRICTS 

ITEM ••• RETENTION PERIOD 
NO RECORDS SERIES TITLE & DESCRIPilON •• OFM PRIMARY COPY SECONDARY COPIES 

1 SAFETY INSPECTION, STATE NOTICE & OFM CW !SHA Off Ice) 3 years 
CITATION 

2 NOTIFICATION OF PENALTY ASSESSMENT OFM CWISl-V\ Office) 3 years 

3 FIRE INSPECTIONS CONDUCTED BY SCHOOL OFM Tennlnatlon of pol Icy i year 
DISTRICT plus 6 years 

4 FACILITY SAFETY HISTORY RECORDS OFM Untl I superseded Untl I superseded 
Cumulative record showing Inspection 
citations, corrections and other I nfor-

matlon relatlrg to continuing safety of 
each district faclllty. 

5 MINUTES OF THE MEETING, SAFETY COMMITTEE OFM 3 years 1 year 

6 REFERENCE & INFORMATIONAL MATERIALS 1-R Untl I superseded Untll superseded 
RECEIVED FROM SAFETY AGENCIES 
Bui letlns. pamphlets, not Ices. 

7. HAZARDOUS MATERIALS OFM 6 years after removal of Until removal of sub-
substance stance 

FOA THE AlTORNEY GENERAL FOR THE STATE AUOITOR 

~ Ti-Oe-1\o...vv ~~ 
s SA-44 

PAGE I of 1 PAGES 

EFFECTIVE DA TE 

Jan. 1, 1986 

AR· MICRO-
CHIVD:1 FILM? DISPOSITION/REMARKS 

FOR THE 7. (2HIVIST 

";L-Jl/e /I'// , 
'-' 

u . 
D-348 

SUPERSEDED



~:.;:~\ 
GENERAL RECORDS RETENTION SCHEDULE 

DISPOSITION AUTHORITY NUMBER 
& DESTRUCTION AUTHORIZATION 

......... , REFERENCE' RCW 40, 14.070 & WAC 414-24-050 PAGE 1 OF 1 PAGES 

' - i?i SD-24 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SAFETY, STUDENT SCHOOL DISTRICTS 
Jan. 1, 1986 

n'EM OPR RETI:NTION PERIOD AR· MICRO. 
RECORDS SERIES TITLE&. DESCRIPTION OR DISPOSITION/REMARKS 

NO OFM PRIMARY COPY SECONDARY COPIES 
CHIVE7 FILM7 

1 ACCIDENT REPORT, STUDENT QPR 2 years after student 3 years 

graduates 

2 F I RE AND OTHER EMERGENCY DRILLS OFM 3 years 1 year 

3 INSURANCE LIST, STUDENT DFM Until canpietlon of Until COOlpl.etlon of 

State Aud I tor 1 s State Audi tor's 
examl nation report examination report 

4 APPROVAL FOR USE OF PRIVATE VEHICLES OFM 1 schoo I year None 

FOR SCHOOL TRANSPORTATION 

FDR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

~-
FOR THE S"'l'OHIVIST 

Y'rl._,~ 1R_. ~cJw.vv ~ ..._..._L ../ -:JJ)!/,, /,f, --..:, :If"' 

SSA-44 I ' D-348 

SUPERSEDED



~.~; & DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

r1~ .. ~!9; REFERENCE: RCW 40.14.070 &. WAC 414-24-050 
SD-25 PAGE I OF I PAGES 

- l:Y 

,,,;,;.; .. f 
@'""i GENERAL RECORDS RETENTION SCHEDULE 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SECLRITY SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM CPR RETENTION PERIOD 
AR· MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR 
CHIV£1 FILM? DISPOSITION/~EMAfll(S 

OFM PRIMARY COPY SECONDARY COPIES 

I SECURITY PATROL LOG OFM 2 years tbne 

2 INTRUSION ALARM REPORT OFM l year tl:>ne 

3 VANDALISM, CRIMINAL CASE REPORTS OFM 5 years tl:>ne 

4 STATEMENT FOR RESTITUTION OPR 6 years Untl I completion of 

Source document backup for bl II Ing. State Auditor's 
exam I nat Ion reporto 

5 SECURITY ANNUAL REPORT QPR Permanent I year 
(Schoo I Board Minutes) 

' 

fDR THE AlTORNEY GENERAL FOR THE STATE AUDITOR FOR THE ~CHIVIST 

~ f3J.i!./\a._vv >i)~~ ~(}_ , ,_ -;l-J/fe•,;/L~_.'c_, 
' / 

SSA-44 l/ D-346 

SUPERSEDED



~'."' GENERAL RECOROS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER ; I & DESTRUCTION AUTHORIZATION 

.. i. 
REFERENCE: new 40.14.070 & WAC 414-24-050 I 3 ••no PAGE OF PAGES 

··- Pi SD-26 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

STUDENT RECORDS SCHOOL DISTRICTS 
Jan. 1- 1986 

ITEM o'" RETENTION PERIOD 
'AR· M1CRO-

RECORDS SERIES TITLE Si DESCRIPTION OR DJSPOSITION/REMARKS 
NO. 

0'M PRIMARY COPY 15ECONOARV COPIES 
CHIVE1 FILM? 

STUDENT RECORDS DEFINED 

All personally ldentlflable lntonnatlorn 
directly related to a student regard less 

of nature or location .. Student records 

are normally divided Into the fol lowing 
records series. 

I STUDENT PERMANENT RECORD OPR Pennanent or untl I None * SUOOESTBl PROCBJURES: 

{Also known as GRADE TRANSCRIPT) mlcrofllmed & verified *I M lcrof I Im 

Shows date of adm I ss Ion to the schoo I a This records series may be 

system and date of graduation or extent reta lned permanent! y on 

of progress before withdrawal. Identifies mlcrof llm In 1 leu of hard 

student by legal name, date of birth, copy. 

address and names of parents or guard I ans. b Mlcrofllmlng must be done 

May Include one card for each elementary, In accord with standards 

middle and high school. lssuad by the State Arch-
Ives and be approved by 
the State Auditor's Office 
as per RCW 40.20.020. 

c Counselor's reports, can-
ments and other lnforma-
tlon subject to deletlon 
under the provisions of 
the FanJiy Education 
R lghts and Privacy Act 
stould not be mfcrofl!med, 
but should be destroyed 
according to t:he retention 
per lads 11 sted for I tens 2 
and 3 below~ 

(Reference Pub I le Laws of 
1975 #20 USC-1232g, 45 CFR 

Part 99) 

FOR THE ATTORNEY GENERAL FOR THE STAn AUDITOR FOR THE STAT i\RCHIVIST 

'11\..,~ 11J ~o...uv ~~ )~(} ¢-;fie/// ~ 

, 

SSA~44 
~ . u l!).349 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE: RCW 40.14.070 & WAC 414-24-050 

DISPOSITION AUTHORITY NUMBER 

SCHEDULE TITLE 

STUDEl'lf RECORDS 

ITEM 
NO. 

2 

3 

RECORDS SERIES TITLE & DESCRIPTION 

STUDENT PERMANENT RECORD (con't.> 

STUDENT CUMULATIVE RECORD 
(Also known as STUDENT FILE FOLDER) 

Contains Information collected on each 
student In addition to the Permanent 
Record or Transcript. 

CONFIDENTIAL REPORTS 
CAI so known as STANDARD REPCRTS, 

GU\l}\f'CE REPORTS or SUPPLEMENTARY REPORTS) 

Includes subjective reports and ancedo~al 
Information frcm outside agencies and 

lndlvlduats. Access Is restricted to 
parents, guardians or the students them­
selves {]8 or older). 

FOR THE ATTORNEY GENERAL 

SSA-44 

QPR o• 
O•M 

OFM 

OFM 

SD-26 
SCHEDULE APPLICABLE TO 

SCHOOL DISTRICTS 

RETENTION PERIOD 

1----,-,-,M-.-,-v-co-.,-----..----.-<c-o-.-.-.-.,-.-.-,-,.-.----t c:i~-;n ":,',~~<:" 

2 years after date of 

graduation or wlthdrawal 
from h lgh sctoo I 

or 
2 years after withdrawal 
(or no stow) fran ele-
mentary, m ldd I e or 
jun lor h lgh 

or 
until request by parent 
or student over age 18 
to delete as per the 
faml ly Ed ucat Ion a I 
Rights and Privacy Acto 

2 years after data of 
graduation or withdrawal 
frcm high school 

or 
2 years after wl thdrawal 
(or no show) from el e­
mentary, mlddle or junior 
high 

or 
L.11tl I request by parent 
or student CIB or older) 
to delete as per the 
Family Educational Rights 
and Pr I vacy Act. 

"'"" 

I year 

FOR THE STATE AUDITOR 

PAGE 2 Of 3 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

DISPOSITION/REMARKS 

2 This records series may 
a I so be abs tr aCted from 
documents In t~e Student 
Cumulative RecOrd Utan 2). 

SUGGOSTED PROCED!RE' 
At end of retention period 
destroy al I ltemS eccept 
Student Pennanent Record. 

"Reference Pub I I c Laws of 
1975 #20 USC-12329, 45 CFR, 
Part 990 

Reference: WAC 392-171-621 

D-346 

SUPERSEDED



~"" GENERAL RECORDS RETENTION SCHEDULE 
" DISPOSITION AUTHORrrY NUMBER 

l~. & DESTRUCTION AUTHORIZATION 
!!!' ... ' REFERENCE: RCW 40.14.070 & WAC 414-24-060 PAGE 3 OF 3 PAGES 

~ Pi SD-26 

r;;;,; ... I 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SlUl:ENT RB::ORDS SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM OPR RETENTION PERIOD Aft- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? 

DISPOSmON/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

4 SPECIAL, HANDICAPPED & GIFTED STUDENT CFM 2 ~ars after !J"adll3t Ion None SUGGEST ED PROCEDlRE: 

PROGRAM FILES or wl thdrawal These records srou Id be 

Used to assess stuOOnt p lacerrent and or separated from the regular 

progress In spacl al programs. Includes 2 years afteir student Student Cumulative Fiie as per 

rejX>rts and observat Ions regardl ng ti.rns 21 the 1 lmlted accESs 1~ovls Ions 

I earning and behavior problems. of the Fam I I y Education Rights 
and Privacy Act. 

5 AUTHORIZATION FOR RELEASE Of STUDENT OPR 3 years None 

RECORDS 

! ..... 

! 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE7o 
~ -UQ.f\a..vv rJ.:w~-</ -V-JI!.~ //'// -.;:, 

SSA-44 u ID-346 

SUPERSEDED



~~ .. r 
@'"'1 #Ij~~~:. 
;f~!!!!••n 
' . l:)' 

GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

REFERENCE: RCW 40.14.070 &,WAC 414-24-050 
SD-27 

SCHEDULE TITLE SCHEDULE APPLICABLE TO 

TEAO< ING RECORDS SCHOOL DISTRICTS 

ITEM OPR RETENTION PERIOD 
RECORDS SERIES TITLE & DESCRIPTION O• NO. 

O•M PRIMARY COPY SECONDARY COPIES 

I GRAUE BOOKS 

a. Elementary OfM 2 years None 
b. Secondary DFM 5 years None 

2 LESSON PLAN BOOKS OFM I year fbne 

3 PARENTS/GUARDIANS FIELD TRIP DFM I school year None 
AUTHORIZATION 

FOR THE ATTORNEY GENEffAL FOR THE STATE AUDITOR 

;f1~ 110~~ i:-d~ 
v 

SSA-44 

!PAGE I OF 1 PAGES 

EFFECTIV£ DATE 

Jan. 1, 1986 ... MICRO- DISPOSITION/REMARKS CHIVE? FILMi 

FOR me STATE ARCHIVIST 

YO " ~/JJ~/ 
rJ 

. 
D-348 

SUPERSEDED



... ~ ... 
:,~i•;m GENERAL RECORDS RETENTION SCHEDULE 

DISPOSlllON AUIHORllY _.BER 
& DESTRUCTION AUTHORIZATION 

mm REFERENCE: RCW 40.14.070 II< WAC 414-24-060 ..... I OF I PAGES --· ~-JY SD-28 
SCHEDULE UTLE SCHEDUlE APPUCA81.E TO .....,.,.. ..... 

TRAFF IC SAFETY SCHOOL DISTRICTS 
Jan . 1, 1986 

ITEM OPR ................ .... -NO. RECORDS SERIES TITLE I. DESCRIPTION OR ,,,_ ..... DISPOSIPCHl/RBllARICS 
OFM _. ..... --

I APPLICATION FOR PROGRAM APPROVAL OFM 1 year after acceptance lbne 

2 STUDENT PARTICIPATION LISTS QPR 6 years 1 year 
Students completing course, completing 
course receiving falling grades, and 
students offlclal ly wl thdrawn or 
transferred 

3 STUDENT TRAFFIC SAFETY CERTIFICATES OFM lkltl I student reaches lbne 

18 years of age 

4 WASHINGTON STATE UNIFORM ACCIDENT REPORTS OFM 3 years 1 year 

5 APPLICATION FOR TRAFFIC SAFETY EDUCATION OFM llltll after term as lbne 

CERTIFICATION/TEACHER'S AFFIDAVIT FOR traf f I c safety 
CERTIFICATION TO BE A TRAFF IC SAFETY Instructor 
INSTRUCTOR 

6 STUDENT PERMISSION STATEMENT OFM I year lbne 

FOR THE ATTORNEY GENERAL FORTHESTATE~ >f'~ --:;~ ~ /h,, ~ ~:' ;q_ ~0--W 
HA-44 I 

, ...... 

SUPERSEDED
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"' 0 

SCHEDULE TITLE 

GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE' RCW 40.14.070 & WAC 414-24-050 

SCHEDULE APPLICABLE TO 

DISPOSITION AUTHORITY NUMBER 

SD-29 

TRANSPORT AT I CN SERVICES SCHOOL DISTRICTS 

ITEL\11 
NO. 

2 

3 

4 

5 

6 

RECORDS SERIES TITLE & DESCRIPTION 

GAS, OIL AND DEISEL REPORTS FOR 
BUSES AND OTHER VEHICLES 
SP I reports prepared from th Is cEta. 
May 11 st veh le le number, aroount of 
fuel pumped, odorrater readings. 

BUS CONDITION CHECKLIST 
Dally evaluation of bus by drivers. 

BUS GARAGE WORK ORDERS 
Prepare:! by garage or shop personnel. 
Shows descr I pt Ion of work, time, 
parts, employee perfonnl ng work. 

NOTICE OF IMPROPER CONDUCT 
(on the bus) 

May show bus route, t lme of Incident, 

nature of Incl dent, student Cs) name Cs). 

BUS TRIP AUTHORIZATION 
May stx:iw school, nature of trip, date, 
destlnatl·on, mlles, number of pupils, 
sui;arvlsar, departure and t Imes. 

BUS TRIP TICKET LOGS 
Sarra data as above. 

FOR THE ATTORNEY GENERAL 

~~Uc.1cll.Vv 
SSA-44 

OPR 
OR 

OFM PRIMARY COPY 

CFM Unt 11 comp let Ion of 
State Audi tor's 
examlnat Ion rep:> rt. 

CFM I year 

OFM Unt 11 canp let Ion of 
State Audi fur's 
examlnat Ion report 

<FM 1 year 

<FM Unt 11 canp let Ion of 
State Audl1or 1s 
exam I nat Ion report 

<FM Untl I canpietlon of 
State Audi tor 1s 
examination report 

FOR THE STATE AUDITOR 

RETENTION PERIOD 

SECONDARY COPIES 

None 

Unt 11 canp let Ion of 
work 

1 year 

None 

1 year 

None 

AR· MICRO­
CHIVE1 FILM? 

PAGE OF 2 

EFFECTIVE DATE 

Jan. 1, 1986 

DISPOSITION/REMARKS 

PAGES 

0·348 

SUPERSEDED



<!Ji"'' GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION 
r1'";~: .. REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 2 PAGES 
'c .. Bi SD-29 

r;.;;,;.; .. r 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DA TE 

TRANSPORTATION SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM 
OPR RETENTION PERIOD AR· MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM7 
DISPOSITION/REIVIARKS 

OFM PRIMARY COPY SECONDARY COPIES 

7 BUS SCHEDULE FOR ALL SCHOOLS OFM 3 years Until revised Potent I al exhibit In any pos-

Shows route, stops and time tar each slble I ltlgatlon lncludlng 

bus. Includes state approved route map~ accidents. 

8 aus OPERATIONS GAILY LOG OFM Unt 11 comp let Ion of None 

May show bus route, time trip began and State Audltor 1s 

ended, number of pupils carried, drivers exanlnatlon report 
s lg nature. 

9 ACCIDENT REPORTS OFM DI str lct-3 years Washl1'9ton State 

Washington State Patrol. Wash Ing ton State Patro I - 6 years 

Patrol - 6 years (DI str lct-3 years) 

10 APPLICATION FOR MEDICAL TRANSPORTATION OFM Untl I canpletlon of None 

For students with medical prob I ems or State Audltor 1s 

phys I cal dlsablJltles to receive district examination report 
transportation services. 

11. VEHICLE MAINTENANCE LOG DFM Until dispositon of None 
vehicle 

' 

I 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

FOA THE77ilV:S~-V-?I/ e&/'#:V ~ ~c.J"l.o..vv :rd~~/ 
u ~ 

SSA-44 D-3148 

SUPERSEDED
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ABSENT NOTICE REPORT (Attendance), 8-9 

ACCIDENT CLAIM LOGS, DEPARTMENT OF 
LABOR AND INDUSTRIES (Safety, 
Employees), B-41 

ACCIDENT REPORTS (Transportation 
Services), 8-51 

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

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

ACCOUNTS PAYABLE CONTROL (Accounts 
Payable) , B-3 

ACCREDITATION AND EVALUATION REPORTS 
(Curriculum and Instruction), B-16 

ACCREDITATION CERTIFICATES (Central 
Administration/Superintendent's 
Office), B-11 

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

AFFIRMATIVE ACTION COMPLIANCE REPORTS 
(Administrative Files/All Functional 
Units), B-6 

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

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

ANNUAL REPORTS (Administrative Files/ 
All Functional Lnits), B-5 

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

ANNUALS. See YEARBOOK 

APPLICATION .FOR DUPLICATE INSTRUMENT, 
AFFIDAVIT AND BONO (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 FOR 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 

ATHLETE/TEAM ACHIEVEMENT RECORDS 
(Athletics), B-7 

ATHLETIC ELIGIBILITY RECORDS 
(Athletics), B-7 

ATTENDANCE CARD (Attendance), B-9 

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

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

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

BANK STATEMENTS. See BANKING RECORDS 

BANKING RECOROS (Accounting, General), 
B-1 

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

BIOS, PUBLIC. See PUBLIC BIDS 

, 
I 

I r 

SUPERSEDED



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

BOILER VESSEL REPORTS (Maintenance 

BUILDING USE PERMITS. See 
ADMINISTRATIVE SUBJECT OR WORKING 
FILES 

Services), B-33 BULK MAILING PERMIT (Mail Services), 

BONDS AND LEVIES. See SCHOOL BOARD 
MINUTES, RESOLUTIONS, AGENDA & 
NOTICES. 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 Units), B-5 

BUDGET (Budget), B-10 

BUDGET (Central Administration/ 
Superintendent's Office), 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 
REPORTS, SPI. See SPI BUILDING 
CONSTRUCTION MATCHING FUND 

BUILDING MAINTENANCE HISTORY FOLDER 
See MAINTENANCE HISTORY FOLDER 

BUILDING SPECIFICATIONS (Maintenanpe 
Services), B-32 

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

B-53 

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 LOG 
(Transportation Services), B-51 

BUS SCHEDULE FOR ALL SCHOOLS 
(Transportation Services), B-51 

BUS TRANSPORTATION FOR MEDICAL REASONS. 
See APPLICATION FOR MEDICAL 
TRANSPORTATION 

BUS TRIP AUTHORIZATION (Transportation 
Services), B-50 

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

BYLAWS, ASSOCIATED STUDENT BODY AND 
STUDENT ORGANIZATIONS (Administrative 
Files/All Functional Units), 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 Administration), B-18 

) SUPERSEDED



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

CASH RECEIPTS TRANSMITTALS-COUNTY 
(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 (Mail Services), 
B-31 

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

CERTIFICATION OF ELECTION DF SCHOOL 
DISTRICT DIRECTOR (Central 
Administration/Superintendent's 
Office), B-12 

CERTIFICATION OF EMPLOYER AS SELF­
INSURER (Safety, Employees), B-41 

CERTIFIED AND REGISTERED MAIL LOG 
(Mall Services), B-31 

CHECK REGISTERS. See BANKING RECORDS 

CHILO 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 REPORT (Health 
Services), B-27 

B-54 

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

COMPENSATION QUARTERLY REPORT (Safety, 
Employees), B-41 

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 AGREEMENTS 
(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-1 

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 
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CUMULATIVE RECORD, STUDENT. See 
STUDENT CUMULATIVE RECORD 

CURRICULUM SUMMARIES ANO 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/ 
warehouse), B-39 

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

DEBIT/CREDIT CHARGES (Purchasing/ 
• warehouse), B-39 

DELIVERY RECEIPT-INTERNAL (Purchasing/ 
Warehouse), B-39 

DEMOGRAPHIC AND ENROLLMENT PROJECTIONS 
(Facilities Planning and Construction 
Administration), B-18 

DENTAL TESTS. See HEALTH SCREENING 
REPORTS 

DEPOSIT SLIPS. See BANKING RECORDS 

DESCRIPTIVE GUIDE (Administrative Files/ 
All Functional lllits), B-6 

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

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

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

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

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

8-55 

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

DIRECT PAYROLL DEPOSIT TRANSMITTAL 
LISTINGS (Payroll/Personnel), B-38 

DIRECTORY, EMPLOYE~. 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), 
B-34 

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

EEO. See EQUAL EMPLOYMENT OPPORTUNITY 
INQUIRY 

ELECTROSTATIC, PHOTOCOPY, MAGNETIC, OR 
OTHER TYPE OF COPY (Non-Record 
Materials), B-34 

EMPLOYEE CONTRACTS (Payroll/Personnel), 
B-35 

EMPLOYEE DIRECTORY (Payroll/Personnel), 
B-36 

EMPLOYEE LEAVE REPORTS. See LEAVE 
REPORTS 

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

EMPLOYEE PERSONNEL FILES 
(Administrative Files/All Functional 
Units), B-6 

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

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

EMPLOYMENT INTERVIEW EVALUATION FILES 
(Payroll/Personnel), 8-35 
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EMPLOYMENT REQUISITION/PERSONNEL 
ACTION REQUEST (Payroll/Personnel), 
B-35 

ENGINEERING AND ARCHITECTURAL DRAWINGS 
(Maintenance Services) 1 8-32 

ENROLLMENT AND DEMOGRAPHIC PROJECTIONS. 
See DEMOGRAPHIC AND ENROLLMENT 
PROJECTIONS 

ENROLLMENT REPORTS (Administrative Files/ 
All Functional Ll1its), 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 Il'!;JUIRY 
FORM (Payroll/Personnel), B-35 

EXPENDITURE TRANSACTION REPORTS 
(Accounting, General), B-1 

FACILITIES PLAN, LONG RANGE. See LONG 
RANGE FACILITIES PLAN 

FACILITY SAFETY HISTORY 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 ANO 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 Ll1its), 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 OTHER EMERGENCY DRILLS 
(Administrative Files/All Functional 
Units), B-6 

FIRE ANO OTHER EMERGENCY DRILLS 
(Safety, Student), B-43 

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

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

FIRST AID CERTIFICATE, COACHES. See 
COACHES FIRST AID CERTIFICATE 

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

FIXED ASSETS INVENTORY CHANGE FORMS 
(Accounting, General), B-2 

FOOD HANDLER'S PERMIT (Food Services) 
~u 

FOOD SERVICE ORDERS (Food Services) 
B-26 

FORMS (Non-Record Materials), B-34 

FREE OR REDUCED PRICE LUNCH 
APPLICATION (Food Services), B-25 

GARNISHMENTS (Payroll/Personnel), B-37 

GAS, OIL ANO DIESEL REPORTS FOR BUSES 
ANO OTHER VEHICLES (Transportation 
Services), B-50 

GENERAL LEDGER (Accounting, General), 
B-1 
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GIFTED STUDENT PROGRAM FILES, See 
SPECIAL, HANDICAPPED AND GIFTED 
STUDENT PROGRAM FILES 

GRADE BOOKS (Teaching Records), B-48 

GRADE TRANSCRIPTS. See STUDENT 
PERMANENT RECORD 

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

GRADUATION REQUIREMENTS STATEMENTS 
(Curriculum and Instruction), B-16 

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 

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

INTRUSION ALARM REPORT (Security), B-44 

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

INVENTORY CHANGES/TRANSFERS­
MATERIALS/EQU IPMENT (Purchasing/ 
Warehouse), B-40 

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

INVOICE, DISTRICT (Accounting, 
General), B-1 

JOB ANNOUNCEMENTS OR POSTING 
(Payroll/Personnel), B-35 

JOB DESCRIPTIONS (Administrative Files/ 
All Functional Lnits), B-6 

REPORTS JOB DESCRIPTIONS (Payroll/Personnel), 

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. See HEALTH SCREENING 
REPORTS 

IMMUNIZATION, CERTIFICATE OF. See 
CERTIFICATE OF IMMUNIZATION 

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

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

B-57 

B-36 

JOURNALS (Accounting, General), B-1 

LEAVE REPORTS (Payroll/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), 
B-48 

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

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

LONG RANGE FACILITIES PLAN (Facilities 
Planning and Construction 
Administration), B-18 
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LUNCH & MILK COUNT REPORT, DAILY. See 
DAILY LUNCH & MILK COUNT REPORT 

MAINTENANCE HISTORY FOLDER (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 (Payroll/ 
Personnel), B-37 

MEDICATION ADMINISTRATION CASE FILES 
(Health Services), B-27 

MESSAGES (Non-Record Materials), B-34 

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

MINUTES, ASSOCIATED STUDY BODY AND 
STUDENT ORGANIZATIONS (Administrative 
Files/All Functional 1..11its), B-6 

MINUTES, LEAGUE (Athletics), B-7 

MINUTES OF 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), B-50 

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

NOTIFICATION OF PENALTY ASSESSMENT 
(Safety, Facilities and Equipment), 
B-42 

B-58 

OCCUPATIONAL INJURIES AND ILLNESSES, 
U.S. BUREAU OF LABOR STATISTICS LOG 
AND SUMMARY (Safety, Employees), B-41 

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), 
B-48 

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

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

PAYROLL DEDUCTIONS, AUTHORIZATION FOR. 
See AUTHORIZATION FOR PAYROLL 
DEDUCTIONS 

PAYROLL REPORTS (Administrative Files/ 
All Functional Ll1its), 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 ACTION REQUISITION. See 
EMPLOYMENT REQUISITION/PERSONNEL 
ACTION REQUEST 

PHOTOGRAPHS, NEGATIVES & BIOGRAPHICAL 
SKETCHES (Central Administration/ 
Superintendent's Office), B-12 
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POLICY & PROCEDURE DIRECTIVES 
(Administrative Files/All Functional 
Units), B-4 

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

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

POST IMPLEMENTATION REVIEWS (Computer 
Services), B-14 

POSTAGE EXPENDITURE REPORT (Mail 
Services), B-31 

POSTAGE METER LOG (Mail Services), B-31 

POSTAGE METER LICENSE (Mail 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 

PROGRAM AND IMPLEMENTATION DATA 
(Computer Services), B-13 

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

PUBLIC BIDS (Facilities Planning and 
Construction Administration), B-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, General), B-1 

RECEIPTS FOR GOODS AND SERVICES (Mall 
Services), B-31 

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

REGISTRATION FORMS (Athletics), B-8 

RENTALS. See INVOICES, RECEIPTS 

REPORT OF EVALUATION OF ACCREDITATION 
(Individual School Archival Materials), 
B-29 

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

REQUISITIONS (Purchasing/Warehouse), 
B-39 

RESEARCH REPORTS, SURVEYS AND STUDIES 
(Administrative Files/All Functional 
units), B-4 

RESOURCE ENTER SHELF LIST/INVENTORIES 
AND TEXTBOOK 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 

) 
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SCHEDULES (Athletics), B-7 

SCHOOL BOARD AGENDA (Central 
Administration/Superintendent's 
Office), B-11 

SCHOOL BOARD CORRESPONDENCE (Central 
Administration/Superintendent's 
Office), B-11 

SCHOOL BOARD MEETING NOTICES (Central 
Administration/ Superintendent's 
Office), B-11 

SCHOOL BOARD MINUTES & RESOLUTIONS 
(Central Administration/ 
Superintendent's Office), 8-11 

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

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

SCHOOL BULLETINS AND NEWSPAPERS 
(Individual Schaal Archival 
Materials), B-29 

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

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

SCHOOL HISTORY MATERIAL (Individual 
Schaal Archival Materials), B-29 

SCHOOL PROTESTS OF GAMES (Athletics), B-7 

SCOLIOSIS TEST. See HEALTH SCREENING 
REPORTS 

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 ANO CERTIFICATION 
OF BULK MAILING (Mail Services), B-31 

SHORTHAND NOTES (Non-Record Materials), 
B-34 

SITE DATA. See BUILDING ANO 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/All Functional Ltlits), B-4 

SPI STATE REPORTS. See STATE REPORTS FOR 
THE OFFICE OF SUPERINTENDENT OF 
PUBLIC INSTRUCTION 

STANDARD REPORTS. See CONFIDENTIAL 
REPORTS 

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

STATE REPORTS FROM THE OFFICE OF 
SUPERINTENDENT OF PUBLIC INSTRUCTION 
(Administrative Files/All Functional 
units), B-6 

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

STATEMENT FOR RESITUTION (Security), 
B-44 

STATEMENTS OF GRADUATION REQUIREMENTS 
(Individual Schaal Archival 
Materials), B-29 
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STATISTICS (Federal Grants and 
and Programs), B-24 

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

STO~CK CUNTROL 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. See STUDENT 
CUMULATIVE RECORD 

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 REC OROS 

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

STUDENT TESTING - AUTOMATED PROGRAM 
SOFTWARE AND SYSTEM DOCUMENTATION 
(curriculum and Instruction), B-16 

STUDENT TESTING - GROUP REPORTS 
(curriculum and Instruction), B-16 

STUDENT TESTING - INDIVIDUAL STUDENT 
REPORT (Curriculum and Instruction), 
B-16 

B-61 

STUDENT TESTING - PRIMARY RECORD 
(Curriculum and Instruction), B-16 

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

STUDIES. See RESEARCH REPORTS, SURVEYS 
AND STUDIES 

SUPPLEMENTARY REPORTS. See CONFIDENTIAL 
REPORTS 

SURPLUS COPIES AND FAUL TY OUTPUT 
(Computer Services), B-14 

SURPLUS PROPERTY (Administrative Files/ 
All Functional units), B-6 

SURVEYS. See RESEARCH REPORTS, SURVEYS 
AND STUDIES 

SYSTEM AND SOFTWARE BACKUP DATA 
(Computer Services), B-14 

SYSTEM DESIGN DOCUMENTATION (Computer 
Services), B-13 

SYSTEM MAINTENANCE DOCUMENTATION (Compute' 
Services), B-13 

TEACHER SUBSTITUTE REPORT (Payroll/ 
Personnel) , B-36 

TEAM ROSTERS (Athletics), B-7 

TESTING. See STUDENT TESTING 

TIME CARDS/SHEETS/REPORTS. See MONTHLY 
TIME CARDS/SHEETS/REPORTS 

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 

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

VANDALISM, RESTITUTION. See STATEMENT 
FOR RESTITUTION 

VEHICLE MAINTENANCE LOG (Transportation 
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 

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

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

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

WITHDRAWAL/CANCELLATION/CHANGE PURCHASE 
ORDER (Purchasing/Warehouse), B-39 

WORK ORDER (Maintenance Services), B-32 

WORK ORDERS (Administrative Files/ 
All Functional Units), B-5 

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

B-62 
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