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	Washington State Archives

Records Management Section

PO Box 40238 

Olympia, WA  98504-0238

(360) 586-4901
	REQUEST FOR RECORDS RETENTION SCHEDULE 

 AND DISPOSITION AUTHORITY NUMBER
REFERENCE: RCW 40.14
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	AGENCY OFM NO.
    
	AGENCY

     
	OFFICE NAME

     
	OFFICE NO.
     

	ADDRESS (MS or Street, City and Zip Code)
     
	RECORDS COORDINATOR CONTACT NAME
     
	RECORDS COORDINATOR PHONE NO.
     

	RECORDS OFFICER NAME

     
	RECORDS OFFICER SIGNATURE (Required) I hereby certify that I have completed an appraisal of the record series and examined this schedule for accuracy.


	RECORDS OFFICER PHONE NO.
      
	DATE OF SUBMITTAL

     

	ITEM NO.
	STATUS / TITLE / DESCRIPTION

	OPR/OFM
	CUT-OFF


	RETENTION
	DISPOSITION

AUTHORITY NO.

(DAN)
	ARCHIVAL DESIGNATION/REMARKS

	
	
	
	
	ACTIVE

(Months

in Office)
	INACTIVE

(Months in Records Center)
	TOTAL

(Years)
	
	

	    
	 FORMCHECKBOX 
 NEW
 FORMCHECKBOX 
 REVISED
 FORMCHECKBOX 
 DISCONTINUED
 FORMCHECKBOX 
 TRANSFER

Title:      
Description:      
Revision No. / Statement      
	   
	     
	   
	   
	     
	     
	     

	    
	 FORMCHECKBOX 
 NEW
 FORMCHECKBOX 
 REVISED
 FORMCHECKBOX 
 DISCONTINUED
 FORMCHECKBOX 
 TRANSFER

Title:      
Description:      
Revision No. / Statement      
	   
	     
	   
	   
	     
	     
	     

	    
	 FORMCHECKBOX 
 NEW
 FORMCHECKBOX 
 REVISED
 FORMCHECKBOX 
 DISCONTINUED
 FORMCHECKBOX 
 TRANSFER

Title:       
Description:      
Revision No. / Statement      
	   
	     
	   
	   
	     
	     
	     


	STATE RECORDS COMMITTEE / RECORDS MANAGEMENT STAFF ACTION

	                           ACTION:                 (  Approved
                            (  Returned to agency for further work
	DATE OF ACTION:
	

	FOR THE STATE AUDITOR
	FOR THE ATTORNEY GENERAL
	FOR THE OFFICE OF FINANCIAL MANAGEMENT
	FOR THE STATE ARCHIVIST

	
	
	
	

	AUTHORIZED RECORDS MANAGEMENT STAFF SIGNATURE:  For minor revisions to title / description, increase in Records Center retention / reduction in office retention (no change to total), series discontinued and replaced by the State General Schedules, and office transfers.
	FOR RECORDS MANAGEMENT STAFF 
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