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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
	

	
	
	
	PAGE
	  
	OF
	  

	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)
	
	

	1    
	2 FORMCHECKBOX 
 NEW
3 FORMCHECKBOX 
 REVISED
4 FORMCHECKBOX 
 DISCONTINUED
5 FORMCHECKBOX 
 TRANSFER

Title: 6     
Description: 7     
Revision No. / Statement 8     
	9   
	10     
	11   
	12   
	13     
	14     
	15     


	1
	Item No.:  This is the number of the series as it is listed on this schedule.

	2
	Status:  New.  Put an X in this box if this is a new series which needs a DAN assigned to it.

	3
	Status:  Revised.  Put an X in this box if this is a series that already exists which needs revisions made to it.

	4
	Status:  Discontinued.  Put an X in this box if this is an existing series which is being discontinued whether the record is now being scheduled under the General Schedule or the series is no longer an office function.

	5
	Status:  Transfer.  Put an X in this box if the series is being transferred to another office or another agency.

	6
	Series Title:  Be specific and descriptive.  Spell out acronyms and use simple terms.  You may be familiar with the series, but others who look at the schedule may not.

	7
	Series Description:  Describe the function/purpose of the series.  Again, spell out acronyms.  Keep the description as simple and brief as possible, but providing adequate information to fully describe the series.

	8
	Series Revision No. and Statement:  The revision number should be the next number after the last approved revision.  If there have never been any revisions, the revision number would be 1(one).  For the revision statement, describe what you are changing the record series FROM.  You do not need to include what you are changing the series TO, as that information would be in the corresponding columns.  (e.g., Revise retention from 24/48/6 yrs, or, Change cut-off from “Calendar Year”.  

	9
	OPR or OFM Designation:  Determine if this series is an “Official Public Record (OPR) or Office Files and Memoranda (OFM).  For help in determining this, please see RCW 40.14.

	10
	Cut-off:  This is the time period or event which begins the retention period.   (e.g., Case Closed, Termination of Employment, Termination of Contract, Calendar Year, Fiscal Year, etc.)  

	11
	Record Retention Period – (Active) Months in Office:  This is how many months you would like the record kept in your office filing system (i.e., 1 year = 12 months, 2 years = 24 months, etc.)

	12
	Record Retention Period – (Inactive) Months in Records Center:  This is how many months you would like the records held at the State Records Center.

	13
	Record Retention Period – Total (Years):  This is the total – in years – of the retention period for the record series.  Add the months from office and months from Records Center storage and put total in this space.

	14
	Disposition Authority Number (DAN):  If this series already exists, put the 9 digit DAN here.  If you are requesting a new series, leave this space blank.  The Records Management office will assign a new number when the series has been approved by the State Records Committee (SRC).

	15
	Archival/Remarks:  This column is used to list statutes or other citations pertaining to the series retention.  It is also used by the State Archives to denote if the series is archival or essential.  Please note that this area can also be used to put in the amount of cubic feet this record series takes in your office. To determine cubic feet, follow this chart:

· Letter size, vertical file drawer = 1.5 cu. ft 

· Legal size, vertical file drawer = 2.0 cu. ft.

· Letter size, lateral file drawer and Legal size, lateral file drawer = 2.0 cu. ft.



	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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