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Office of the Secretary of State Version 1.4 (September 2014)
Washington State Archives

This schedule applies to: Department of Transportation

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the Department of Transportation relating to the unique functions of
the department. The schedule is to be used in conjunction with the State Government General Records Retention Schedule (SGGRRS), which authorizes the
destruction/transfer of public records common to all state agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of format) must be retained for the minimum retention period as
specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for
the efficient and effective management of state resources.

Public records designated as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” must be appraised
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation and
must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an existing
public records request in accordance with chapter 42.56 RCW and must be managed in accordance with the agency’s policies and procedures for public records
requests.

Revocation of previously issued records retention schedules
All previously issued records retention schedules to the Department of Transportation are revoked. The Department of Transportation must ensure that the
retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on September 3, 2014.

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Cindy Evans Matt Kernutt Kathy Cody Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 December 5, 2012 Consolidation of all existing disposition authorities (with some minor revisions).

1.1 March 6, 2013 Addition of two new records series to the Commercial Vehicles Services section.

1.2 June 5, 2013 Revision of Commercial Vehicle Services section (with some other minor revisions).

13 June 4. 2014 Addition of a new records series to the GIS and Roadway Data Office section and two new records series to the

' ’ Human Resources section concerning maritime injury claims.
Additi ¢ Ferries Division — . £ M - . . h
14 September 3, 2014 ddition of new Ferries Division — Security and Emergency Management Office section and new records series to the

Ferries Division — Operations Department and Statewide Travel and Collision Data Office sections.

For assistance and advice in applying this records retention schedule,

please contact the Department of Transportation’s Records Officer

or Washington State Archives at:

recordsmanagement@sos.wa.gov
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1. ACCESS AND HEARING UNIT

This section covers records relating to the Access and Hearing Unit (Office Number 218).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII?I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
12-12-68369 | Access Breaks Retain for 75 years after ARCHIVAL
Rev. 0 Files of record for Temporary and Permanent Limited Access Breaks including, but not approval date wﬁg&";’;;:ﬁ:ﬁ;}:i"’
limited to: then OFM

e Access Break Request from Region; Transfer to Washington State
e Red and Green Right of Way Plans; Archives for permanent
e Environmental Documentation; retention.
e Approval Letters and memos;
e Photos.

12-12-68370 | Adjudicative Hearings Retain for 50 years after ARCHIVAL

Rev. 0 Files of Record for Managed Access Adjudicative Hearings including but not limited to: judgment date (P;r(')";'_'zgts';el\'ﬁrﬁi“)

e Regional Request for Hearing; then OFM
e Abutters Request for Adjudicative Hearing; Transfer to Washington State
e Office of Administrative Hearings correspondence regarding hearings; Archives for permanent
e Attorney General’s Office correspondence regarding hearings; retention.
e Right of Way Plans;
e Exhibit maps;
e Right of Way Agent Diaries.

1. ACCESS AND
HEARING UNIT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
83-06-32217 | Hearing — Limited Access, Environmental, Corridor and Design Retain for 75 years after ARCHIVAL
. . .. . publishing date (Permanent Retention)
Rev. 1 Files included, but not limited to: NON-ESSENTIAL
e Phase Authority Letters; then OFM
e Access Reports; Transfer to Washington State
e Access Hearing Packets; Archives for permanent
e Access Hearing Script; retention.

e Original Findings and Other Correspondence.

85-03-35148 | Interchange Justification Reports Retain for 75 years after ARCHIVAL
Rev. 1 File including, but not limited to: approval date (P;'ré“;'_‘zgtsze'\'l‘fr’m‘l’_“)
e Interchange Justification Reports; then OFM
e Access Point Decision Reports; Transfer to Washington State
e Access Studies and Reports; Archives for permanent
e Design Studies and Reports; retention.

e Environmental Studies and Reports;

e Managed Access and Limited Access Master Plan;

e Regional Request and HQ Approval for Modifications of Managed and Limited
Access Master Plan.

1. ACCESS AND
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2. ACCOUNTING (OFFICE NUMBER 100)

This section covers records relating to the Accounting Office.

Ii\lz:'?l?)rlgllgy DESCRIPTION OF RECORDS DI::(.;EII?I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
82-07-30126 | Agreements (Long Term) Retain for 75 years after NON-ARCHIVAL
Rev. 5 Agreements between the Department and other entities to provide funding, goods, or termination of contract or NON-ESSENTIAL
services between the parties. Used for agreements to be maintained for 75 years based on | When verified OPR
the decision of the agreement manager. The agreements would be of a nature where then
there is significant risk to the department that may be needed in the future. May include Destroy.
environmental mitigation, utility relocation with property rights, and maintenance.
08-10-61877 | Agreements (Short Term) Retain for 25 years after NON-ARCHIVAL
Rev. 1 Agreements between the department and other entities to provide funding, goods or termination of contract NON-ESSENTIAL
services between the parties. Used for agreements to be maintained for 25 years based on then OPR
the decision of the agreement manager. The agreements would be considered moderate Destroy.
risk to the department. May include local agency and private party.
82-07-30118 | Cash Receipt Packets Retain for 10 years after end NON-ARCHIVAL
Rev. 2 Provides a record of monies received by name, number and date. Also includes a summary | ©f fiscal year NON-ESSENTIAL
of cash details segregated from fund and source, A-8s and Recap. then OPR
Destroy.
82-06-29879 | Journal Vouchers Retain for 10 years after end NON-ARCHIVAL
Rev. 2 Provides a means of enter an accounting transaction into the WSDOT’s unique account of fiscal year NON-ESSENTIAL
system. May include affidavits of lost or destroyed warrants. then OPR
Destroy.
Page 7 of 130
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
81-05-27696 | Warrant Registers Retain for 10 years after end NON-ARCHIVAL
Rev. 3

A record of fiscal transactions concerning disbursement vouchers drawn against the State

of fiscal year

NON-ESSENTIAL

Treasurer and the account classification of each transaction. May include detail and then OPR
summary records. Title 49, Section 18.42, Paragraphs B&C of the Code of Federal Destroy.
Regulations requires WSDOT to keep these documents for 3 years past the contract
closure date.
96-11-57214 | White Book Retain for 25 years after the ARCHIVAL
Rev.0

Provides various summaries of WSDOT biennial expenditure and revenue activity and
expenditure and revenue activity for other agencies in funds administered by WSDOT.

end of the biennium
then

(Permanent Retention)

NON-ESSENTIAL

OFM
Transfer to Washington State
Archives for permanent
retention.
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3.  AUDIT OFFICE (OFFICE NUMBER 003)

This section covers records relating to the Internal Audit Office.

DISPOSITION

then

Transfer to Washington State
Archives for permanent
retention.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII?I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
84-04-33653 | Crime Loss Reports Retain for 3 years after end NON-ARCHIVAL
Rev. 2 The record used by the agency to document and report losses of public funds and property | Of fiscal year NON'(E)SFS;NHAL
in accordance with SAAM 20.30.20 and 30.40.80. then
Destroy.
83-08-32746 | External Audit Working Papers and Reports Retain for 7 years after end NON-ARCHIVAL
Rev. 2 Contains working papers supporting audits of agreements or proposals between the of fiscal year NON'E;::NHAL
department and private firms. Includes evidence accumulated during the course of an then
audit, the methods and procedures followed and conclusions reached. Includes all the Destroy.
information the auditor considered necessary to adequately conduct the engagement and
support the audit report.
99-09-59285 | Internal Affairs Investigations Retain for 15 years after end NON-ARCHIVAL
Rev. 2 Provides a record of investigations that cover a wide variety of areas from fraud, waste, of fiscal year NON'ES:FE{NT'AL
and abuse to and including possible drug trafficking and acts of violence. then
Destroy.
83-08-32747 | Internal and External Final Audit Reports Retain for 15 years after end ARCHIVAL
Rev. 2 Contains final audit reports. of fiscal year (Permanent Retention)

NON-ESSENTIAL
OPR

3. AUDIT OFFICE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
80-09-25586 | Internal Audit Working Papers and Reports Retain for 7 years after end NON-ARCHIVAL
Rev. 3 Contains working papers supporting audits and advisory engagements conducted on of fiscal year NON'ESSENHAL
various functions within the department. Includes evidence accumulated during the then
course of an engagement, the methods and procedures followed and conclusions reached. | pestroy.
Includes all the information the auditor considered necessary to adequately conduct the
engagement and support the audit report.
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4. AVIATION DIVISION

This section covers records relating to the Aviation Division (office number 010).

DISPOSITION

come in usually every 3 to 6 years from Federal Aviation Administration).

then

Transfer to Washington State
Archives for permanent
retention.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII?I:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
81-04-27620 | Aircraft Dealers Records Retain for 6 years after NON-ARCHIVAL
Rev. 2 This record is maintained to license aircraft dealers annually. Documents include the expiration of license NON'E;SENHAL
original bond, application and copies of check paying for license. then
Destroy.
78-05-20744 | Aircraft Registration Exemptions Retain for 6 years after end NON-ARCHIVAL
Rev. 4 Original letters, forms and e-mails stating from the aircraft owner that his/her aircraft is of calendar year NON'E;::NHAL
exempt from paying aircraft registration per RCW 82.48.100. then
Destroy.
08-10-61881 | Airport Land Use Compatibility Technical Assistance Program Correspondence Retain for 6 years after date ARCHIVAL
Rev.0 Letters and support documentation to support local jurisdictions and airports regarding of document (P;rg:l'_'zgtszel\'ﬁrr;iin)
airport land use compatibility. then OPR
Transfer to Washington State
Archives for permanent
retention.
08-10-61880 | Airport Planning Files Retain for 6 years after ARCHIVAL
Rev.0 Airport layout plans (large maps), Airport Master Plans (these are updated when they superseded (Permanent Retention)

NON-ESSENTIAL
OPR

4. AVIATION DIVISION
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'“I':)()N DESIGNATION
NUMBER (DAN)
81-04-27617 | Data on Downed Aircraft Searches Retain for 7 years after NON-ARCHIVAL
Rev.0 Provides a record of searches conducted for missing aircraft and crew members. aircraft or remains located NON'E)SFSI\EINHAL
then
Destroy.
81-04-27621 | Request for Authorization to Pilot Aircraft Retain for 6 years after end NON-ARCHIVAL
Rev. 1 The original request application with documentation such as a log book endorsement, fiscal year NON'E;:ENHAL
pilot license, physical assessment from a medical examiner for the state agency employee then
to pilot an aircraft and an authorization letter from the Director of Aviation. All Destroy.
documentation is confidential.
74-07-05544 | Washington State Airport System Plan Retain for 7 years after ARCHIVAL
- . . . Superseded (Permanent Retention)
Rev. 1 This is a program level planning effort that results in a number of published documents NON-ESSENTIAL
known collectively as the WA State Aviation System Plan. The core elements traditionally then

OPR
focus on inventory, forecasts and recommended facilities plan. This plan is a source

Transfer to Washington State
document used to produce several 'special study' essentials.

Archives for permanent
retention.
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5. BRIDGE AND STRUCTURES OFFICE

This section covers records relating to Bridge Administration Section (Office Number 190).

of ships passing.

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:III)OI\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-11-26408 | Bridge Design Calculations Retain for 75 years after ARCHIVAL
Rev. 1 Provides a record of all calculations and figures for all phases of construction design. completion of project or plan (Pﬁlg;'f'ég;:e'\tﬁr';;{i")
then OFM
Transfer to Washington State
Archives for permanent
retention.
80-11-26407 | Bridge Field Data Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides location survey information to be used in the design of a structure. completion of project NON'(E)SFS;NHAL
then
Destroy.
84-02-33471 | Bridge Opening Logs Retain for 4 years after end NON-ARCHIVAL
Rev.0 Daily log of bridge openings of the Blair and Hylebos Waterway Bridges and also the City of calendar year NON_EOSFSI\EINTIAL
Waterway Bridge. then
Destroy.
87-01-39231 | Bridge Opening Schedules Retain for 4 years after end NON-ARCHIVAL
Rev.0 Provides a record of wind conditions, openings and closing of bridges in District and names | ©f calendar year NON-ESSENTIAL

OFM
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
81-05-27727 | Bridge Operation Records Retain for 7 years after end NON-ARCHIVAL

NON-ESSENTIAL

Rev.0 Provides a log and summary of bridge openings at the three moveable-span bridges in of calendar year
District 4. then OFM
Destroy.
80-10-26279 | Bridges and Structures General Maintenance Information (MAI-16) Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Provides a record of bridge maintenance with plans and photographs to facilitate an of fiscal year NON'EOSFS;NHAL
ongoing maintenance program. then
Destroy.
80-11-26436 | Current Project File Retain for 1 year after NON-ARCHIVAL
Rev. 0 Provides ongoing design data for current projects. termination of contract NON-ESSENTIAL
then OFM
Destroy.
80-12-26528 | Evergreen Point Bridge (2nd Lake Bridge) File Retain until completion of NON-ARCHIVAL
Rev. 0 Provides a record of original bridge construction data. Being used as a reference file for project NON'(E)SFS;NT'AL
comparison purposes during the construction of the Hood Canal Replacement Bridge since then
there are some similarities in the bridge. Destroy.
81-06-28102 | Falsework and Contract Files Retain until completion of NON-ARCHIVAL
Rev. 0 Provides a record of temporary support structures for concrete bridges and shop drawings | Project NON-ESSENTIAL

on highway related construction projects.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;ill\'er(I)?\lNAp(‘:l'\lr:)()N DESIGNATION
NUMBER (DAN)
80-12-26527 | Hood Canal Bridge File Retain until completion of NON-ARCHIVAL
Rev.0 Provides a record of original bridge construction data. Being used as a reference file for project NON-ESSENTIAL

comparison purposes during the construction of the Hood Canal replacement bridge since
there are some similarities of construction in the bridge.

then
Destroy.

OFM

80-12-26525 | Hood Canal Bridge Replacement Plan Sheets Retain for 2 years after NON-ARCHIVAL
Rev.0 Maintains drawings of the structure during different stages of the design and construction. | completion of project NON'EOSFS;NHAL
then
Destroy.
80-11-26406 | Job File Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides ongoing design data for each active project. completion of project NON-ESSENTIAL
then OFM
Destroy.
77-03-18842 | Log of Bridge Openings and Closings, DOT 230-500(D1) (MAI 16-1) Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Monthly openings and closings of moveable span bridges in the District. of fiscal year NON'(E)SFS;NT'AL
then
Destroy.
80-MF-26411 | Microfilm Copies of Structure Design Retain for 75 years after NON-ARCHIVAL
Rev.0 A film of design plans of all structures on highway systems. destruction of structure POSSIBLE
then ESSENTIAL
OFM

Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
80-11-26410 | Shop Plans Retain for 75 years after NON-ARCHIVAL
Rev.0 Provides information and detail as to how bridge members were fabricated and fit structure is built POSSIBLE
together. then ESSENTIAL
OFM
Destroy.
80-11-26409 | Structure Design Plans (Paper Copy) Retain for 2 years after NON-ARCHIVAL
Rev. 0 Provides all information and details for construction of structure. completion of project then NON-ESSENTIAL
filmed OFM
then
Destroy.
81-12-29357 | Swinomish Slough Log of Bridge Openings (MAI6-2) Retain for 5 years after ARCHIVAL
Rev. 0 Record of bridge openings at Swinomish Slough moveable span bridge. bridge no longer exists (Permanent Retention)
h NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
88-04-41991 | U.S. Coast Guard Bridge Permit File Retain for 1 year after final NON-ARCHIVAL
Rev.0 Provides documentation pertaining to the department application for the permit. acceptance NON-ESSENTIAL

then
Destroy.

OFM
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5.1 BRIDGE COMPUTER SUPPORT

This section covers records relating to Bridge Computer Support (Office Number 191).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(;E?TTIO?VNAI.\CI::)C)N DESIGNATION
NUMBER (DAN)
80-11-26400 | Design Report File Retain for 1 year after NON-ARCHIVAL

Rev. 0 A report which covers a section of highway on which the department contemplates completion of project or plan | NON-ESSENTIAL
. e e . . OFM
construction. The report becomes the justification for approval of the project. then
Destroy.
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5.2 BRIDGE DESIGN/BRIDGE CONSTRUCTION

This section covers records relating to Bridge Design/Bridge Construction (Office Number 192).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'IT-II-Z)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
80-11-26438 | Bridge Kardex Inventory and Inspection Retain for 1 year after life of ARCHIVAL
Rev. 0 Provides a record of physical data, photos and field inspection information of all state bridge (Pﬁlg;'f'ég;:e'\tﬁr';;{i")
bridges. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-11-26448 | Bridge Load Rating Retain for 1 year after life of NON-ARCHIVAL
Rev. 0 Provides records and calculations for determining bridge loading capacity. bridge NON'(E)SFS;NHAL
then
Destroy.
80-11-26442 | Bridge Paint Projects Retain for 1 year after NON-ARCHIVAL
Rev.0 Provides record of protection systems used on state steel bridges. termination of contract NON'(E)SFS;NTIAL
then
Destroy.
90-11-46802 | Design Calculations Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides a record of design computations for bridge and related structures. completion of project NON-ESSENTIAL

then
Destroy.

OFM
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5.2 BRIDGE DESIGN/BRIDGE CONSTRUCTION

This section covers records relating to Bridge Design/Bridge Construction (Office Number 192).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'IT-II-Z)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
88-07-42566 | Evergreen Point Bridge (2nd Lake Bridge) File Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides a record of original bridge construction data. Being used as a reference file for completion of project NON-ESSENTIAL
. . . . . OFM
comparison purposes during the construction of the Hood Canal replacement bridge since then
there are some similarities in the bridge. . Destroy.
80-11-26397 | False work, Cofferdam and Shop Plans Files Retain for 3 years after job NON-ARCHIVAL
Rev.0 Provides documentation for approved or returned drawings for construction contracts. order or project completed NON'(E)SFS;NT'AL
then
Destroy.
80-11-26449 | Heat Repair of Bridges Retain for 1 year after life of NON-ARCHIVAL
Rev.0 Provides record of heat straightening repairs of steel bridges and structures. structure NON'(E)SFS;NTIAL
then
Destroy.
88-07-42565 | Hood Canal Bridge File Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides a record of original bridge construction data. Used as a reference file for completion of project NON-ESSENTIAL

comparison purposes during the construction of the Hood Canal replacement bridge since
there are some similarities of construction in the bridge.

then
Destroy.

OFM
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5.2 BRIDGE DESIGN/BRIDGE CONSTRUCTION

This section covers records relating to Bridge Design/Bridge Construction (Office Number 192).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
88-07-42564 | Hood Canal Bridge Replacement Plan Sheets Retain for 2 years after NON-ARCHIVAL
Rev. 0 Maintains drawings of the structure during different stages of the design and construction. | completion of project NON'EOSFS;NT'AL
then
Destroy.
80-11-26445 | Movable Bridge Mechanical and Electrical Data Retain for 1 year after life of NON-ARCHIVAL
Rev. 0 Provides mechanical and electrical information for correcting movable bridge operational | Structure NON'(E)SFS;NT'AL
problems. then
Destroy.
80-11-26443 | Movable Bridge Plans Retain for 1 year after life of NON-ARCHIVAL
Rev. 0 Provides design and working plans for movable bridge projects. structure NON'(E)SFS;NTIAL
then
Destroy.
80-11-26444 | Movable Bridge Projects and Reports Retain for 1 year after life of NON-ARCHIVAL
Rev. 0 Provides working data for repair projects for movable bridges. bridge NON-ESSENTIAL

then
Destroy.

OFM
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5.2 BRIDGE DESIGN/BRIDGE CONSTRUCTION
This section covers records relating to Bridge Design/Bridge Construction (Office Number 192).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'JT-II-(I)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
81-06-28039 | Preliminary Bridge Plans Retain for 2 years after NON-ARCHIVAL
Rev. 1 Maintains drawings of structure during preliminary plan and design stages of projects. To | termination of contract NON'EOSFSI\ENHAL
be used in contract development. then
Destroy.
80-11-26446 | Project Plan Drawings Retain for 1 year after life of NON-ARCHIVAL
Rev.0 Provides a record of bridges needing repair and the documentation pertaining to that bridge NON'(E)SFS;NHAL
repair. then
Destroy.
80-11-26447 | Sounding Drawings Retain for 1 year after life of NON-ARCHIVAL
Rev. 0 Provides visible record of erosion tendencies at individual state bridges. bridge NON'(E)SFS;NTIAL
then
Destroy.
80-11-26437 | State of Washington Inventory of Bridges and Structures (SWIBS) Retain for 6 years after ARCHIVAL
Rev.0 Provides physical data inventory of all existing state, county and city owned bridges. destruction of bridge (Permanent Retention)

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM
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5.2 BRIDGE DESIGN/BRIDGE CONSTRUCTION

This section covers records relating to Bridge Design/Bridge Construction (Office Number 192).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(;E?TTIO?VNAI.\CI::)C)N DESIGNATION

NUMBER (DAN)

80-11-26450 | Utility Attachments Retain for 1 year after life of NON-ARCHIVAL
Rev.0 Provides record and detail of approved utility attachments on existing bridges. bridge NON'EOSFSI\ENHAL

then
Destroy.

88-04-41989 | Welding Design Data Retain until revised, NON-ARCHIVAL

Rev. 0 Provides technical data pertaining to the welding of metals. replaced, or updated NON-ESSENTIAL

then
Destroy.

OFM
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5.3 BRIDGE PRESERVATION SECTION

This section covers records relating to Bridge Preservation Section (Office Number 193).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'IT-II-(I)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
86-12-39087 | Bridge Deck Survey Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Provides records of bridge deck survey data results. of calendar year NON'EOSFSI\ENHAL
then
Destroy.
81-09-28893 | Bridge File Retain for 2 years after end ARCHIVAL
. . . of fiscal year (Permanent Retention)
Rev.0 Provides a record of bridge condition reports. , NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
81-05-27726 | Bridge Maintenance Records Retain for 7 years after end NON-ARCHIVAL
Rev.0 Provides a log and summary of bridge openings at the three moveable-span bridges in of fiscal year NON-ESSENTIAL
- OFM
District 4. then
Destroy.
5. BRIDGE AND
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6. COMMERCIAL VEHICLE SERVICES

This section covers records relating to Commercial Vehicle Services (Office Number 183).

DISPOSITION

travel within the state on state highways. May include, but not limited to, Special Motor
Vehicle and Regional permits.

then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'JI:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
13-03-68439 | Automatic License Plate Recognition Retain for 2 months after NON-ARCHIVAL
Rev. 0 Images of the front license plate of commercial vehicles approaching a (CVISN) end of month NON'E;SENT'AL
Commercial Vehicle Information Systems and Networks equipped weigh station. This data then
is located at headquarters on a server. Destroy.
77-02-18477 | Axle Spacing Report Application Retain for 3 months after NON-ARCHIVAL
Rev. 1 Provides a record of the application from customers of the determined allowable weight application date NON-ESSENTIAL
. . . . OFM
per axle spacing for different configurations of trucks. then
Destroy.
13-03-68440 | Electronic Screening History Data Retain for 3 years after end NON-ARCHIVAL
Rev.0 History data that occurs at a (CVISN) Commercial Vehicle Information Systems and of month NON'ESSENTIAL
Networks weigh station during the process of electronically screening the commercial then
vehicle. This data is located at headquarters on a server. Destroy.
77-02-18481 | Permit Application Retain for 3 months after NON-ARCHIVAL
Rev. 2 Record of the application requesting an over-legal or Department of Licensing permit to application date NON-ESSENTIAL

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAACI'\‘I':)()N DESIGNATION
NUMBER (DAN)
77-02-18476 | Permit Violation Notice NON-ARCHIVAL

Retain for 6 years after

Rev. 2 Provides a record of permit violations found by the Washington State Patrol, a violation expiration of permit NON'E)SFSI\EINHAL
makes the permit invalid for the individual or company that holds the permit. then
Destroy.
77-02-18480 | Refund Application Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides a record of a request of refund and all supporting documentation, these cover of calendar year NON'ES:ENT'A'-
either approved or denied refunds. then
Destroy.
13-06-68444 | Superload Approval Information Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides a record of documentation supporting a Superload permit application. A of calendar year NON'E;SENT'AL
superload is a vehicle or combination with a non-divisible load exceeding the limits stated then
in WAC 468-38-405. Destroy.
91-02-47416 | Transportation Permit Retain for 6 years after NON-ARCHIVAL
Rev. 2 expiration of permit NON-ESSENTIAL

Provides a record of permits issued throughout the state for travel on the state highway
system. May include, but not limited to, Special Motor Vehicle, Region, Department of
Licensing, and Handwritten permits.

then
Destroy.

OPR
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7. CONSTRUCTION ADMINISTRATION

This section covers records relating to Construction Administration (Office Number 208).

'i\'ﬁ:_ﬂ?)';'lgy DESCRIPTION OF RECORDS DI::(.;EII?I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
11-02-62427 | Construction Contracts Information System Retain for 15 years after final NON-ARCHIVAL
Rev. 1 Provides records that are in the Construction Contracts Information System (CCIS) acceptance NON'(E)SFS;NHAL
database and automates the tracking of construction contract data and provides an then
accessible reporting system. May include but not limited to, information on contracts, Destroy.
significant project milestones and compliance figures.
88-01-41501 | Construction Materials Records Retain for 2 years after NON-ARCHIVAL
Rev. 0 Provides a record of quality and quantity and testing data on materials used in highway termination of contract NON-ESSENTIAL
construction. then OFM
Destroy.
81-05-27739 | Construction Progress Profiles and Plan Maps Retain for 15 years after NON-ARCHIVAL
Rev. 0 Provides a record of highways that have been constructed in the area. completion of project NON'(E)SFS;NHAL
then
Destroy.
81-04-27503 | Field Crew Reports Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Provides a record of the field survey crew’s daily activities. of fiscal year NON'(E)SFS;NT'AL
then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
81-04-27459 | Gravel Pits, Stockpiles and Reclamation Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a record of all gravel pits and stockpiles in the area. of fiscal year NON'E)SFSI\EINHAL
then
Destroy.
80-05-24904 | Monthly Construction Reports Retain for 2 years after end NON-ARCHIVAL
Rev.0 Advises of the progress of each work project. of calendar year NON'EOSFS;NHAL
then
Destroy.
81-06-27885 | Nuclear Records Retain for 75 years ARCHIVAL
Rev. 0 Provides a record of correlation data for all nuclear test equipment. Also maintains then (Pﬁgﬁ?gts?ﬁrmm
personnel radiation exposure. Transfer to Washington State OFM
Archives for permanent
retention.
88-03-41897 | Outside Agency Planning Reports Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Copies of land use planning and future construction projects in various cities, counties and | of calendar year NON'(E)SFS;NHAL
private developers located in District 5. Used as a guide to be sure future Department then
construction projects are compatible. Destroy.
80-05-24902 | Prequalification Questionnaires (Confidential Record) Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Reference file to establish potential contractors' capabilities for required work of calendar year NON'ZSFS;NTIAL
accomplishment. then
Destroy.
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8. CONSULTANT SERVICES

This section covers records relating to Consultant Services (Office Number 200).

Ii\lz:'?lf)r:lgy DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
96-11-57178 | Request for Proposal File Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Provides a record of RFPs received by Consultant on solicited projects. of fiscal year NON'(E)SFS;NHAL
then
Destroy.

8. CONSULTANT
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9. CONTRACT AD AND AWARD

This section covers records relating to Contract Ad and Award (Office Number 205).

DISPOSITION

then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\"I:II-:)?\INAI:II'\'I':)()N DESIGNATION
NUMBER (DAN)
86-01-36018 | Bid History Retain for 6 months after NON-ARCHIVAL
- i i i i end of fiscal year NON-ESSENTIAL
Rev.0 A computer printout which provides a record of all highway construction contracts y
N OFM
awarded by the year and by district. then
Destroy.
84-05-33905 | Billing Invoice/Customer Statement of Procurement of Plans Retain for 4 months after NON-ARCHIVAL
Rev. 1 Provides a record of requests from contractors for contract plans of WSDOT projects. end of month NON'(E)SFS;NHAL
then
Destroy.
86-01-36016 | Contract Bid Results Retain for 1 year after end of | NON-ARCHIVAL
Rev.0 Record of bidders for each work project. calendar year NON_EOSFSI\EINTIAL
then
Destroy.
86-01-36014 | Contractor Performance Reports Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Provides a record of prequalification of contractors. of calendar year NON-ESSENTIAL

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘II'\JI':)()N DESIGNATION
NUMBER (DAN)
86-01-36015 | Contractor Prequalification Questionnaires (Confidential Records) Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Reference file to establish potential contractors' capabilities for required work of calendar year NON-E)SFSI\EINHAL
accomplishment. then
Destroy.
86-01-36017 | Executed Project File Retain for 6 months after NON-ARCHIVAL
Rev. 1 Provides a record of all highway construction projects awarded and signed by the contract signed by contractor NON'EOSFS;NHAL
contractor. then
Destroy.
86-01-36020 | Original Addendum Retain for 1 year after bid NON-ARCHIVAL
Rev.0 Provides a history of all highway construction projects by project. opening NON'EOSFSI\EINHAL
then
Destroy.
84-05-33906 | Procurement Plan Log Book Retain for 5 years after final NON-ARCHIVAL
Rev. 1 Provides a record of who received highway and building construction plans from WSDOT entry in log book NON-ESSENTIAL
. OFM
and records of bids awarded. then
Destroy.
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10. DESIGN OFFICE

This section covers records relating to Design Office (Office Number 215).

DISPOSITION

to the Federal Highway Administration.

then

Transfer to Washington State
Archives for permanent
retention..

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
80-07-25154 | Air Quality Modeling Program Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Record of Source Program and Modifications to the Air Quality Computer Programs of calendar year NON'(E)SFS;NHAL
needed to be made before the Program can be used evaluate project. then
Destroy.
80-07-25150 | Air Quality Monitoring Data Retain for 5 years after NON-ARCHIVAL
Rev. 2 Air Quality Monitoring Data is collected to help evaluate air quality impacts to a specific termination of individual NON-ESSENTIAL
project or to aid in making the yearly air quality consistency determination for the project OFM
Metropolitan Planning Organizations. then
Destroy.
80-07-25153 | Air Quality Studies Project Oriented Retain for 2 years after NON-ARCHIVAL
Rev.0 Evaluates Air Quality Impacts for proposed projects. termination of individual NON-ESSENTIAL
project OFM
then
Destroy.
86-01-35914 | Annual Safety Reports Retain for 2 years after end ARCHIVAL
Rev.0 Provides a record of completed highway safety improvement projects and annual reports | ©f calendar year (Permanent Retention)

NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II}]I':)()N DESIGNATION
NUMBER (DAN)
80-08-25446 | Asphalt Cement and Fuel Cost Adjustment Retain for 5 years after NON-ARCHIVAL

Rev. 1 Provides history, and a documentation of the calculation of the Asphalt Cement completion of applicable NON-ESSENTIAL
Adjustment base prices and the monthly fuel coast base prices. construction contracts OFM
then
Destroy.
81-06-28117 | Barrier Free Design Retain for 10 years after end NON-ARCHIVAL
Rev. 1 Provides a record of the actions of various committees in providing barrier free facilities of fiscal year NON'EOSFSI\ENTIAL
for the handicapped. then
Destroy.
80-08-25449 | Bid Tabulation Retain for 3 years after NON-ARCHIVAL
Rev.0 Provides a tabulation of the unit contract prices bid by all of the bidders along with the termination of contract NON-ESSENTIAL
Engineer’s Estimate. then OFM
Destroy.
80-11-26426 | Bridge Waterways and Drains Retain for 1 year after NON-ARCHIVAL
Rev.0 Provides a record of design calculation for bridge waterways and drains. destruction of facility NON-ESSENTIAL

then
Destroy.

OFM
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘INI':)()N DESIGNATION
NUMBER (DAN)
80-10-26264 | Columbia Basin Irrigation Project Retain for 6 years after end ARCHIVAL

Rev. 1 Provide data showing relationship between State owned Right of Way and U. S. Bureau of | ©f fiscal year (P;gl:'jzgts:el\tﬁr';zin)
Public Water and Power Resources property. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-08-25461 | Construction Contract Check-in Sheets Retain for 5 years after NON-ARCHIVAL
Rev. 0 Provides descriptive data of an individual project as well as type of construction work and | completion of individual NON-ESSENTIAL
distribution of preliminary plans and specifications. project OFM
then
Destroy.
80-08-25460 | Construction Cost Indexes of Other State Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a record of the construction cost indexes from several states other than of calendar year NON-ESSENTIAL
Washington. then OFM
Destroy.
80-08-25445 | Construction Materials Projection Report Retain for 4 years after end NON-ARCHIVAL
Rev.0 Projects materials to be used on highway construction during a six month period. of calendar year NON-ESSENTIAL

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘INI':)()N DESIGNATION
NUMBER (DAN)
80-08-25454 | Contract Award Record Sheets Retain for 7 years after NON-ARCHIVAL

Rev.0 Provides record of all construction contracts awarded in the State of Washington. completion of contract NON'E)SFSI\EINHAL
then
Destroy.
80-09-25558 | Design Documentation Package Retain for 75 years after ARCHIVAL
Rev. 3 Includes Design Documentation pertaining to highway construction projects. Documents design approval date (P;?;'_'Egts;el\'ﬁr']zin)
in this packet vary depending on the type of project and any FHWA requirements as then OFM
detailed in the applicable chapters of the department Design Manual. This record series Transfer to Washington State
includes various design stages that incorporate design documentation, plans Archives for permanent
specifications, estimates, etc. retention.
80-09-25568 | Highway Construction Project Files Retain for 3 years after NON-ARCHIVAL
Rev.0 Provides the records and documentation of environmental and design studies conducted completion of individual NON-ESSENTIAL
during the development of the project. project OFM
then
Destroy.
80-11-26423 | Hydraulic Related Project Log Retain for 1 year after NON-ARCHIVAL
Rev. 0 Provides a record of Hydraulic projects received and disposition of projects. destruction of facility NON'(E)SFS;NHAL
then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
88-03-41856 | Interstate Cost Estimate Retain for 8 years after end NON-ARCHIVAL

Rev. 1 Provides data for production of an Interstate Cost Estimate. of calendar year NON-ESSENTIAL
then OFM
Destroy.
84-07-34524 | Interstate Cost Estimates Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a record of the cost and quantities of material needed to complete the remainder | ©f fiscal year NON-ESSENTIAL
of the interstate highway system. then OFM
Destroy.
80-11-26425 | Job Files Retain for 5 years after NON-ARCHIVAL
Rev. 0 Provides a record of background data and review calculations on hydraulic related termination of contract NON-ESSENTIAL
projects. then OFM
Destroy.
84-05-33811 | Landscape Architectural Projects Retain for 5 years after ARCHIVAL
Rev. 0 Prov'ides a record of the department’s early cooperation with local entities in landscape completion of individual (P;glfl'_'gtsze'\tﬁr';:i")
architecture. project OFM
then
Transfer to Washington State
Archives for permanent
retention.
80-08-25453 | Mile Post Road Log Retain until revised NON-ARCHIVAL
Rev.0 Provides a record of mile post numbers assigned to all state highways at identifiable then NON-ESSENTIAL
landmark features. Destroy. o

10. DESIGN OFFICE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
85-03-35109 | Reclamation Plan History File Retain for 2 years after NON-ARCHIVAL

Rev.0 Provides a history of Reclamation Plans for each Pit Site as it is originally approved and any | approval date NON'E)SFSI\EINHAL
necessary revisions. then
Destroy.
80-09-25754 | Rest Area System Retain for 1 year after ARCHIVAL
. . Superseded (Permanent Retention)
Rev. 1 Provides a record of rest areas located on state highways. ! NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
84-08-34445 | Special Projects Retain for 10 years after NON-ARCHIVAL
Rev.0 Provides a record of highway research projects for any work that is not covered in the completion of individual NON'EOSFSI\EINHAL
Washington State Department of Transportation Standard Plans or Specifications. project
then
Destroy.
88-03-41853 | Standard Plans File Retain for 2 years after end ARCHIVAL
Rev. 0 Provides historic records of Standard Plans used by the department. of calendar year (Permanent Retention)

then

NON-ESSENTIAL

OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
80-09-25574 | Transfer of Routes Retain for 50 years after end ARCHIVAL
Rev. 1 Provides immediate cross-reference information; contains documentation of historical of fiscal year (Permanent Retention)

value on transfer of state owned routes to cities and counties.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM

84-01-33335
Rev. 0

Weekly Calendar

Provides a record of highway construction projects approved by the Project Development
Engineer which can be advertised for bidding purposes.

Retain for 2 years after
project approved

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

10. DESIGN OFFICE
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11. ENVIRONMENTAL SERVICES

This section covers records relating to Environmental Services (Office Number 225).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAI:II'\'I':)()N DESIGNATION
NUMBER (DAN)
06-01-61061 | Environmental Reports Used for Construction of Highway or Transportation System Retain for 10 years after site ARCHIVAL
Rev. 1 Features assessment closure report (Permanent Retention)
’ - . . . : . N NON-ESSENTIAL
This includes but is not limited to: Final Wetland and Aquatic habitat Mitigation Plans and then OFM
Monitoring Reports, Hazmat Site Files, Hazardous Super Fund Site Documents, Hydraulics | Transfer to Washington State
Reports, Noise Disciplinary Study. Archives for permanent
retention.
88-03-41900 | Outside Agency Environmental Review Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Provides working files of Department's review of outside Agency Environmental of calendar year NON-(E)SFSI\ElNTlAL
Documents to determine the proposals effect on the Department's transportation then
facilities. Destroy.
11. ENVIRONMENTAL
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
85-03-35145 | Project Environmental Documentation — National and State Environmental Policy Act Retain for 10 years after ARCHIVAL
Rev. 1 Environmental Documentation and all Related Documents construction completed, (Permanent Retention)
) : : NON-ESSENTIAL
Provides a record of the effects that a project has on the environment. This includes, but is | Project closeout or project OFM
not limited to, the Environmental Impact Statement (EIS), Environmental Assessment shelved for 3 years
(EA),Record of Decision, Finding of No Significant Impacts (FONSI), Public then
Involvement/Open House/Hearing plans and records, alternative assessments, Transfer to Washington State
correspondences, decision documents, Biological Assessments for the Endangered Species | Archives for permanent
Act, and the following discipline reports: Soils and Geology, Water Quality/Surface Water, | retention.
Groundwater, Coastal Areas/Shoreline, Floodplain, Wildlife, Fish, Vegetation, Wetlands,
Hazardous Materials, Land Use, Land Use Plans, and Growth Management, Wild and
Scenic Rivers, Agriculture and Farmland, Public Lands (Section 4(f), 6(f) and Forest),
Historic, Cultural, Archeological Resource, Socio-Economic, Environmental Justice,
Transportation, Relocation, Public Services, Utilities, Visual, Light and Glare, Indirect,
Cumulative Impacts, Site & Reach Analysis, Noise Study and Air Quality Discipline Study
(which includes Air Study/Air Quality Technical Report).
83-04-31575 | State, Local and Federal Permit/Approvals Retain for 10 years after ARCHIVAL
Rev. 1 Provides a record of various environmental permits obtained for a project. This includes termination of permit (Permanent Retention)

but is not limited to, Federal Warnings, Citations or Violations, and Agency Corrective
Actions with Other State and Local Permits/Approvals, Section 10 and 401 Letters of
Verification, Forest Practices Approvals, Aquatic Lands Acquisition, Floodplain, and noise
variance permits, Hydraulic Project Approvals (HPA), National Pollution Discharge
Elimination System (NPDES), Shoreline Permits (Exemption, Substantial Development,
Conditional Use and/or Grading Permits), Critical Areas Ordinance, Zoning, and Clearing
and Grading Permits.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM

11. ENVIRONMENTAL
SERVICES
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
92-09-51332 | Wildlife Road Kill Reports Retain for 5 years after end ARCHIVAL
. . . . Of calendar year (Permanent Retention)
Rev. 0 Provides a record of wildlife road kills throughout the state. NON-ESSENTIAL

then

OFM
Transfer to Washington State
Archives for permanent
retention.
11. ENVIRONMENTAL
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12. EQUIPMENT AND FACILITIES

This section covers records relating to Equipment and Faculties (Office Number 150).

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E?FT:)?\INAA(:NF:)()N DESIGNATION
NUMBER (DAN)
81-04-27553 | Rest and Landscape Area Maintenance Data Retain until end of fiscal year | NON-ARCHIVAL
Rev. 0 Provides a record of design, construction, and field notes to assure proper maintenance then NON'(E)SFS;NHAL
and operation of rest areas and landscaped areas. Destroy.
81-04-27552 | Water Quality Test Results Retain for 10 years after NON-ARCHIVAL
Rev.0 Provides a record of chemical and bacteria tests of the Department’s water systems. completion of test NON'(E)SFS;NHAL
then
Destroy.
81-04-27554 | Water System Back Flow Tests Retain for 5 years after NON-ARCHIVAL
Rev.0 Provides a record of test results of water system back flow devices. completion of test NON-ESSENTIAL

OFM

12. EQUIPMENT AND
FACILITIES
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13. FEDERAL AID PLANNING AND ANALYSIS

This section covers records relating to Federal Aid Planning and Analysis (Office Number 074).

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

81-04-27462 | Annual Federal Aid Program

Rev.0 Provides a listing of Highway Construction Program projects scheduled for Federal aid
funding.

Retain for 3 years after end
of calendar year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

81-07-28456 | Federal Aid Programming

Rev. 0 Provides a record of approved federal aid projects.

Retain for 2 years after end
of fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

81-04-27460 | Highway Construction Program Projects

Rev. 0 Provides a record of new construction projects which are to be added to the Highway
Construction Program. Have to be approved by the Transportation Commission.

Retain for 6 years after end
of fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

81-04-27466 | Project Status Record

Rev. 0 Provides a record of the status of Federal aid funds on individual Highway Construction
Program projects.

Retain for 4 years after end
of fiscal year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

13. FEDERAL AID
PLANNING AND
ANALYSIS
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
81-04-27469 | Work Order Authorization Log Retain for 2 years after end NON-ARCHIVAL
Rev.0 Provides a record of work order authorizations submitted for approval of funds for of fiscal year NON-E)SFSI\EINHAL
Highway Construction Program, Marine and Maintenance Program projects. then
Destroy.

13. FEDERAL AID
PLANNING AND
ANALYSIS

Page 43 of 130




ISNS

Office of the Secretary of State
Washington State Archives

Department of Transportation Records Retention Schedule
Version 1.4 (September 2014)

14. FERRIES DIVISION

This section covers records relating to Ferries Division (Office Number 900).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAI:II'\'I':)()N DESIGNATION
NUMBER (DAN)
82-03-29742 | Annual Report Retain for 7 years after end ARCHIVAL
Rev. 0 Provides information on all pilotage matters in Puget Sound and Grays Harbor on an of calendar year (Pﬁl'g‘;'j'é';;:e'\‘ﬁr';x‘i")
annual basis. then OFM
Transfer to Washington State
Archives for permanent
retention.
88-01-41524 | Audit Tapes Retain for 5 years after end NON-ARCHIVAL
Rev.0 Consolidated ECR reports for all sellers working at the terminals. of fiscal year NON'(E)SFS;NHAL
then
Destroy.
83-06-32185 | Blueprints, Drawings and Technical Specification for Vessels Retain for 75 years after the ARCHIVAL
Rev.0 Provides a record of proposed specifications and design of vessels. date of the document (Permanent Retention)
h NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
82-03-29751 | Tanker Movements, Puget Sound Retain for 10 years after end ARCHIVAL
Rev. 1 Provides information on tankers in/outbound, tonnage, size, and destination. Used as a of calendar year (P;'S‘;?Egts';e'\‘l‘fr';t:l’_“)
reference to answer questions pertaining to the above. then OFM
Transfer to Washington State
Archives for permanent
retention.
88-01-41521 | Traffic Statistics Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Provides a record of the number of passengers and vehicles carried by vessel, route and of fiscal year NON'EOSFSI\ENHAL
sailing. Allows staff to determine traffic volumes, trends and overloads. then
Destroy.
83-06-32186 | Vessel Drydocking Records Retain for 2 years after end NON-ARCHIVAL
Rev.0 Provides a history of annual drydocking repairs to each vessel. of calendar year NON'EOSFSI\EINHAL
then
Destroy.
83-08-32786 | Vessels Sales File Retain for 6 years after end ARCHIVAL
. . of fiscal year (Permanent Retention)
Rev. 0 Provides legal record of sales of State Ferries. , NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.

14. FERRIES DIVISION
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15. FERRIES DIVISION — OPERATIONS DEPARTMENT

This section covers records relating to Ferries Division — Operations Department (Office Number 950).

DEPARTMENT

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
83-06-32415 | Certificate of Inspection Retain for 75 years after end NON-ARCHIVAL
Rev. 1 US Coast Guard issued document includes, but is not limited to: of calendar year NON'(E)SFS;NHAL
e Passenger Capacity; or
e Crew Complement (number, rating and qualifications of each crew member, e.g., | life of vessel,
One Master/1° Class Pilot, 4 Able Seamen, etc.); whichever comes first
e Routes Permitted and Conditions of Operation; then
e Inventory of Required lifesaving and firefighting gear; Destro
e Inspection Status of critical machinery. v
88-01-41522 | Deck Department Log Book Retain for 75 years after end NON-ARCHIVAL
Rev. 1 Includes, but is not limited to: of calendar year NON'(E)SFS;NTIAL
e A Daily Record of deck department activity for each vessel; or
e Navigation Data; life of vessel,
e Crew Lists; whichever comes first
e Local Weather Conditions; then
e Security Meas.ures; Destroy.
e Emergency Drills;
e Adescription of incident and accidents involving passengers and/or crew.
15. FERRIES DIVISION -
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
14-09-68531 | Recorded Phone Calls Retain for 3 years after date NON-ARCHIVAL
Rev. 0 Recorded phone calls received at the Ferries Division that are recorded and stored locally. | of document NON-ESSENTIAL

These are stored in an electronic format in the program called Witness. These recorded
phone calls are used for training and research purposes.

then
Destroy.

OFM

12-12-68373
Rev. 0

Report of Marine Accident, Injury, or Death CG-2692

Contains regulatory required information pertinent to the reporting of accidents, injuries

Retain for 75 years after end
of calendar year

NON-ARCHIVAL
NON-ESSENTIAL

. . . .. OFM
or deaths occurring on each vessel, including, but not limited to: or
e adescription of each accident/incident; life of the vessel,
e damage, environmental impacts; whichever comes first
e machinery or equipment failure; then
e weather conditions;
L Destroy.
e injuries or deaths.
15. FERRIES DIVISION —
OPERATIONS Page 47 of 130
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16. FERRIES DIVISION - SECURITY AND EMERGENCY MANAGEMENT OFFICE
This section covers records relating to Ferries Division — Security and Emergency Management Office (Office Number 970).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
14-09-68530 | Declaration of Security (DoS) Retain for 90 days after end NON-ARCHIVAL
Rev. 0 A copy of each single DoS for each vessel and facility as outlined in 33 CFR 104.255 (vessel) | of MARSEC level change NON'(E)SFS;NHAL
and 105.245 (terminal) as well as Washington State Ferries Alternative Security Program then
outlined in 33 CFR 101.120. WSF security program uses the (DoS) process as the method Destroy.
for ensuring all appropriate security measures are in place in advance notifying the USCG
of a Maritime Security (MARSEC) level attainment.
Note: All DoS documents are considered the original and will be maintained by the Security and
Management Office (Per Coast Guard Requirements).
14-09-68532 | Security Records Retain for 2 years after date NON-ARCHIVAL
Rev.0 Documents regarding the security of the Washington State facilities and vessels. These of document or incident NON'EOSFSI\EINTIAL
records are required per CFRs and Coast Guard rules. Records may include, but not limited then
to, the following type: Destroy.
e Security Training/Drill/Exercises
e Homeland Security Division Video Records/Electronic Security Logs
e Suspicious Activity, Breach of Security Document, and Security Threats
e Changes in Maritime Security (MARSEC) Levels
e Maintenance, calibration, and testing of security equipment
Note: Non-incident video is real-time and is only kept for 60 days. Access to Homeland Security
Video and/or Electronic Security logs through the Washington States Ferries Homeland Security
Infrastructure system is considered Sensitive Security Information (SSI).
16. FERRIES DIVISION —
SECURITY AND Page 48 of 130
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17. GEOGRAPHIC SERVICES

This section covers records relating to Geographic Services (Office Number 061).

DISPOSITION

project
then
Transfer to Washington State

Archives for permanent
retention.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
81-07-28592 | Aerial Mosaics Reproducible Retain until updated NON-ARCHIVAL
Rev.0 To produce prints of 1" = 400' aerial maps of existing highways, connecting roads and then NON'(E)SFS;NHAL
adjacent topography to study and plan improvements on existing highways. Destroy.
77-07-19713 | Aerial Surveys and Photography Retain for 75 years after end NON-ARCHIVAL
Rev.0 Aerial photographs for survey and reconnaissance, photographs for location jobs and pit of calendar year NON'(E)SFS;NHAL
sites. then
Destroy.
88-03-41822 | District Surveying Quality Control Retain for 75 years after end NON-ARCHIVAL
Rev. 1 Provides a reference of control survey stations located within each District. of fiscal year NON_(E)SFSI\ElNTIAL
then
Destroy.
80-09-25816 | Glass Diapositives Retain for 10 years after ARCHIVAL
Rev.0 Contains a positive copy of a photograph printed on glass in conjunction with a project. completion of individual (Permanent Retention)

NON-ESSENTIAL
OFM

17. GEOGRAPHIC
SERVICES
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
88-03-41829 | Ground Profile File Retain for 75 years after end ARCHIVAL
Rev. 1 Contains computer records showing the configuration of the ground in a highway project. | of fiscal year (Permanent Retention)

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

89-04-44079 | Photo Sepia Maps of State Highways Retain for 1 year after being NON-ARCHIVAL
Rev. 0 Provides aerial views along state highways for reference or making prints. revised NON-ESSENTIAL
then OFM
Destroy.
80-09-25815 | Photogrammetric Map Manuscript and Scribe Sheets Retain for 75 years after NON-ARCHIVAL
Rev. 1 A map that depicts the terrain configuration of a highway project, used for design completion of project NON-ESSENTIAL
purposes. then OFM
Destroy.
80-09-25814 | Photogrammetric Project Records Retain for 75 year after NON-ARCHIVAL
Rev. 1 Contains documentation pertaining to all aspects of a photogrammetric project. completion of project NON'(E)SFS;NT'AL
then
Destroy.
83-08-32856 | Photogrammetry Maps and Photos Retain for 75 years or until NON-ARCHIVAL
Rev.0 Contains aerial photos, U.S. Coast Guard and Geodetic survey maps, topographical and no longer needed NON-ESSENTIAL

i i . A . OFM
triangulation maps. Used by surveying new and existing highways. then
Destroy.
17. GEOGRAPHIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
77-04-18957 | Photogrammetry Maps and Photos (PLA 1) Retain until superseded ARCHIVAL

Rev. 0 Aerial photos, U.S. Coast & Geodetic Surveys maps, topographical maps, triangulation then (P;gl:'jzgts:el\tﬁr';zin)
records used for surveying new and existing highways. Transfer to Washington State OFM
Archives for permanent
retention.
88-03-41828 | Photographic Prints Retain for 3 years after ARCHIVAL
Rev.0 Contains a positive copy form aerial photographs taken in conjunction with a project. completion of individual (Permanent Retention)
; NON-ESSENTIAL
project
OFM
then
Transfer to Washington State
Archives for permanent
retention.
88-03-41821 | Quadrangle Maps Retain for 75 years after end ARCHIVAL
Rev. 1 Provides topographic description of area as a reference. of fiscal year (Permanent Retention)

then

NON-ESSENTIAL

OFM
Transfer to Washington State
Archives for permanent
retention.
17. GEOGRAPHIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
88-03-41834 | Statewide Photographic Record Retain for 75 years after ARCHIVAL
. . . . updated (Permanent Retention)
Rev. 1 Provides a photographic record of the entire state highway system. , NON-ESSENTIAL
then OFM

Transfer to Washington State
Archives for permanent

retention.
77-04-18950 | Still Photographic Negatives (PLA 1) Retain for 75 years after end ARCHIVAL
. . . . of calendar year (Permanent Retention)
Rev. 1 Provides a photographic record of the entire state highway system. NON-ESSENTIAL
then OFM

Transfer to Washington State
Archives for permanent
retention.

17. GEOGRAPHIC
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18. GIS AND ROADWAY DATA OFFICE

This section covers records relating to GIS and Roadway Data Office (Office Number 064).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(-I)-EII\"I'E)CI)\INAACNI':)ON DESIGNATION
NUMBER (DAN)
81-07-28586 | City Annexation Documents Retain for 75 years after end ARCHIVAL
R . . . . of fiscal vear (Permanent Retention)
ev.1 Maps and associated documents that document city boundaries and past annexation y NON-ESSENTIAL
history. These documents are used to determine what area was annexed to a city when it then OFM
was annexed and by what ordinance. The certification files are sent to WSDOT quarterly Transfer to Washington State
from Office of Financial Management and they are kept on files so that the legal Archives for permanent
descriptions can be checked when requests come into the office as to the limits of cities or | retention.
if a question arises about the Rights of Way on highways of streets.
10-05-62203 | County Road Index Files Retain for 12 years after end ARCHIVAL
Rev.0 Maps and tabular information submitted annually by the County Road Administration of biennium w;%";?;g;ﬁ;‘fﬁ;t")
Board (CRAB) to the WSDOT Cartography and GIS Section per WAC 136-60-050 for the then OFM
purpose of updating WSDOT maps. Transfer to Washington State
Archives for permanent
retention.
14-06-68507 | Federal Functional Classification Maps Retain for 20 years after end ARCHIVAL
Rev. 0 Maps showing Federal Functional Classification (FFC) of public roads in Washington State. | ©f biennium (Permanent Retention)

Code of Federal Regulations (CFR) 470.105 assigns the State Transportation agency
(WSDQT) the primary responsibility for developing and updating a statewide functional
classification system, the results of which are to be mapped and submitted to the Federal
Highway Administration (FHWA). May include, but not limited to, map production
documentation and related records.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM

18. GIS AND ROADWAY
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
79-11-23801 | Freight and Goods Maps Retain for 6 years after end ARCHIVAL
Rev. 1 Maps showing Freight and Goods Transportation System (FGTS). These maps are part of a | ©f biennium (Permanent Retention)

biennial report made by the Freight Mobility Strategic Investment Board (FMSIB) to the

then

NON-ESSENTIAL

OFM
state legislature and prepared by WSDOT as required by RCW 47.06A.020. May include, Transfer to Washington State
but not limited to, map production documentation and related records. Archives for permanent
retention.
10-05-62202 | General Highway Maps Retain for 12 years after end ARCHIVAL
R . . . . of fiscal vear (Permanent Retention)
ev.0 Statewide and county maps. May include paper maps printed from CAD (Computer Aided y NON-ESSENTIAL
Drafting) files and other map production documentation and related records. then OFM
Transfer to Washington State
Archives for permanent
retention.
89-04-44078 | Official State Highway Map Retain for 6 years after end ARCHIVAL
. . . — .. of fiscal vear (Permanent Retention)
Rev. 1 Map issued to general public. May include, but not limited to, original artwork and other Y

map production documentation and related records.

then

NON-ESSENTIAL

OFM
Transfer to Washington State
Archives for permanent
retention.
18. GIS AND ROADWAY
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(-;EII\']I'T:)?\INAACI'\‘I':::)N DESIGNATION
NUMBER (DAN)
81-04-27573 | Urban Area Maps Retain for 20 years after ARCHIVAL

Rev. 1

Map series showing highway urban boundaries as approved by the Federal highway
Administration. Maps reviewed after each decennial US Census. Some maps updated
between decennial reviews. May include, but not limited to, map predication
documentation and related records.

approved signature
then

Transfer to Washington State
Archives for permanent
retention.

(Permanent Retention)
NON-ESSENTIAL
OFM

18. GIS AND ROADWAY
DATA OFFICE
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19. HIGHWAY AND LOCAL PROGRAMS
This section covers records relating to Highway and Local Programs (Office Number 040).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;E?FT:)?\INAA(:NF:)()N DESIGNATION
NUMBER (DAN)
80-09-25575 | Certificate Acceptance (Program Files) Retain for 6 years after NON-ARCHIVAL
Rev. 1 A program through which the Federal Highway Administration (FHWA) relinquishes project | closure of agreement NON'(E)SFS;NTIAL
development responsibility to the State. In turn the State sub-delegates this responsibility then
to qualified agencies. Contains original executed agreements (certifications), materials lab | pestroy.
approvals, process reviews, evaluations of performance, correspondence.
80-09-25571 | Federal Aid and State Project Files Retain for 10 years after NON-ARCHIVAL
Rev. 5 Provides documentation pertaining to federal aid and state funded construction projects. completion of administrative NON'EOSFSI\ENHAL
May include, but not limited to, information pertaining to award letters, bridges, review
environmental, back up documentation, correspondence with WSDOT region and/or local then
agency, and project deviations. Destroy.
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20. HUMAN RESOURCES

This section covers records relating to Human Resources (Office Number 140).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-09-25522 | Disciplinary Action Retain for 7 years after NON-ARCHIVAL
Rev. 2 Contains correspondence pertaining to disciplinary actions against employees. action is resolved NON'(E)SFS;NT'AL
then
Destroy.
00-08-59855 | Drug and Alcohol Program Administrative Files Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides a record establishing the Drug and Alcohol Program since January 1995. These of fiscal year NON'(E)SFS;NHAL
files document compliance of WSDOT with state and federal regulations affecting WSDOT then
employees licensed as Commercial Drivers (DSL). Reference USDOT 49CFR part 382. Destroy.
00-08-59857 | Drug and Alcohol Records — Negative Test Results Retain for 2 years after testis | NON-ARCHIVAL
Rev. 1 Provides a record of the drug and alcohol testing of employees, including but not limited completed NON'EOSFSI\EINTIAL
to: test results, employee consent forms, previous employer inquiries and documents then
related to the administration of the agency policy. Destroy.
00-08-59856 | Drug and Alcohol Records — Positive Test Results Retain for 5 years after testis | NON-ARCHIVAL
Rev. 1 Documents positive test results in drug and alcohol testing. Includes follow up testing completed NON-ESSENTIAL

reports and return to work agreements. Reference WSDOT 49CFR part 382.401. then OFM
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\]I':)ON DESIGNATION
NUMBER (DAN)
10-10-62335 | Employee Examination Files Retain for 3 years after date NON-ARCHIVAL
Rev.0 Employment examination documents for advancement of current employees. May of document NON'E)SFSI\EINHAL
include, but not limited to, test, answer sheets, notes written by employee during test. then
Destroy.
14-06-68508 | Maritime Injury Claims — Medical Only Retain for 40 years after NON-ARCHIVAL
Rev. 0 Claims made by Ferries Division vessel employees injured on the job. May include, but not | closure of claim NON'EOSFS;NHAL
limited to, accident reports, medical information, legal correspondence and settlement then
information. This schedule is for medical only claims that have no associated time loss or Destroy.
maintenance.
14-06-68509 | Maritime Injury Claims — Time Loss and Maintenance Retain for 75 years after NON-ARCHIVAL
Rev. 0 Claims made by Ferries Division vessel employees injured on the job. May include, but not | closure of claim NON'(E)SFS;NTIAL
limited to, accident reports, medical information, legal correspondence and settlement then
information. This schedule is for claims that have associated time loss and maintenance. Destroy.
82-09-30311 | Request for Certification of Employment Retain for 3 years after NON-ARCHIVAL
Rev. 2 Provides authorization to obtain Employment Register containing names of qualified expiration of register NON'EOSFSI\EINTIAL
applicants seeking employment. then
Destroy.
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21. INFORMATION TECHNOLOGY

This section covers records relating to Information Technology (Office Number 119).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;E?FT:)?\INAI::NF:)()N DESIGNATION
NUMBER (DAN)
85-05-35566 | Districts Telephone Rosters Retain until revised NON-ARCHIVAL
Rev. 1 Provides a record of name and phone number of key personnel with HQ and the districts. then NON'(E)SFS;NHAL
Destroy.
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22. ITS COMMUNICATIONS AND WIRELESS (RADIO)
This section covers records relating to ITS Communications and Wireless (Radio) (Office Number 181).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
81-04-27589 | Radio Licenses Retain for 10 years after NON-ARCHIVAL
Rev. 1 Provides a license to operate two-way radios and radio facilities within the State of expiration of license NON'(E)SFS;NHAL
Washington. then
Destroy.
84-08-34393 | Traffic Management Center (TMC) Documentation Package Retain for 6 years after end NON-ARCHIVAL
Rev. 2 The TMC Documentation Package may include all or portions of the following of fiscal year NON-ESSENTIAL

documentation:

Routine Roadway Operations: Activities associated with ramp meters, bridges,
tunnels, mountain pass reports, variable speed limit system information, and
maintenance notification.

Emergency Roadway Operations: Information regarding detour routes, signal
plans, road closure coordination, region emergency operations center activation,
and disaster notification.

Incident Management: Notifying/dispatching incident response crews, information
technology system device operations, incident alerts, and monitoring of weather
alerts.

Traveler Information: CARS/511/Web data input and highway advisory radio and
variable message sign operation.

Radio and Administrative Operations: Communication with field personnel,
AMBER alerts, road condition, and service requirements.

Multi-agency coordination: Disseminating incident information and TMC
correspondence with other agencies during an incident.

then
Destroy.

OFM
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23. MAINTENANCE OFFICE

This section covers records relating to Maintenance Office (Office Number 165).

DISPOSITION

then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS DI::(.;E?FT:)?\INAA(INF:)()N DESIGNATION
NUMBER (DAN)
81-07-28610 | Airspace Leases Retain for 3 years after NON-ARCHIVAL
Rev. 0 Provides a record of possible airspace for lease. termination of contract NON'(E)SFS;NT'AL
then
Destroy.
81-06-28060 | Chemical Spray Records Retain for 7 years after date NON-ARCHIVAL
Rev. 1 Provides a record of herbicides/pesticides sprayed along state highway right of way. of document NON'(E)SFS;NHAL
then
Destroy.
81-07-28471 | County Subdivision Plat Files Retain for 75 years NON-ARCHIVAL
Rev. 0 Provides a record of subdivisions which are adjacent to highways, used to recommend then NON'EOSFSI\EINTIAL
number of accesses, drainage, safety aspects. Destroy.
90-03-45973 | Hazardous Waste Manifests Retain for 75 years after end NON-ARCHIVAL
Rev.0 Provides a record of all hazardous waste shipped. of calendar year NON'EOSFSI\EINT'AL
then
Destroy.
88-01-41500 | Information Control System Accomplishment Reports Retain for 1 year after end of NON-ARCHIVAL
Rev. 0 Provides a record of all work performed by maintenance crews. fiscal year NON-ESSENTIAL

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II}]I':)()N DESIGNATION
NUMBER (DAN)
82-09-30365 | Landscape and Erosion Projects Retain for 5 years after end NON-ARCHIVAL

Rev.0 Provides a reference for future design of these projects. of calendar year NON'E)SFSI\EINHAL
then
Destroy.
90-01-45318 | Mount St. Helen’s Eruption Responses Retain for 25 years after end ARCHIVAL
Rev. 1 Provides a historical record of the emergency response and the handling of the effect of of fiscal year (P;?;'_'Egts;el\'ﬁr']zin)
the eruption of Mt St. Helens. then OFM
Transfer to Washington State
Archives for permanent
retention.
86-08-37396 | Outdoor Advertising Control Retain for 2 years after NON-ARCHIVAL
Rev. 0 Provides a record of permits, sign evaluation, acquisition and removal. termination of permit NON-ESSENTIAL
then OFM
Destroy.
79-11-23687 | Sign Installation Retain for 2 years after end NON-ARCHIVAL
Rev. 1 To identify locations, data of installation and type of sign installed. of fiscal year NON'(E)SFS;NHAL
then
Destroy.
87-10-41026 | Test Reports Retain for 2 year after NON-ARCHIVAL
Rev. 0 Provides record of various subgrade and surfacing materials including maximum density termination of the contract NON-ESSENTIAL

and proctor curves.

then
Destroy.

OFM
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24. MAINTENANCE OFFICE — EASTERN REGION

This section covers records relating to the Maintenance Office in Eastern Region.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
81-09-28898 | Monthly Traffic Report Retain until end of month ARCHIVAL
. . (Permanent Retention)
Rev.0 Provides a record of the number of vehicles and passengers transported on the Keller then NON-ESSENTIAL
Ferry on a daily basis. Transfer to Washington State OFM
Archives for permanent
retention.
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25. MATERIALS LABORATORY
This section covers records relating to Material Laboratory (Office Number 240).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'JI:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
06-01-61081 | Bridge and Cantilever Sign Structures Acceptance Documentation Retain for 75 years after ARCHIVAL
Rev.0 Provides a record of the following documents: Material certifications, quality control certification of project filmed (Pﬁl'g‘;'j'é';;:e'\‘ﬁr';x‘i")
reports i.e., Nondestructive Testing (Magnetic particle testing-MT and Ultrasonic test-UT | and verified OFM
as applicable.) then
Transfer to Washington State
Archives for permanent
retention.
06-09-61273 | Compliance Review Reports and Original Record of Materials Notice of Availability Retain for 10 years after NON-ARCHIVAL
Rev.0 Supporting documents and data compiled during the Compliance Review process by the certification date NON'(E)SFS;NTIAL
State Materials Laboratory Documentation Section used to reporting finding. The Original then
Record of Materials Notice of Availability produced by the documentation section is kept Destroy.
in support of the compliance.
82-02-29659 | Materials Test Reports Retain for 25 years after NON-ARCHIVAL
Rev. 4 Original materials test reports generated by the Chemical, Electrical, Bituminous and certification of contract NON'(E)SFS;NHAL
Structural Material Sections. then
Destroy.
12-12-68372 | Pavement Surface Friction Information Retain for 4 years after end NON-ARCHIVAL
Rev. 0 Provides a record to collect pavement surface friction values for the state highways. May of calendar year NON'ZSFS;NTIAL
include, but not limited to: Skid Data and Friction Data. then
Destroy.

25. MATERIALS
LABORATORY

Page 64 of 130




SNS

Office of the Secretary of State

Department of Transportation Records Retention Schedule

Version 1.4 (September 2014)

Washington State Archives
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II}]I':)()N DESIGNATION
NUMBER (DAN)
82-02-29660 | Pit and Quarry Reports and Files Retain for 75 years after date NON-ARCHIVAL

recommendations used for the design and construction of Highway, Ferry, Local Agency
and Developer projects constructed in and adjacent to State property. The files may
contain, but not limited to, the following materials: geotechnical reports, boring logs,
laboratory test results, calculations, photographs, soil profiles, contour and geologic maps,
cross sections, profiles, construction records, pile records, staff records, info related to
change of condition of claims and plan errors and miscellaneous project information.

then

Transfer to Washington State
Archives for permanent
retention.

Rev. 4 Provides a record of legal description of and types of construction material available of document NON-ESSENTIAL
statewide to contractors and state work forces. then OFM
Destroy.
06-01-61079 | Prestress Concrete Girders Acceptance Documentation Retain for 75 years after ARCHIVAL
Rev.0 Provides a record of the following documents: Certificate of Compliance, Material certification of project filmed | (Permanent Retention)
certifications, temperature curing records, stressing records, quality control records, i.e. and verified NON_EOSFSI\ENTIAL
concrete strength reports, casting records, camber reports and quality control inspection then
report if required. Transfer to Washington State
Archives for permanent
retention.
82-02-29664 | Project Geotechnical Files Retain for 75 years after last ARCHIVAL
Rev. 3 The materials laboratory geotechnical division files contain the geotechnical info and activity date (Permanent Retention)

NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
06-09-61274 | Project Pavement/Pavement Management Files Retain for 75 years after NON-ARCHIVAL
Rev.0 The Materials Laboratory Pavements Division files contain the pavement design, pavement | certification of contract NON'E)SFSI\EINHAL
management info and recommendations used for the design, construction and then
management of Highway, Ferry, Local Agency, and developer projects constructed in and Destroy.
adjacent to state property. The files may contain but not limited to the following
materials, pavement design reports, pavement design report addendums, coring and
boring logs, lab test results, calculations, photos, construction records, miscellaneous
project communications and pavement forensic information.
06-09-61272 | Qualified Products List Documents Retain for 20 years after NON-ARCHIVAL
Rev.0 Documents that are reviewed and maintained by the State Materials Laboratory product report date NON'(E)SFS;NHAL
Documentation Section that are used for evaluation and approval of items included on the then
Qualified Products List. Destroy.
07-04-61474 | Radiographic Film Retain for 75 years after ARCHIVAL
. L . completion of inspection (Permanent Retention)
Rev. 0 Radiographic film of structural steel welds and material. ; NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
88-10-43074 | Request for Approval of Material (RAM) Catalog Cuts, Manufacturer Certificate of Retain for 3 years after NON-ARCHIVAL
Rev. 2 Compliance certification of contract NON-ESSENTIAL
Documents that are reviewed by the State Material Laboratory Document Section that are then OFM
in direct support of fulfilling to contract requirements of the Project Engineer Offices. Destroy.
Actions by the documentation section include 'approval’ or 'rejection’ of material
submitted by the project Engineer Offices.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II'\‘I':)()N DESIGNATION
NUMBER (DAN)
06-01-61080 | Steel Bridges Acceptance Documentation Retain for 75 years after ARCHIVAL

Rev. 0

Provides a record of the following documents: Material certifications, quality control
reports i.e., Nondestructive testing (magnetic particle testing 0 MT, Ultrasonic test — UT,
radiographic testing — RT as applicable) and edge hardness test reports.

certification of project filmed
and verified

then

Transfer to Washington State
Archives for permanent
retention.

(Permanent Retention)
NON-ESSENTIAL
OFM
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26. OFFICE OF EQUAL OPPORTUNITY

This section covers records relating to Office of Equal Opportunity (Office Number 004).

Provides a record of Interagency Agreement and billings between WSDOT and Office of
Minority Women’s Business Enterprise (OMWABE) to perform certification work done
under contract.

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\"I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
95-10-56142 | Americans with Disabilities Act (ADA) Transition Plan Retain for 4 years after NON-ARCHIVAL
Rev. 1 Provides a record of the department’s implementation of the ADA. Included are copies of superseded NON-ESSENTIAL
, . .. . . OFM
the department’s self-evaluation, transition plan and supporting documentation and then
ADA/section 504. Destroy.
91-10-49257 | Condition of Award Files Retain for 3 years after NON-ARCHIVAL
Rev. 1 Provides a record of the bid item breakouts of the successful DBE subs or prime termination of contract NON-ESSENTIAL
. .- . OFM
contractors being utilized. May also include change order. then
Destroy.
08-02-61718 | Disadvantaged Business Enterprise (DBE) Goal Methodology Retain for 5 years after end NON-ARCHIVAL
Rev.0 Provides a record of Federal Highway Administration, Federal Transit Administration and of federal fiscal year NON'EOSFSI\EINTIAL
Federal Aviation Administration goal methodologies; support data, records, study, etc.; then
public involvement; public notices and public comments. Destroy.
91-10-49258 | Disadvantaged, Minority and Women’s Business Enterprise Certification Program Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Records of federal fiscal year NON-ESSENTIAL

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAACI'\]I':)()N DESIGNATION
NUMBER (DAN)
91-10-49259 | Disadvantaged, Minority, and Women’s Business Enterprise (DMWBE) Program Retain for 4 years after NON-ARCHIVAL

Rev.0 Provides a record of the history of the OMWBE program. elimination of program NON-ESSENTIAL
then OFM
Destroy.
81-02-26920 | Disadvantages Business Enterprise (DBE) Support Services Program Documents Retain for 6 years after end NON-ARCHIVAL
Rev. 2 Provides a record of contractors assisted by DBE Support Services Centers. These centers of federal fiscal year NON-ESSENTIAL
assist minority contractors on how to prepare bids to obtain state work as a prime or then OFM
subcontractor. Destroy.
95-10-56138 | Diversity Awareness Program Files Retain for 4 years after end NON-ARCHIVAL
Rev. 1 Provides a record of curriculum and compliance progress. OEO Internal OEO Civil Rights of calendar year NON-ESSENTIAL
Branch responsibility for maintaining and updating WSDOT’s mandatory diversity then OFM
curriculum and tracking the agency’s total workforce compliance in completing the 3 Destroy.
required Diversity Modules. Due to legislative action last session there is now an addition
statewide compliance requirement that must be tracked for Sexual Harassment training of
all supervisors and managers on a three year cycle.
08-02-61717 | External Civil Rights Branch Contractor Compliance Reviews Retain for 6 years after NON-ARCHIVAL
Rev.0 Provides a record of onsite reviews and investigations, including Disadvantage Business completion of work NON-ESSENTIAL

Enterprise, Commercially Useful Functions, Equal Employment Opportunity investigation,
compliance reviews, onsite reviews and their result. Documentation includes, but not
limited to; Local Agency, CUF, EEO Compliance Reviews, and on site visits. Rescind letters,
cover sheets, new hire list, and the information the contractor submits each month on all
contracts they have with federal funds. Monthly utilization reports, certified payrolls.
Review letter notification, the review write-up and the determination.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
95-10-56140 | Federal Reports Retain for 4 years after end NON-ARCHIVAL
Rev. 1 Provides a record of reports required to be submitted and supporting documents. of calendar year NON-ESSENTIAL

Documentation includes, but not limited to; Federal Highway Administration (FHWA),
Federal Aviation Administration (FAA) Reports, Federal Transit Administration (FTA)
Triennial Review, Washington State Ferries (WSF), Public Transportation Office, FHWA

Reviews, FTA Compliance documents, Annual Title VI Accomplishment and Update Report.

EEO Reports sent to federal highways would be the yearly training report and the PR1392.

then
Destroy.

OFM

08-02-61716 | Internal Civil Rights Branch (ICRB) Consultation File Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a record of mediations of consultation with employees and managers. of calendar year NON-ESSENTIAL
then OFM
Destroy.
08-02-61719 | Title VI Compliance Reviews Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Provides a record of files containing results of reviews for local agency, Title VI plans and of calendar year NON-ESSENTIAL
Nondiscrimination Agreements. To include, but not limited to; Local Agency, Planning then OFM
organization, Transit Organizations, University and Consultant files, Compliance surveys Destroy.
and reviews.
08-02-61720 | Title VI Program Implementation Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides a record of project specific information regarding outreach, Environmental of federal fiscal year NON-ESSENTIAL
Justice Reviews, Project Reviews, Environmental Justice Reviews, other Title VI reviews, then OFM
Public involvement and Limited English Proficiency reviews, Title VI complaints. Destroy.
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27.

POLICY AND PLANNING

This section covers records relating to Policy and Planning (Office Number 052).

Federal highway funds for state and various local agencies.

then
Destroy.

'i\'ﬁ:_z?)';:?y DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-10-26162 | Backup Material for Certification of Routed Through Cities and Towns Retain for 25 years after end NON-ARCHIVAL
Rev. 1 Provides a record of route descriptions and of any changes which were made in the state | ©f fiscal year NON'(E)SFS;NHAL
highways. Used to prepare annual certification of routes. then
Destroy.
83-12-33263 | Backup Material to Planning Reports (500 Series) Retain for 20 years after end ARCHIVAL
Rev.0 Contains backup material for a series of reports which covers the sources of revenue and of calendar year (P:g;'jzgtszel\'ﬁr']iin)
the expenditures for all of the state and local government roads, streets and allied then OFM
functions. Transfer to Washington State
Archives for permanent
retention.
80-09-25914 | Energy Files Retain for 5 years after end NON-ARCHIVAL
Rev.0 Provides a record of all types of transportation energy saving program and department of calendar year NON_EOSFSI\EINTIAL
position papers relating to energy projects. then
Destroy.
80-10-26163 | Federal Aid Systems Retain for 25 years after end NON-ARCHIVAL
Rev. 1 Provides a record of changes in the Federal Aid Systems. Aids in establishing eligibility for | of calendar year NON-ESSENTIAL

OFM
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AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peggaTion
NUMBER (DAN)
80-10-26168 | Future Metropolitan Planning Areas File Retain for 5 years after end ARCHIVAL
Rev.0 Urban areas of over 50,000 population are required to establish a Metropolitan Planning of fiscal year (P;gl:'jzgts:el\tﬁr';zin)
Organization. File contains documentation pertaining to liaison with the future urbanized then OFM
area. Transfer to Washington State
Archives for permanent
retention.
96-08-56961 | High Speed Ground Transportation Feasibility Study Retain for 6 years after end ARCHIVAL
Rev. 0 Study on passenger trains that operate for long distances between cities and achieved of calendar year (P:gl:'_'zgtszel\tﬁ;:i")
speeds in excess of 150. then OFM
Transfer to Washington State
Archives for permanent
retention.
96-08-56962 | Highway System Plan Retain for 6 years after end ARCHIVAL
Rev. 0 20 year plan for highway improvement in Washington State. Information includes meeting | Of calendar year (P;glfl'_'gtsze'\tﬁr';:i")
agendas, memos and overhead. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-10-26214 | Metropolitan Planning Organization (MPO) Agreements Retain for 10 years after NON-ARCHIVAL
Rev. 2 Provides a record of agreements between the department and the MPO’s. These termination of contract NON'ZSFS;NTIAL
agreements are to provide cooperative transportation planning activities, i.e., street and then
highway lighting construction, transit systems. Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\JI':)()N DESIGNATION
NUMBER (DAN)
80-10-26215 | Metropolitan Planning Organization (MPO) Prospectus and Unified Work Programs Retain for 10 years after end ARCHIVAL
Rev. 2 Contains the transportation planning documents revealing needs of MPO area and of fiscal year (P;'S‘;?Egts';e'\‘l‘fr';zfl’_“)
provides a yearly outline of planning work program to be completed within a respective then OFM
area. Transfer to Washington State
Archives for permanent
retention.
80-10-26218 | Metropolitan Planning Organization (MPO) Transit and Elderly/Handicapped Reports Retain for 10 years after end NON-ARCHIVAL
Rev. 2 Provides documentation for transit needs of MPQO’s in compiling the reports which are of calendar year NON'EOSFSI\ENHAL
sent to Ecology. then
Destroy.
80-10-26216 | Metropolitan Planning Organization (MPO) Transportation Plans Retain for 10 years after ARCHIVAL
Rev. 2 Provides a record of the MPO Transportation Plans which list long range transportation being updated (P;glfl'_'gtsze'\tﬁr';:i")
projects, i.e. freeways, airports, and bridges. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-10-26220 | Metropolitan Planning Organization Financial Reports Retain for 10 years after end ARCHIVAL
Rev. 2 Provides documentation pertaining to the expenditures of the MPQ’s in their of fiscal year (Permanent Retention)

transportation planning activities.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
80-09-25911 | Motor Vehicle Reports Retain for 7 years after end NON-ARCHIVAL
Rev.0 Provides a record of reports pertaining to vehicle registration, related fees and trends in of calendar year NON-ESSENTIAL

the motor vehicle industry. Used for forecasting vehicle registration and fees or budgeting then OFM
purposes and answering government and public inquires. Destroy.
96-08-56963 | Multimodal Plan Surveys Retain for 6 years after end ARCHIVAL
Rev.0 Surveys received from the public asking their opinions on various modes of transportation | Of calendar year (P;?;'_'Egts;el\'ﬁﬁzr)
in Washington State. then OFM
Transfer to Washington State
Archives for permanent
retention.
82-07-29921 | OMB-A95 Review of Departmental and Metropolitan Planning Organization Projects Retain for 10 years after end NON-ARCHIVAL
Rev. 1 A federal requirement which provides documentation of Statewide and Area-wide of calendar year NON'EOSFSI\EINHAL
Clearinghouse (City and County). Review of Department and Metropolitan Planning then
Organization Projects. Destroy.
96-08-56964 | Overheads Retain for 6 years after end NON-ARCHIVAL
Rev.0 Various overheads pertaining to the High Speed Ground Transportation Feasibility Study of calendar year NON'ESSFE{NT'AL
and the Highway System Plan. then
Destroy.
80-09-25910 | Planning Reports 500 Series Retain for 75 years after end NON-ARCHIVAL
Rev. 1 Contains a series of 16 reports which cover the sources of revenue and the expenditures of calendar year NON-ESSENTIAL

. . OFM
for all of the state and local government roads, streets and allied functions. then
Destroy.
27. POLICY AND
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AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peggaTion
NUMBER (DAN)
96-08-56965 | Public Involvement Plan Documentation Retain for 6 years after end ARCHIVAL
Rev. 0 Information from public forums asking the public for their ideas on how to develop the of calendar year (P;'S‘;?Egts';e'\‘l‘fr';zfl’_“)
Intermodal Surface Transportation Efficiency Act (ISTEA) mandated for transportation in then OPR
Washington. Transfer to Washington State
Archives for permanent
retention.
80-10-26223 | Special Projects Retain for 10 years after ARCHIVAL
Rev. 1 Provides documentation input and output data pertaining to special transportation completion of projects (P:gl:'_'zgtszel\tﬁ;:i")
planning projects, i.e., legislative studies, statewide travel times. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-10-26161 | State Route Numbering Retain for 75 years NON-ARCHIVAL
Rev. 0 Provides a historical record of numbers assigned to state highways by the American then NON'(E)SFS;NHAL
Association of State Highways and Transportation Officials (AASHTO). Destroy.
80-10-26222 | Transportation Planning Activity Backup Material Retain for 10 years after end NON-ARCHIVAL
Rev. 1 Provides a record of studies, traffic counts, tabulations and other reviews to assist of calendar year NON'(E)SFS;NHAL
Metropolitan Planning Organizations (MPO) in the development of transportation then
planning. Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
90-07-46435 | Transportation Policy Plan for Washington State Retain for 10 years after end ARCHIVAL
Rev. 1 A plan which includes policy recommendations made to the legislature concerning of fiscal year (P;'S‘;?Egts';e'\‘l‘fr';zfl’_“)
transportation systems within the state. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-10-26164 | Washington State Transportation Plan Retain for 25 years after end ARCHIVAL
Rev. 2 Provides a record of the development of and future changes and improvement which will | ©f fiscal year (P:l'g‘l:'_'z’;tszel\t&’;:‘l’_")
be required in the transportation system in the state and funds required. then

OFM
Transfer to Washington State

Archives for permanent
retention.
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28.

POLICY DEVELOPMENT AND REGIONAL COORDINATOR

This section covers records relating to Policy Development & Regional Coordinator (Office Number 071).

REGIONAL
COORDINATOR

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\"I:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
77-02-18491 | 1/2 Cent Gas Tax Program (Cities/Counties) Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Correspondence, forms, vicinity maps, individual project prospectuses pertaining to of fiscal year NON'(E)SFS;NHAL
counties or cities one-half cent gas tax proposals. then
Destroy.
89-01-43588 | Federal Aid Program Retain for 1 year after end of NON-ARCHIVAL
Rev.0 Provides a record of approved Federal Aid projects. fiscal year NON'(E)SFS;NHAL
then
Destroy.
88-10-43083 | Federal Aid Programming File Retain for 1 year after NON-ARCHIVAL
Rev.0 Provides a record pertaining to Federal Aid funding for the 1-90 project (i.e. funding termination of contract NON'EOSFSI\EINTIAL
request, Interstate Cost Estimate (I.C.E.), etc.). then
Destroy.
81-03-27235 | Highway Construction Program By Legislative District (2-Year Proposal) Retain for 18 years after end ARCHIVAL
Rev. 1 Documentation generally provided to the legislators consisting of a two-year proposal of of fiscal year (P;rg:l'_'zgtszel\'ﬁrr;f&i")
project locations and costs for highway construction projects listed by legislative district. then OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
81-03-27242 | Highway Construction Program Instructions and Allocations Retain for 20 years after NON-ARCHIVAL

Rev. 1 Provides precise instructions on development of the department’s Highway Construction being revised NON'E)SFSI\EINHAL
Program Budgets. then
Destroy.
81-03-27236 | Highway Construction Program — Operating Budget (2 Year Book) Retain for 18 years after end ARCHIVAL
Rev. 1 Documentation provided to the public regarding location and costs of all highway of fiscal year (P;'g‘;'_‘zgtsze'\'l‘;']z‘l’_“)
construction projects included in the departments’ Operating Budget. then OPR
Transfer to Washington State
Archives for permanent
retention.
83-06-32218 | Outside Agency Reports Retain for 3 years after NON-ARCHIVAL
Rev.0 Reports prepared by outside agencies on highway related matters. Reviewed and completion of project NON-ESSENTIAL
commented upon and returned to originator of report. then OFM
Destroy.
89-01-43590 | Project Prospectuses Retain for 1 year after award NON-ARCHIVAL
Rev.0 Documents which furnish official definition of a project. Consists of: Reason for project, of contract NON-ESSENTIAL

. . OFM
limits, current conditions, and proposed work. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlg:(.;ill\'lr-ll:)?\lNAil'\lr:)ON DESIGNATION
NUMBER (DAN)
80-10-26363 | Project Summary Files Retain for 10 years after NON-ARCHIVAL
Rev. 2 Documentation that provides a summary of a projects official definition, limits, current completion of project NON-ESSENTIAL

conditions, proposed work, and cost estimates, including back-up data and notes in a
prospectuses format.

then
Destroy.

OFM

91-04-47647 | Route Development Plans Retain for 1 year after being NON-ARCHIVAL
Rev.0 Provides a record of long range needs for specific routes and provides guidance for future | superseded NON'EOSFS;NHAL
district projects and developer mitigation. then
Destroy.
89-01-43592 | State Aid File Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides a record of projects by Work Order number pertaining to funding requests for completion of project NON'EOSFSI\EINHAL
city or county participation in State Highway projects. then
Destroy.
77-04-18958 | Traffic Projections and Correspondence (PLA 8) Retain until superseded ARCHIVAL
. . . . . . (Permanent Retention)
Rev. 0 Traffic projections and repeated studies for planning futures needs of highways. then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for permanent
retention.
80-10-26165 | Transportation Improvement Program and Annual Element Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Identifies transportation improvements to be implemented in the first year of the program | fiscal year NON-ESSENTIAL

and to provide a three and five year prospective of other improvement moving towards
implementation.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
80-10-26217 | Transportation Improvement Program and Annual Element Retain for 10 years after end NON-ARCHIVAL
Rev. 1 Contains records which identify transportation improvement projects for a 3 to 6 year of fiscal year NON'E)SFSI\EINHAL
time period and identifies specific projects to be implemented in the first year of the then
program. Destroy.
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29. PUBLIC TRANSPORTATION
This section covers records relating to Public Transportation (Office Number 053).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII?I:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
97-10-58162 | Commute Trip Reduction Plans and Programs Retain for 12 years after NON-ARCHIVAL
Rev.0 Contracts which describe the tasks needed to develop and implement CTR plans and termination of contract NON-ESSENTIAL
. . . . L. OPR
programs that will provide services to employers in order to meet the objectives of the then
CTR law. Destroy.
81-01-26678 | Comprehensive Transit Plans Retain for 4 years after ARCHIVAL
Rev. 2 Provides a record of annual reports of six year programs prepared by public transit termination of contract (P:g;'jzgtszel\'ﬁr']zin)
systems as required by 35.58.2795 RCW. then OPR
Transfer to Washington State
Archives for permanent
retention.
07-04-61473 | Consolidated Grant Program Files Retain for 10 years after end NON-ARCHIVAL
Rev.0 Provides a record of grant agreements and supporting documentation to include Federal of biennium NON-ESSENTIAL

and State funding sources, correspondence, program management activities, certification
and assurances, and other related documentation according to Federal Transit
Administration (FTA) guidelines.

then
Destroy.

OPR
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
81-01-26692 | Federal Transit Administration (FTA) Financial Assistance Retain for 6 years after ARCHIVAL
Rev. 1 Maintains a record of all program support and third party agreements made to carry out termination of contract (P;gl:'jzgts:el\tﬁr';zcl’_")
Section 8, Section 16(b)(2) & Section 18 grants. then OPR
Transfer to Washington State
Archives for permanent
retention.
88-03-41859 | High Occupancy Vehicle Lanes, Ramp and Ramp Metering Retain for 4 years after end NON-ARCHIVAL
Rev. 1 Provides a record of activities pertaining to exclusive use of carpool and transit benefit of calendar year NON'E;S:NT'AL
projects. then
Destroy.
88-03-41861 | Park and Ride Lot and Flyer Stop Programs Retain for 4 years after end ARCHIVAL
. . . of calendar year (Permanent Retention)
Rev. 1 Provides a record relating to park and ride lots and flyer stops. , NON-ESSENTIAL
then OPR
Transfer to Washington State
Archives for permanent
retention.
88-03-41866 | Private Sector Participation Projects Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Provides a record of the department’s liaison activities in assisting the development of taxi | ©f calendar year NON'(E)SFS;NTIAL
programs within the state. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
81-01-26673 | Public Transport Feasibility Studies Retain for 2 years after end ARCHIVAL
Rev.0 Contains feasibility studies for setting upon public transportation benefit areas throughout | of calendar year (P,f,gﬁ'_'gts?,\t,?xn)
the state for transit operations. then OFM
Transfer to Washington State
Archives for permanent
retention.
92-09-51302 | Puget Sound Telecommuting Demonstration Program Retain for 6 years after end NON-ARCHIVAL
Rev. 1 These program management filed provide documentation of the development, of calendar year NON'EOSFSI\ENHAL
implementation and evaluation of the Puget Sound Telecommuting Demonstration then
Program, which data was used in the development of the Telecommuting Guidebook. Destroy.
93-09-52925 | Transit Bus Stop Log Retain for 2 years after being NON-ARCHIVAL
Rev.0 Provides a record of official bus stop locations on state highways located within District 1. | superseded NON'EOSFSI\EINHAL
then
Destroy.
92-06-50685 | Transit Development Plans Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Provides a record of six-year financial and operational plans from local agencies submitted | ©f calendar year NON-ESSENTIAL

to the department as required by 35.58.2795 RCW.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
88-03-41874 | Transportation Demand Management Retain for 2 years after end ARCHIVAL
Rev. 1 Provides general and specific information related to various Transportation Demand of calendar year (P;'S‘;?Egts';e'\‘l‘fr';zfl’_“)
Management techniques used throughout the state and nation. then OFM
Transfer to Washington State
Archives for permanent
retention.
88-03-41876 | Transportation System Management (TSM) and Ridesharing Grant Programs Retain for 7 years after end NON-ARCHIVAL
Rev.0 Provides a record of Federal Highway Administration, TSM & Ridesharing grant of calendar year NON'EOSFSI\ENTIAL
applications and documentation. then
Destroy.
88-03-41862 | Vanpooling General Retain for 2 years after end ARCHIVAL
Rev. 0 Maintains a record of the activities of various programs throughout the state. of calendar year (Permanent Retention)
b NON-ESSENTIAL
then OFM
Transfer to Washington State
Archives for permanent
retention.
81-01-26675 | West Coast Corridor Study Retain for 6 years after ARCHIVAL
Rev. 1 Provides a record of the study completed to determine the feasibility of passengers rapid | termination of contract (P;gnﬁﬁzgtsze&?rr;;i")
rail corridor between Tijuana, Mexico and Vancouver, BC. then OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘:I'\:':)()N DESIGNATION
NUMBER (DAN)
88-03-41870 | Workshops Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a record of branch workshop involvement related to ridesharing and marketing. of calendar year NON'E)SFSI\EINHAL
then
Destroy.
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30. PURCHASING AND MATERIAL MANAGEMENT
This section covers records relating to Purchasing & Material Management (Office Number 107).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAI:INI':)()N DESIGNATION
NUMBER (DAN)
97-05-57751 | Current Billing FHWA Adjustments (RAM0723) Retain for 7 years after end NON-ARCHIVAL
Rev.0 Identifies federal projects where adjustments have been made using NZ96/EZ96 (FHWA of fiscal year NON'ESSENT'AL
Adjustments). then
Destroy.
97-05-57753 | Eligibility Override for Billing (RAM0717) Retain for 7 years after end NON-ARCHIVAL
Rev.0 Identifies those federal charges where the eligibility has been changed. of fiscal year NON{;::NT'A'—
then
Destroy.
83-03-31835 | Master File Update Control and Process Exceptions Report Retain for 2 years after semi- NON-ARCHIVAL
Rev. 2 Lists weekly transaction statistics errors occurring in the master file process. Used to verify | annual update NON'EOSFSI\EINTIAL
that errors have been corrected. then
Destroy.
30. PURCHASING AND
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31. REAL ESTATE SERVICES
This section covers records relating to Real Estate Services (Office Number 255).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-04-27474 | Acquisition Parcel Files Retain for 75 years after final ARCHIVAL
Rev. 2 Provides a record of all activities pertaining to Rights of Way appraisal, title, and acquisition, condemnation (Pﬁlg;'f'ég;:e'\tﬁr';;{i")
acquisition and relocation assistance. File includes but not limited to: the appraisal, and/or relocation payment OFM
determination of value (DV), title documents, acquisition conveyance documents (i.e. then
Deeds, Easements, and permits, Order of Possession and Use, Judgment and Decree, Right | Transfer to Washington State
of Entry, and Possession and Use Agreement), and information regarding remainders, Archives for permanent
relocation documents, and correspondence. retention.
81-08-28700 | General Project Files Retain for 75 years after NON-ARCHIVAL
Rev. 1 General file documents that pertain to the overall project and are not parcel specific, (i.e., | completion of project based NON'(E)SFS;NTIAL
project certifications, project scopes, project funding estimates (PFE’s), project schedules, | ©n final acquisition,
project relocation plans, etc.). condemnation and/or
relocation payments
then
Destroy.
81-03-27381 | Local Public Agency Certifications Retain for 3 years after NON-ARCHIVAL
Rev. 1 A review of local agency (city and county) right-of-way acquisitions to determine that all certification approval date NON'EOSFSI\ENHAL
steps taken were according to Federal regulations and that all documents were accurate then
and complete. FHWA Certification 3 Approval letters. Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
80-MF-24275 | Microfilm Copies of Project Parcel Files Retain for 50 years after NON-ARCHIVAL
Rev. 1 Provides a record of backup information for acquisition of property. completion of the project NON-E)SFSI\EINTlAL
then
Destroy.
81-04-27481 | Property Management Inventory Control — Disposal Retain for 75 years after final NON-ARCHIVAL
Rev. 2 Provides documentation pertaining to the appraisal and disposition of surplus state land. disposition of property NON-ESSENTIAL
.. . OFM
Correspondence pertaining to return of streets and roads from state. Provides then
documentation pertaining to City and County Turnbacks and Tranters. Destroy.
77-03-18857 | Property Management Inventory Control — Lease Files Retain for 6 years after NON-ARCHIVAL
Rev. 1 Provides documentation pertaining to the leased properties owned by WSDOT as landlord | termination of the lease NON'EOSFSI\EINHAL
(i.e. airspace lease, ground lease, displacee lease). then
Destroy.
81-04-27476 | Real Estate Maps Retain for 75 years after ARCHIVAL
Rev. 1 Maps of all present and former State roads encoded to show acquisition and ownership. superseded (P;glfl'_'gtsze'\tﬁr';:i")
then OFM
Transfer to Washington State
Archives for permanent
retention.
81-09-28892 | Right of Way Violation File Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Provides a record of right of way violations and action taken. of fiscal year NON-E;;:NTIAL
then
Destroy.
31. REAL ESTATE
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32. RECORDS AND INFORMATION SERVICES / ENGINEERING RECORDS
This section covers records relating to Records & Information Services / Engineering Records (Office Number 108).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII?I:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-04-24635 | Construction Contracts; Plans and Specifications; Final Records; As-Builts Retain for 75 years after ARCHIVAL
Rev.5 Provides a record of all phases during construction projects including but not limited to; completion of audit (Perg;eé‘:\:;_elt;':'°")
Contracts, Change Orders; Audit and Estimates, Plans Specifications, Final Records, and As- then OPR
builts as listed in the Construction Manual. Transfer to Washington State
As-built plans are paper and electronic media. Archives for permanent
Note: As-built Plans are silver filmed and archival. retention.
13-06-68443 | Historical Chronicle Records Retain for 75 years after end ARCHIVAL
Rev. 0 These unique records are at risk of loss and represents high value to a wide range of of calendar year (Pe”l‘s‘g';eé‘lt\l':';'lt'°“)
WSDOT historical documents for the State Transportation system. May include, but not then OFM
limited to, photographs, videotapes, DVD/CD, articles, engineering documents. Transfer to Washington State
Documentation is used to track history, methods, changes and status of projects. Archives for permanent
retention.
70-03-01084 | Key Maps Retain for 25 years after ARCHIVAL
Rev. 2 County maps used in plotting all contract work done and right of way acquisition in each superseded (Pergggeg:\;;t:;_t'°")
county. then OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
80-09-25554 | Right of Way Franchises Retain for 75 years after NON-ARCHIVAL
Rev. 1 To allow legal use of state owned right-of-way. termination, cancelled or NON-ESSENTIAL
expired OPR
then
Destroy.
93-12-53395 | Right of Way Plans Retain for 25 years after NON-ARCHIVAL
Rev. 1 Provides a record of the proposed changes from the districts to existing or new Right of deed is executed ESSENTIAL
way plans. then OFM
Destroy.
70-03-01077 | Right of Way Tracings Retain until filmed ARCHIVAL
Rev. 2 Plans showing Right-of-Way boundaries for all State Highways, Pit, Quarry and Stockpile then (Pﬁgﬁ?gts?ﬁrmn)
sites and Maintenance Facilities. Transfer to Washington State OFM
Archives for permanent
retention.
03-07-60568 | Temporary Final Construction Records Retain for 3 years after NON-ARCHIVAL
Rev.0 These records are created and retained within the Region during the administration of a acceptance date (statg— NON'(E)SFS;NHAL
construction project for either State or Federal Funded projects. They include specific funded) or stewardship
records as listed in the Construction manual (10-3.1B). Copies of these documents acceptance (federal funded)
preserved only for convenience of reference or informational purposes should be then
destroyed when no longer needed. Destroy.
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33.

RESEARCH OFFICE / LIBRARY

This section covers records relating to Research Office / Library (Office Number 270 and 271).

reviewed by staff to determine if they should become active and ongoing research

then
Destroy.

IZ\IZ:'?S-I:II?? DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
94-01-53488 | Land Use Plans and Reports Retain for 1 year after end of ARCHIVAL
Rev. 0 Planning reports and related materials for counties, municipalities and unincorporated calendar year (Pﬁlg;'f'ég;:e'\tﬁr';:i")
towns within Washington State. then OFM
Transfer to Washington State
Archives for permanent
retention.
94-01-53487 | Land Use Plans and Reports Index Retain for 10 years after end ARCHIVAL
Rev. 0 An index of planning reports and related materials for counties, municipalities and of calendar year (P;'g‘;'_‘zgts';e'\'l‘;']i‘l’_“)
unincorporated towns within Washington State. then OFM
Transfer to Washington State
Archives for permanent
retention.
80-09-25952 | National Cooperative Highway Research Program (NCHRP) Retain for 2 years after end NON-ARCHIVAL
Rev.0 Provides a record of Departments’ participation in the program which coordinates and of fiscal year NON'EOSFSI\EINTIAL
reports national highway related research efforts. then
Destroy.
80-09-25951 | Proposed Transportation Research Projects Retain for 2 years after end NON-ARCHIVAL
Rev.0 Contains research statements and/or proposals which describe a problem(s) and are of fiscal year NON-ESSENTIAL

OFM

project(s).
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAA(‘II}]I':)()N DESIGNATION
NUMBER (DAN)
80-09-25953 | Transportation Research Board Correlation Service Retain for 2 years after end NON-ARCHIVAL

Rev.0 Provides documentation pertaining to annual membership and for the service and of fiscal year NON-E)SFSI\EINHAL
representation at annual meetings. then
Destroy.
80-09-25950 | Transportation Research Projects Retain for 75 years after NON-ARCHIVAL
Rev. 2 completion of individual NON-ESSENTIAL

Provides documentation pertaining to the administration, coordination and management

- - OFM
of research projects. project
then
Destroy.
33. RESEARCH OFFICE /




S n S Department of Transportation Records Retention Schedule

Office of the Secretary of State Version 1.4 (September 2014)
Washington State Archives

34. RISK MANAGEMENT

This section covers records relating to Enterprise Risk Management (Office Number 135).

lﬂﬁiﬂﬂ;m‘l DESCRIPTION OF RECORDS DI::(.;EII\'JI:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-08-25282 | Damage Collection Uncollectable Retain for 6 years after being NON-ARCHIVAL
Rev. 1 Records that relate to uncollectable highway property damage. deemed uncollectable NON-ESSENTIAL
then OFM
Destroy.
80-08-25281 | Damage Liability Claims Retain for 6 years after final NON-ARCHIVAL
Rev. 5 Provides a record of damage incurred to state and/or public property. Included but not payment NON-ESSENTIAL
limited to, auto liability claims that involve a state vehicle damaging other property and then OPR
general liability claims that involve a member of the public property or self being damage. Destroy.
80-08-25286 | Highway Property Damage Claims — Paid In Full Retain for 6 years after NON-ARCHIVAL
Rev. 2 Provides a record of state highway property damaged by the public and paid in full by action on claim resolved NON-ESSENTIAL
either themselves or insurance. then OPR
Destroy.
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35. SPACE AND LEASE MANAGEMENT

This section covers records relating to Space and Lease Management (Office Number 105).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\"I:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
97-01-57388 | Asbestos Abatement File Retain for 30 years after NON-ARCHIVAL
Rev. 1 Provides a record of asbestos removal and confinement project within the Materials completion of project / NON‘(EDSFS;NT'A'—
Laboratory and Mottman buildings. completion of asbestos
removal
then
Destroy.
88-09-42730 | Parking Plans Retain for 1 year after being NON-ARCHIVAL
Rev. 1 Provides a layout of all parking spaces for all WSDOT parking areas department-wide. superseded NON-(E)SFSI\ElNTlAL
then
Destroy.
35. SPACE AND LEASE
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36. STAFF DEVELOPMENT

This section covers records relating to Staff Development (Office Number 143).

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
80-10-26194 | Federal Highway Administration Graduate-Scholar File Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Provides a record of employee applications for Federal Highway Administration of fiscal year NON-ESSENTIAL
. . OFM
Fellowships and Scholarships. then
Destroy.
88-12-43378 | Scholarship Fund Retain for 10 years after end NON-ARCHIVAL
Rev. 1 Provides background information of the WA Bulley Scholarship Fund. of fiscal year NON-(E)SFSl\ElNTlAL
then
Destroy.
87-02-39338 | Tuition Reimbursement Files (Copy) Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Provides a record of reimbursement to department employees for outside training. of fiscal year NON-ESSENTIAL

OFM
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37. STATE RAIL AND MARINE
This section covers records relating to State Rail and Marine (Office Number 051).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
88-01-41531 | Palouse Empire Regional Rail Study Retain for 4 years after ARCHIVAL
Rev. 0 Identifies the economic condition of rail service in the area and options to retain service. completion of study (Pﬁlg;'f'ég;:e'\tﬁr';;{i")
Provides new methodology applicable to other areas. then OFM
Transfer to Washington State
Archives for permanent
retention.
81-01-26686 | Rail Shipper Survey Retain for 4 years after end NON-ARCHIVAL
Rev.0 Provides confidential information on the businesses that utilized a major railroad service. | ©f calendar year NON'(E)SFS;NHAL
then
Destroy.
81-01-26684 | Rail System Diagrams Retain for 3 years after end NON-ARCHIVAL
Rev.0 Contains railroad system diagrams of site for future abandonment. of calendar year NON'EOSFSI\EINTIAL
then
Destroy.
81-01-26680 | Railroad Bankruptcy Actions Retain for 5 years after end ARCHIVAL
Rev.0 Provides documentation pertaining to the bankruptcy of a major railroad system. of calendar year (P;gs'jgts';e’;?r';zcl’_n)
then OFM
Transfer to Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
89-04-44069 | Railroad Plat Maps Retain until alignment is ARCHIVAL
Rev. 0 Provides documentation of railroad alignment. revised (Permanent Retention)

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM

81-01-26687 | Railroad Reorganization Retain for 6 years after NON-ARCHIVAL
Rev. 1 Pertains to legal proceedings that occur when a railroad reorganizes. completion of proceeding NON'EOSFSI\ENHAL
then
Destroy.
81-01-26683 | Washington State Rail Plan Retain for 4 years after end ARCHIVAL
Rev. 0 Contains information pertaining to the progress and implementation of rail transportation | Of calendar year (P;glfl'_'gtsze'\tﬁr';:i")
throughout the state. then OFM
Transfer to Washington State
Archives for permanent
retention.
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38. STATEWIDE TRAVEL AND COLLISION DATA OFFICE
This section covers records relating to Statewide Travel and Collision Data Office (Office Number 063).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAI:II'\'I':)()N DESIGNATION
NUMBER (DAN)
80-09-25916 | Auto Traffic Recorder Data — Hourly Cap Sheets (Electronic Media) Retain for 10 years after end NON-ARCHIVAL
Rev. 3 Provides hourly statistics of all permanent traffic reporting sites located on the state of month NON'(E)SFS;NHAL
highway system. then
Destroy.
14-09-68529 | Auto Traffic Recorder Data — Monthly Cap Sheets (Electronic Media) Retain for 20 years after end NON-ARCHIVAL
Rev.0 Provides monthly statistics of all permanent traffic reporting sites located on the state of month NON'(E)SFS;NHAL
highway system. Also provides the reviewer notes on anomalies and variances. then
Destroy.
90-08-46616 | Collision Data Retain for 15 years after end NON-ARCHIVAL
Rev. 1 Electronic collision records are based upon submitted Police Traffic Collision Reports and of calendar year NON'EOSFSI\EINTIAL
contain, but are not limited to, the following types of data: collision location, date/ time, then
environmental conditions, roadway factors, driver/ passenger/ pedestrian/ bicyclist details Destroy.
and vehicle characteristics. Fifteen complete calendar years of electronic collision records
are to be stored; upon completion of recording another entire year’s inventory of
electronic collision records, the oldest calendar year of collision records will be destroyed.
38. STATEWIDE TRAVEL
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AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peggaTion
NUMBER (DAN)
04-12-60847 | Functional Classification (Electronic Media) Retain for 12 years after ARCHIVAL
Rev. 1 Classification changes requested by agencies when the functional usage of a roadway FHWA signed response (P;gl:'jzgts:el\tﬁr';zin)
changes. The classification changes are approved or rejected by the Federal Highway then OFM
Administration (FHWA); Includes FHWA signed response, current and proposed road Transfer to Washington State
maps, concurrence letters, and the Federal Functional Classification (FCC) request forms. Archives for permanent
retention.
80-09-25917 | Peak Hour Traffic Report (Electronic Media) Retain for 15 years after end NON-ARCHIVAL
Rev. 2 Lists Design Hour Factors (K and D) which are calculated for the highest 200 hours of of calendar year NON-ESSENTIAL
hourly traffic volume collected from automated traffic reporting sites monitored during then OFM
the previous complete year. The most common uses of this data is for determining traffic | pestroy.
patterns, projecting future traffic volumes and determining project design by engineers,
planning offices, and traffic offices (state, county, city and private); Copies are kept
electronically on the web and then erased.
80-09-25920 | Quarterly Speed Report (Electronic Media) Retain for 10 years after end NON-ARCHIVAL
Rev. 1 The quarterly Speed Report is a source of summarized speed data for state highways. The | of quarter NON-ESSENTIAL

data is comprised of random three-day samplings (Tuesday through Thursday) within each
calendar quarter. The common uses are for conducting national research and analysis,
calculating the 85th percentile, which represents the speed at or below which 85% of the
vehicles are traveling and is used in the decision making for speed limits and determining
design speeds, determining possible Washington State Petrol emphasis patrol areas,
conducting congestion studies, evaluating vehicle speed trends within the state to assist in
highway design and safety improvements, as well as in ascertaining general speed trends
in accident locations.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
80-09-25922 | Short Duration Counts (Electronic Media) Retain for 20 years after end NON-ARCHIVAL
Rev. 3 A collection of traffic volume and classification data including record count locations, of calendar year NON-E)SFSI\EINHAL
direction of travel, count period, equipment performance, and data validity. Short then
duration counts include both manual and mechanical traffic counts. These are gathered Destroy.
for the purpose of Highway Performance Monitoring System (HPMS) reporting and special
projects. Source of the counts are Transportation Data Office, WSDOT regions, and non-
WSDOT governmental agencies. These records are kept through an electronic media
storage system and are available to customers through the same electronic media as they
are stored which is currently Oracle. These files are backed up on magnetic tape and
stored in a secure area.
04-12-60848 | State Highway Log (Electronic Media) Retain for 25 years after end ARCHIVAL
Rev. 2 Contains roadway information at 1/100™ mile increments on all state highways. of calendar year (P;'é“:l'_‘zgts'ze'\'l‘;’;;;‘l’_“)
Information includes, but not limited to, surface type and pavement width, number of then OFM
lanes, intersection locations, speed limit, and lane mile summaries. Transfer to Washington State
Archives for permanent
retention.
91-03-47451 | Transportation Information and Planning Support System (TRIPS) Roadway Data History | Retain for 10 years after end NON-ARCHIVAL
Rev. 0 (Electronic Media) of calendar year NON-ESSENTIAL
. . . . . . FM
Provides documentation of historical TRIPS roadway information. then ©
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘ZI'\:':)()N DESIGNATION
NUMBER (DAN)
83-12-33264 | Video Log/Digital Media Library (Electronic Media) Retain for 8 years after end ARCHIVAL
Rev. 2 Provides a video log/digital media record of the State Highway system in both directions of | of calendar year (P;gl:'jzgts:el\tﬁr';zcl’_")
travel. These are used in identifying problem areas for design purposes. These are updated then OFM
every year. South Central, Easter, and Northwestern Region are filmed during add-number | Transfer to Washington State
years. North Central, Olympic and Southwest Regions are filmed during even numbered Archives for permanent
years. retention.
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39. SURVEY SUPPORT UNIT
This section covers records relating to Survey Support Unit (Office Number 217).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
08-01-61713 | Department of Natural Resources Land Plat Retain for 25 years after DNR ARCHIVAL
Rev. 0 A document used to define property acquired from Department of Natural Resources agreement date (Pﬁlg;'f'ég;:e'\tﬁr';;{i")
(DNR). then OFM
Transfer to Washington State
Archives for permanent
retention.
89-04-44073 | Department of Natural Resources Monument Removal Permit Retain for 6 years after NON-ARCHIVAL
Rev. 1 Written permission from Department of Natural Resources to remove or destroy a survey | certification date NON-E;::NTIAL
monument, and a Completion Report by the applicant stating what new monument was then
restored or reference after highway construction activities. Destroy.
08-01-61708 | Exhibit Map Retain for 10 years after date ARCHIVAL
Rev.0 A Washington State Department of Transportation map used for Right of Way studies and | ©f map (Permanent Retention)

court documents. Advanced acquisitions of property for highway purposes often causes an
Exhibit Map to be necessary.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

39. SURVEY SUPPORT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
89-04-44084 | Land Corner Records Retain for 25 years after ARCHIVAL
Rev. 1 A document to notify the public that a survey monument has been found and/or set by a certification date (Permanent Retention)

licensed Land Surveyor or Professional Engineer, and where the survey does not require a

then

NON-ESSENTIAL

Records of Survey. Transfer to Washington State o
Archives for permanent
retention.
82-12-30700 | Monument Map Retain for 25 years after ARCHIVAL
Rev. 1 A map used to notify the public of a survey for highway purposes has been performed by a | certification date (P:gl:'_'zgtszel\tﬁ;:i")
Washington State Department of Transportation Professional Engineer or Licensed Land then OPR
Surveyor. Transfer to Washington State
Archives for permanent
retention.
89-04-44085 | Photo of Monument Retain for 10 years after ARCHIVAL
Rev. 1 Method of survey monument location and future recovery. closure of the project (Permanent Retention)

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

39. SURVEY SUPPORT
UNIT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
89-04-44068 | Record of Monumentation Retain for 25 years after ARCHIVAL
Rev. 1 A former Washington State Department of Transportation map, replaced by a Washington | certification date (P;gl:'jzgts:el\tﬁr';zcl’_")
State Department of Transportation Monumentation Map, previously used to notify the then OPR
public or a survey by Washington State Department of Transportation for highway Transfer to Washington State
purposes. Archives for permanent
retention.
79-11-23797 | Record of Survey and Field Notes Retain for 25 years after ARCHIVAL
Rev. 1 A map used to notify the public depicting survey monuments, found and set, together with | certification date (P:gl:'_'zgtszel\tﬁ;x_")
any additional evidence to delineate a boundary survey of real property by a licensed Land then OPR
Surveyor. A survey monument is a physical object used to mark a specific point on Earth. Transfer to Washington State
For setting survey monuments, Washington State Department of Transportation follows Archives for permanent
the requirements outlined in RCW 58.09.120. retention.
77-03-18849 | Report of Survey Mark Retain for 10 years after ARCHIVAL
Rev. 1 A Washington State Department of Transportation report of the location, coordinates, closure of project funding (Permanent Retention)

elevation, datum used, and accuracy statement of a survey monument for highway
development.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

39. SURVEY SUPPORT
UNIT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-01-61710 | Right of Way Hardshell Retain for 75 years after end ARCHIVAL
Rev.0 Compilation of all regional survey data plotted on heavy card stock paper drafted in ink or | Of calendar year (Permanent Retention)

pencil used to develop final Right of Way Plan.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

08-01-61712 | Static Global Position System Control Project Retain for 25 years after NON-ARCHIVAL
Rev. 0 Provides geodetic framework for highway project control. closure of the project funding | NON-ESSENTIAL
then OPR
Destroy.
08-01-61711 | Survey Data Conversion Sheet Retain for 10 years after NON-ARCHIVAL
Rev. 0 Convert Washington State Plane coordinates to Project Datum coordinates and reverse. closure of the project funding | NON-ESSENTIAL
then OPR
Destroy.
89-04-44082 | Survey Field Book Retain for 75 years after ARCHIVAL
Rev. 1 A survey diary of the details about a survey, survey books include project specific books, closure of the project funding | (Permanent Retention)

whether hard-bound or electronic, and may include data pertinent to what was requested.
Books also include any types used to support offices, like a Right of Way Plans Office or
Geographic Services Survey Office.

then

Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
08-01-61709 | Survey Project Files Retain for 25 years after ARCHIVAL
Rev. 0 Includes, but not limited to, Daily Survey Reports, calculation, worksheets, methodology completion of report (P;'S‘:l'_‘;’;ts';e'\‘l‘fr';zfl’_“)
used to define right of way, boundary, or other elements. Compact Disc or current then OPR
medium containing raw or final survey date, Compact Disc or current medium of final Transfer to Washington State
project calculations. May also contain a summarized list of research data needed for the Archives for permanent
project. retention.
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40. SYSTEM ANALYSIS AND PROGRAM DEVELOPMENT

This section covers records relating to System Analysis and Program Development (Office Number 073).

Ii\lﬁ:'?lf)rlgllgy DESCRIPTION OF RECORDS DI::(.;EII\'II:II-:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
81-03-27244 | Governor’s Town Hall Data Retain until completion of NON-ARCHIVAL
Rev. 0 Provides initial data covering the Department’s construction programs for Governor’s meeting series NON'(E)SFS;NHAL
Town Hall meetings. then
Destroy.
81-08-28730 | Relocation Authorization Retain 2 years after the end NON-ARCHIVAL
Rev.0 Provides record of traveling expenses and moving expenses when employees relocate. of fiscal year NON-ESSENTIAL
then OFM
Destroy.

40. SYSTEM ANALYSIS
AND PROGRAM
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41. TOLLING DIVISION
This section covers records relating to Tolling Division (Office Number 009).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EII\'II:II:)?\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)
12-12-68371 | Digital Video Audit System (DVAS) Video Retain for 90 days after date NON-ARCHIVAL
Rev. 0 Wide angle, live feed video captures activity across all lanes of the toll facility, for the of document NON-ESSENTIAL
. . OFM
purpose of auditing the performance of the tolling system. then
Note: This is not used to enforce toll payments or identify individual instances of travel per RCW | Destroy.
47.56.795.
12-12-68374 | Rejected Images Retain for 2 years after end NON-ARCHIVAL
Rev.0 Images that have been rejected during the Image Review or Certification process. These of fiscal year NON-ESSENTIAL

images will never appear on a Notice of Civil Penalty (NOCP), Toll Bill or Customer Toll
Account, but must be retained for audit purposes.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
07-08-61586 | Toll Account Package Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Customer account information package to set up and maintain toll accounts. The package | ©f calendar year or account NON-ESSENTIAL

contains information that provides a record of person identifying information in electronic

and paper form and includes but not limited to:

Customer Service Center (CSC) Forms (such as application, closure information,
Automated Clearing House (ACH) authorizations);

Contact Information;

Vehicle Information;

License Plate;

Transponder Identification Number;

Financial account information to facilitate payment of tolls;

Charges and credits (payments);

Customer Documents (correspondence, etc.).

closure
then
Destroy.

OFM

12-12-68375
Rev. 0

Toll Transaction Data Package

Toll bill or transaction data associated with a customer account may include, but is not
limited to:

Date and Time of travel past the toll point;
Toll Amount;

Associated Vehicle or License Plate Images;
Facility or Toll Point Location;

Transponder Number (if present);

Vehicle Classification;

License Plate.

Retain for 6 years after
calendar date or payment
received

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\]I':)()N DESIGNATION
NUMBER (DAN)
07-08-61587 | Video Surveillance System (VSS) for Security of Tolls Retain for 3 years after date NON-ARCHIVAL

NON-ESSENTIAL

Rev. 1 Images captured by video surveillance cameras that need to be retained for further of document
security review. Video cameras providing continuous full-motion video monitor and record then OFM
critical areas including, but not limited to: Customer Service Center (CSC) walk-in Destroy.
storefronts, lanes, tollbooths, external entrances, change drawer staging area, mail
processing room, payment processing room, route between tollbooth and the counting
room, route between counting room and vault, armored car pickup area. Images are real
time and those that do not need to be retained for security review are recorded over after
48 hours.
12-12-68376 | Violation Enforcement Package Retain for 6 years after date NON-ARCHIVAL
Rev.0 A records package compiled and used for the purpose of enforcement of toll payments. of resolution NON-ESSENTIAL

The package may include, but not limited to:

e Toll Account Package;

e Toll Transactions;

e Data Package;

¢ Notice of Civil Penalty (NOCP);
e Supporting Evidence;

e Hearing Documentation;

e Disposition/Judgments;

e Collection Data.

Note: The Department of Transportation (WSDOT) has been granted the authority to develop
an adjudication process to enforce the collection of tolls per RCW 46.63.160.

then
Destroy.

OFM
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42. TRAFFIC OPERATIONS

This section covers records relating to Traffic Operations (Office Number 175).

then
Destroy.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;E?FT:)?\INAA(:NF:)()N DESIGNATION
NUMBER (DAN)
81-09-28870 | Application Outdoor Advertising Sign Permit, DOT 224-038, Copy 3 and Permit for Retain for 1 year after NON-ARCHIVAL
Rev. 0 Motorist Information expiration of permit NON-ESSENTIAL
Provides a record of permits issued for outdoor advertising signs and motorist information then OFM
signs along state highway by state route mile post. Destroy.
93-09-52926 | Ball Bank Indicator Log Retain until superseded NON-ARCHIVAL
Rev.0 Provides a record of current ball bank studies which measures centrifugal force to then NON'(E)SFS;NHAL
determine advisory speed warning signing for curves on state highways. Destroy.
81-09-28869 | City and Town Traffic File Retain for 4 years after end NON-ARCHIVAL
Rev. 0 Provides a record of traffic matters within corporate limits i.e., request for traffic signals, of fiscal year NON'(E)SFS;NTIAL
beacons, approvals or denials of requests, etc. then
Destroy.
83-10-32942 | Computerized Listing of Parking Restriction on Designated State Highways Retain until superseded or NON-ARCHIVAL
Rev. 0 Provides a record of parking restrictions on state highways. updated NON'EOSFSI\EINTIAL
then
Destroy.
83-10-32943 | Computerized Listing of Speed Limits on Designated State Highways Retain until superseded or NON-ARCHIVAL
Rev. 0 Provides a record of legal speed limits on state highways. updated NON-ESSENTIAL

OFM

41. TRAFFIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘II'\:':)()N DESIGNATION
NUMBER (DAN)
82-10-30396 | Contract Electrical Catalog Cuts and Change Orders Retain for 7 years after NON-ARCHIVAL
Rev.0 Provides an informational source and reference file for change order evaluation. Used to termination of contract NON'ES;ENHAL
make a change in the project contract for those offices requiring contracts to fulfill an then
operational requirement. Destroy.
81-06-28055 | Federal Aid Safety Program Retain for 3 years after end NON-ARCHIVAL
Rev.0 Provides a history of district 4 safety programs and safety on highway projects. of fiscal year NON-EOSFsl\ElNTlAL
then
Destroy.
81-08-28722 | lllumination and Traffic Signal File Retain for 3 years after NON-ARCHIVAL
Rev. 1 Provides a record of luminaries and traffic signals within the district. removal of luminaire or NON-ESSENTIAL
traffic signal OFM
then
Destroy.
83-10-32944 | Listing of Bicycle Restriction on Designated State Highways Retain until superseded or NON-ARCHIVAL
Rev.0 Provides a record of sections of state highways where bike riding is prohibited. updated NON'(E)SFS;NT'AL
then
Destroy.
83-10-32945 | Listing of High Occupancy Vehicle Lanes on Designated State Highways Retain until superseded or NON-ARCHIVAL
Rev. 0 Provides a record of the location of high occupancy vehicle lanes on state highways. updated NON-ESSENTIAL

then
Destroy.

OFM

41. TRAFFIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;EI\'II:II:)?\INAACI'\‘I':)()N DESIGNATION
NUMBER (DAN)
88-10-42988 | Outdoor Advertising Permit Files Retain 2 years after NON-ARCHIVAL

Rev.0 Provides a record of permits and correspondence pertaining to outdoor advertising, expiration of permit NON'E)SFSI\EINHAL
billboard regulations, sign evaluation, acquisition, and removal. then
Destroy.
81-09-28875 | Sign Replacement Records Retain for 2 years after NON-ARCHIVAL
i e G o traffic sign removed NON-ESSENTIAL
Rev. 0 Provides a record of all traffic signs replaced, modified or removed. ’
modified or replaced OFM
then
Destroy.
81-03-27382 | Sign Rights Acquisition Retain until sign is removed NON-ARCHIVAL
Rev. 1 Provides a record of the purchase and/or removal of illegally located signs according to then NON'EOSFSI\EINHAL
Scenic Vistas Act. Destroy.
82-10-30397 | Special Studies Retain for 75 years after NON-ARCHIVAL
Rev.0 Provides a reference for studies relating to electrical designs for presentation and use of study is complete NON'(E)SFS;NHAL
pertinent offices. then
Destroy.
81-03-27036 | Speed and Parking Restrictions File Retain for 2 years after being NON-ARCHIVAL
Rev. 0 Provides a record of speed zone and parking restrictions on certain sections of a highway. | revised NON-ESSENTIAL

Includes date the speed zone or parking restriction was requested, Transportation
Commission action upon the request and the date of implementation of the speed zone
and/or parking restrictions.

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II:II:)?\INAA(‘:I'\:':)()N DESIGNATION
NUMBER (DAN)
83-10-32947 | Traffic Regulations on Designated State Highways Retain for 6 years after being | NON-ARCHIVAL
Rev. 2 Provides a record of traffic regulations received from various districts that have been superseded NON'E)SFSI\EINHAL
routed to the Maintenance and Operations Engineer for approval. then
Destroy.
81-04-27600 | Traffic Safety Commission File Retain for 2 years after NON-ARCHIVAL
Rev.0 Provides a record of Traffic Safety Commission funds used for projects on the State completion of project NON'EOSFS;NHAL
Highway system. then
Destroy.
88-01-41517 | Traffic Services Files Retain for 5 years after end NON-ARCHIVAL
Rev. 0 Provides a record of material pertaining to all phases of traffic services including services of calendar year NON-ESSENTIAL
. . OFM
provided to the public. then
Destroy.
81-04-27598 | Traffic Signal Permits Retain for 6 years after NON-ARCHIVAL
Rev. 3 Provides a record of authorization to install traffic control signals on the state highway permit termination, NON-ESSENTIAL
system. cancelled, or expired OFM
then
Destroy.
09-09-62089 | Washington Incident Tracking System (WITS) (Electronic Media) Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides a record of incidents responded to by WSDOT Incident Response program. of calendar year NON-ESSENTIAL

then
Destroy.

OFM
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
77-03-18843 | Wrecker Logs Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Monthly record for emergency wrecker surveillance on Lacey Murrow bridge callout. of fiscal year NON'E)SFSI\EINHAL
then
Destroy.

41. TRAFFIC
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GLOSSARY

Appraisal

The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival (Appraisal Required)

Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)

Public records which possess enduring legal and/or historic value and must not be destroyed. State government agencies must transfer these
records to Washington State Archives (WSA) at the end of the minimum retention period.

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention)” other than the
removal of duplicates.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.
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Essential Records
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.

Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RCW.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as
official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal

administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”
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OPR (Official Public Records
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to
the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or
any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records determined by the records
committee... to be official public records.”

Public Records
RCW 40.14.010 — Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and

including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of
Financial Management.
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See the State Government General Records Retention Schedule for additional “Archival” records.

ACCESS AND HEARING UNIT

ACCESS BIrEaKS ..eeeviiiiieiieesieesie sttt sttt sttt st s nane s b 5

Adjudicative HEAINES ....uvviieeeee et e e e e et e e e e e e seanes 5

Hearing — Limited Access, Environmental, Corridor and Design ..........cccceeevvveenne 6

Interchange Justification REPOItS .....cccueeviiiriiiiiieeee e 6
ACCOUNTING

LTV 1 = = o Yo PP 8
AUDIT OFFICE

Internal and External Final Audit REPOITS .....ccccveiieeiieeiciiee et e 9

AVIATION DIVISION
Airport Land Use Compatibility Technical Assistance Program Correspondence 11

ArPOrt PIanning FilS.....ouiiii e ccitee ettt e e stee e et e e e aae e e s bae e e e naraeaeenees 11
Washington State Airport System Plan ........ccceeveciieiiiiee e e see e 12
BRIDGES AND STRUCTURES OFFICE
Bridge Design CalCulations ........ccceeviiiiiiiiiiie e 13
Bridge Design/Bridge Construction
Bridge Kardex Inventory and INSPection ..........c.eeeeeeieeiciiiieeee e 18
State of Washington Inventory of Bridges and Structures (SWIBS) ................. 21
Bridge Preservation Section
2T gTe =L | PSRRI 23
Swinomish Slough Log of Bridge Openings (MAIB-2) .....c.ccccveevueerieeeireesreeeireennns 16
CONSTRUCTION ADMINISTRATION
NUCIEAI RECOIAS. .. etiiiiiiee ettt ettt ettt e sttt e e et e e sabaee e sabaeeeeas 27
DESIGN OFFICE
ANNUAl Safety REPOITS ...uvviiiee ettt e et e e e e e e e b raa e e e e e eeans 31
Columbia Basin Irrigation ProjeCt .......cccuuviiieeieeiciiiiiee ettt e e e e e 33
Design Documentation PaCckage ........c.veeeecuiieiriieeeeciee e eceee et 34
Landscape Architectual Projects.......cc.uiieeciiiircieeeeciee et eee e 35
REST ArEa SY ST M e 36
StANAArd Plans File ...oooeeiiieeieeieeseeeeee ettt s s 36

Transfer Of ROULES ..ccovuiiiiiiiee ettt eaae e s aaeeeeas 37
ENVIRONMENTAL SERVICES
Environmental Reports Used for Construction of Highway or Transportation

SYSTEM FEATUIES c.ceiiiiiiiiiiiiiiiieeeteeeee e e e e e e e e e e e e e e e e e e e e e e seeeeesesesesasenens 38
Project Environmental Documentation — National and State Environmental
Policy Act Environmental Documentation and all Related Documents ........... 39
State, Local and Federal Permit/Approvals ........ccccceveriereeerreerieneseseseeeeeeeaens 39
Wildlife Road Kill REPOILS ....ceeeeeiiieeiee ittt 40
FERRIES DIVISION
ANNUAL REPOI ... ettt eee e e e e tbe e e e et b e e e e aseeessabeeeeentaeaennnes 44
Blueprints, Drawings and Technical Specification for Vessels.......c..cccccovveeenneenn. 44
Tanker Movements, PUZEL SOUN ........ccuevieiiiieeeiiee e eetee e e e e ae e e 45
VESSEIS SAIES FIl..eeiieeiiiiiiiiee et e et sae e e s snae e e e s e e e enes 45
GEOGRAPHIC SERVICES
Glass DIQPOSITIVES ...eiereieiiiieriteeitt ettt et st aees 49
GroUuNd Profile FIlE.....ccuiiiiiiiieiit sttt sa e saae e 50
Photogrammetry Maps and Photos (PLA 1) ....c.oeeeeciieiiiiiee e 51
[ aTe Yo (=T o] o [oll T ) &SRR 51
(O T [ Ta =4 [V F- o U UUUR SRRt 51
Statewide Photographic RECOId ........cccuiiieiiiiiiiiis et 52
Still Photographic Negatives (PLA 1)....c.covueiriiinieeriierieesteesreesiee et 52
GIS AND ROADWAY DATA OFFICE
City AnNNexation DOCUMENTS ....ciiiiiiiiiiiiiiiiiciceecerereeeeeeee e e e e s e e e e e eeeens 53
County ROAd INAEX FlES ..cciieiiiiiee ettt e e e s 53
Federal Functional Classification Maps .......ccccvveiieeiiciiiiiieeee e e 53
Freight and GOodS IMapPs ....uuuiieei ittt e e e e rbaer e e e e s e e eabaaaeeeeas 54
General HIghWay IMaps.....ccocciiieieiee et e e see e sae e e e sere e e e nneaeesennneas 54
Official State HiIghway Map ......coociiriiiieeeee e s 54
(1 o T T 1YY o P 55
MAINTENANCE OFFICE
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Mount St. Helen’s Eruption RESPONSES .......eeevvreeeeiiiieeeeireeesireeeesireeeseereeesnneeeens
MAINTENANCE OFFICE — EASTERN REGION
1Y/ 1T a1 o AV N 1 (ol 2= o A PN
MATERIAL LABORATORY
Bridge and Cantilever Sign Structures Acceptance Documentation ....................
Prestress Concrete Girders Acceptance Documentation .........ccceecveeevrcveeeicvneennn.
Project Geotechnical FIlS ........ccuiiiiciiieeeiie et
[ Lo [ToT={ =T o] o TTol i1 Vs oSS
Steel Bridges Acceptance Documentation ........ccccveeeicieeeeeiiieeeeciiee e s
POLICY AND PLANNING
Backup Material to Planning Reports (500 SEries) ......ccccevueerveenveerveenveesieeeneens
Future Metropolitan Planning Areas File .......ccccoevveeiiiiniiiinieeneeeeeeeeeeee
High Speed Ground Transportation Feasibility Study.........ccoceevviiniiniiiiiieneene
Highway SYSTEM Plan.....c..ooiiiiiieeieeeeeeete ettt
Metropolitan Planning Organization (MPO) Prospectus and Unified Work
Lo 7= {1 0 0 3T
Metropolitan Planning Organization (MPO) Transportation Plans ......................
Metropolitan Planning Organization Financial REports ........ccccceevvvvevevvereicveennne
MUIIMOAAl PIan SUIVEYS ....eveiieiiee ettt sttt este e s e e st e e seane e e snaeeeeas
Public Involvement Plan Documentation .......cc.c.eevveerieenieenieenieenieeseee e
Y o Lol F= I o [Tt £ PSRRI
Transportation Policy Plan for Washington State .........cccceeeiieeeeciee e,
Washington State Transportation Plan .........ccccovviiiiieii e
POLICY DEVELOPMENT AND REGIONAL COORDINATOR
Highway Construction Program — Operating Budget (2 Year Book).....................
Highway Construction Program By Legislative District (2 Year Proposal) ............
Traffic Projections and Correspondence (PLA 8) .......ccoueevevevveeneeenieeeieesveeeneens
PUBLIC TRANSPORTATION
Comprehensive Transit Plans ..........oooiiiiiee ettt e e e e
Federal Transit Administration (FTA) Financial Assistance..........ccccceeeevveeeecuneennn.
Park and Ride Lot and Flyer Stop Programs ........ccccceeeeeiiiiieieeeeeecciieeeeeeeeeeinnns
Public Transport Feasibility StUdIes.........ceeiiiiiiiiiiiiieec e
Transportation Demand Management.......cccocvveeeecveeerceeeeereeeeeree e eene e seeee e
AV 1] oo To] LT o =4 CT=T o T=T =Y RS US

West Coast Corridor STUAY .....uiiiiiiriiiie ettt e e e e een e s 84
REAL ESTATE SERVICES

AcqUISTition Parcel FIlS.......uiciiii ittt e e 87

REAI EStAte IMAPS .uveieiiiieeeiiieeeeiieeeeitee ettt e et e st e s st e e e sbte e e sateeessaaaeeesnnaeeeens 88
RECORDS AND INFORMATION SERVICES / ENGINEERING RECORDS

Construction Contracts; Plans and Specifications; Final Records.........ccccccceuunnee 89

Historical Chronicle RECOITS......uiviiiiieiiiiirieciit sttt sba e 89

NN Y/ T oL OO POOON 89

Right Of WAy TraCingS ....eeeicuieeeeciiie ettt ettt te e et e e st e e e e satr e e e aae e e sareaeans 90
RESEARCH OFFICE / LIBRARY

Land Use Plans and REPOIES ......eevuiiiiieiriiierieeiit ettt ettt st s 91

Land Use Plans and REPOIrts INAEX.......coceierierniiinienieiereeesiteesee et 91
STATE RAIL AND MARINE

Palouse Empire Regional Rail StUAY .........coveeriiiiiiiiiiiiieeiceeceeceee e 96

Railroad BankruptCy ACLIONS .......ceeieiiieeiiiieeeciiee et e et e e sitr e e vaee e sareeeea 96

Y1 F=To I ad F YA Y =T o 1 SRR 97

Washington State Rail Plan.........cccueiiiiiiiieiiee et e et 97
STATEWIDE TRAVEL AND COLLISION DATA OFFICE

Functional Classification (Electronic Media).......cccecveviviieeeeriieeeecieee e e 99

State Highway Log (Electronic Media).....ccccccueeieveereiiieeeeriiee e see e sivee e 100

Video Log/Digital Media Library (Electronic Media).........c.cccoeevevreevreecreecreennnne. 101
SURVEY SUPPORT UNIT

Department of Natural Resources Land Plat.........c.ccceecvvieiiiiieeeciiee e 102
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Land Corner Records

MONUMENT VAP ..eiiiiiiiiiiiee e s

Photo of Monument

Record of MonuUMENtation .......cc.eeeicieeieciie e s 104

Record of Survey and Field NOLES.......ccoeiiieiciiiiiee e 104

Report of SUNVEY MarK..... ... e e 104

Right of Way Hardshell ...........ooo it 105

SUNVEY FIeld BOOK .....eeeiiiieieee ettt ettt e e e ettt e e e e e e e et re e e e e e e eeaas 105

SUIVEY ProOJECE FilBS...uiiiiiiieeeciieeceiee ettt e s ee e e e e e eree e s e e e e s eaeeeennes 106
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See the State Government General Records Retention Schedule for additional “Essential” records.
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00-08-59855......ccciiviiiiiiiiiiiies 57
00-08-59856......cceeivuviiiiiiiiiiiiens 57
00-08-59857.....covviiiiiiiiiiiiniiciiens 57
03-07-60568.......cooovvieiiiiiiciinns 90
04-12-60847.....ccouvviiiiiiiiiniiiiiens 99
04-12-60848..........oovvvviriiiriennnn 100
06-01-61061......cceevuriiiiiiiiiiiens 38
06-01-61079.....ccccviiiiiiiiiiiiees 65
06-01-61080......ccc0eevviiriiiiiineens 67
06-01-61081......cceeviviiiniiiiiiiiiens 64
06-09-61272.....cccuvviiiiiiiiiiieiiens 66
06-09-61273.....covviiiiiiiiiiiiieiie, 64
06-09-61274.....ccuvvvviiiiiiiiiiiiie, 66
07-04-61473 ..o 81
07-04-61474.....cccovvviiiiiiiiicns 66
07-08-61586......ccvvvvuveereicniennnn 109
07-08-61587.....ccvvvviiiiiiiiiiiiiinnnn 110
08-01-61708......cceeiviiiiiiriiicnnnn 102
08-01-61709......cccviiiiiiiiiiiiiininn 106
08-01-61710.....ccccvviviiiiiiiiiiennnn 105
08-01-61711...cccvvviiiiiiiiiiiiiicnnns 105
08-01-61712....ccccuvviiiiiiiiiiiiiiinns 105
08-01-61713....ccciiiiiiiiiiiiiiiinns 102
08-02-61716....ccccuvviviriiiiiniieinnen, 70
08-02-61717...covviiiiiiiiniiiiiiiiiees 69
08-02-61718.....cccuviiiiiiiiiiiiiiiies 68
08-02-61719.....ccvviiiiiiiiiiiiieiies 70
08-02-61720.....cccuviiiieiiiiiicneens 70
08-10-61877...cvevereerieeieeieeee 7
08-10-61880.......cceevvrierreirricneens 11
08-10-61881.....cccuvvvvvrriiiiniiieinnen, 11
09-09-62089......ccceeiviiriiiriiiiien 114

INDEX: DISPOSITION AUTHORITY NUMBERS (DANS)

10-05-62202.......ccocviviiiiiiiiiiiennen, 54 77-03-18843.......coiiiiiiiie, 115
10-05-62203.......ccccviviiiiiiiiiiienen, 53 77-03-18849.......ccooviiiiiiiiie, 104
10-10-62335......cooiiiiiiiiiiiinien, 58 77-03-18857 ..o 88
11-02-62427 ....uvvvvviiiiieiiiiieenen, 26 77-04-18950......ccovviriiiiiiiriieenn, 52
12-12-68369......ccoviiiiiiiiiiiiiiiis 5 77-04-18957....covviiiiiiiiiiiiie, 51
12-12-68370....c.cciiiiiiiiiiiiiiiiiiiiens 5 77-04-18958......ccoviiiiiiiiiiiiie 79
12-12-68371..ccviiviiiiiiiiiiiiecas 108 77-07-19713 ..., 49
12-12-68372..ccuiviiiiiiiiiiiiiiiee, 64 78-05-20744......ooviiiiiiiiiien, 11
12-12-68373...ceiiiiiiiiiiiiicee, 47 79-11-23687....cooviiiiiiiiiie 62
12-12-68374......oooviiiiiiiiiieens 108 79-11-23797 ..ot 104
12-12-68375...ccuiiiiiiiiiiiiiiiiees 109 79-11-23801.....ccvviiiiiiiiiiiien 54
12-12-68376...cuiiiiiiiiiiiiiiiiinns 110 80-04-24635.....cceiiiiiiiiiiii 89
13-03-68439......cccovvviviiiiiiiiii, 24 80-05-24902......cccvvviririiiiiiieene, 27
13-03-68440......c.ccocvviiiiiiiiiiienes, 24 80-05-24904.......ccovviiiiiiiiiiee, 27
13-06-68443.......ccccviviiiiiiiiiiieen, 89 80-07-25150.....ccceivuiiiiiiiiiiiieene, 31
13-06-68444.........ccvovvvrviiiiiiieinns 25 80-07-25153....cviiiiiiiiiiiiciee, 31
14-06-68507.......coovviviiiriiiiiiiennen, 53 80-07-25154.....cviiiiiiiiiiiiii 31
14-06-68508........cccevvvuiiiiiiiiinnnn, 58 80-08-25281.....cceiiiiiiiiiiiiiien 93
14-06-68509........cccvviiiriiiriiiennn, 58 80-08-25282......cceiiiiiiiiiiiiiiee 93
14-09-68529.......ccocviviiiiiiiiiiienn, 98 80-08-25286......cccovveriiiiiiiiiie 93
14-09-68530.....cccccuviviiniiiiiiiiiiinnns 48 80-08-25445.......ccovviiiiiiiiiiiiien, 33
14-09-68531.....ccovmiiiiiiiiiniiiiiiinnns 47 80-08-25446.......cccovvviiviniiiiiann 32
14-09-68532.....ccccvuviiiiiiiiiiiiiieinns 48 80-08-25449.......ccoovvviiiiiiiiiiinnn, 32
70-03-01077...uvvvviiiiiiiiiiiiniieee 90 80-08-25453......cciviiiiiiiiiiiie, 35
70-03-01084........covvvviviiiiiiiiiennen, 89 80-08-25454.........ooovviiiiiiiiiiiie 34
74-07-05544........oovvviiiiiiiiiiiinnnn, 12 80-08-25460.........ccovriririiiriiienne 33
77-02-18476....cuviviiiiiiiiiiiieen, 25 80-08-25461.......ccocvvriiiiiiiiin 33
77-02-18477 ..o, 24 80-09-25522.....cuviviiiiiciiie 57
77-02-18480.......ooovvvreriireiireennen, 25 80-09-25554.......ooviiiiieicie 90
77-02-18481......ccovviviviiiiiiiiiieene 24 80-09-25558.....ccviviiiiiiciieee, 34
77-02-18491......oviiiiiiiii, 77 80-09-25568.......c.covvvvieieiciiienee, 34
77-03-18842.......oooviiiiiiiiiiiiien, 15 80-09-25571....ccvviiiiiiiiiiiinie 56

80-09-25574.....ocuiiiiiiiiiiiiiies 37
80-09-25575. ... 56
80-09-25586......ccvviiviiiiiiiiiiienn, 10
80-09-25754.....ccvviiiiiiiiiiiii, 36
80-09-25814......cuviiiiiiiiiiiiiiiiee 50
80-09-25815.....ccciiiiiiiiiiiiiiiiine 50
80-09-25816......ccceeiviiiiiiiiiiiiiens 49
80-09-25910......cccevimiiiiiiiiiiiieens 74
80-09-25911.....ccciiiiiiiiiiiiiiiiees 74
80-09-25914......cuviiiiiiiiiiiiie 71
80-09-25916.....ccceviiiiiiiiiiiiiiiene 98
80-09-25917....oovvviiiiiiiiiiiiiiiiiee 99
80-09-25920......cceiiiviiiiiiiiiiiiiens 99
80-09-25922......cceiiiiiiiiiiiiine 100
80-09-25950......ccceiiuiriiiiiiiiiieens 92
80-09-25951 ..., 91
80-09-25952.....ccciiiiiiiiiiiiiiiie 91
80-09-25953.....cciiiiiiiiiiiie 92
80-10-26161.....cccvviiiiiiiiiiiiiiiiene 75
80-10-26162.....ccueviiiiiiiiiiiiiiiene 71
80-10-26163.......ceevviiiiiiiiiicie, 71
80-10-26164........ooevvvriiiinriieinnen, 76
80-10-26165.....cccvvieivieiiieiieeien, 79
80-10-26168.......ceeevvvriiiiniireinen, 72
80-10-26194......cueiiiiiiiiiiiiiee 95
80-10-26214.....ccveiiiiiiiiiiiiiiiiee 72
80-10-26215.....cccuiiiiiiiiiiiiiiiiies 73
80-10-26216.....cccuvvvivriiiiiniieinnen, 73
80-10-26217....cccvvvviriieiiniiicinnen, 80
80-10-26218.......covvvivriiiiniiicinne, 73
80-10-26220......ccuevvivriiiiinnireinnen, 73
80-10-26222......cueiiiiiiiiiiiiieiiee 75
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80-10-26223........oovviiiiiiiir 75
80-10-26264........coocvvveriiiieinne 33
80-10-26279.....ccvvvviiiiiiiiei 14
80-10-26363........ceecviviiiiiiiiee, 79
80-11-26397....cccuiviiiiiiiiiiicie 19
80-11-26400.......cccceivriiiiiieiieenee, 17
80-11-26406........covvvvviiiiieienne, 15
80-11-26407.....ccvvvviriiiiiiiniiee 13
80-11-26408........ccovvvriiiriieiieenne, 13
80-11-26409.......ccoovviriiiiiiiriieene, 16
80-11-26410......ccevvviirriiirierieene, 16
80-11-26423.......cccecviiiiiiiiiiee, 34
80-11-26425.......coovcviiiiiiiiiiiee, 35
80-11-26426.......ccccvvvriiiriiiene, 32
80-11-26436.....cceevviiiiiiiiniiee, 14
80-11-26437....covvviiiiiiiiiiieieee, 21
80-11-26438.....cceviiiiiiiiiiicieee, 18
80-11-26442.......coovviviiiiiiiiiiieenne 18
80-11-26443.......coevviiiiiiiiiiieee 20
80-11-26444.......ccoovvvvviiiiiiiiienne 20
80-11-26445.......ccovviiiiiiiiiiiiieenne 20
80-11-26447 .....cuvvvviiiiiiiii 21
80-11-26448........ooocvviiiiiiieie 18
80-11-26449.......ccovvviiiiiiiiei 19
80-11-26450......cccevviriiiiiiiriiine, 22
80-12-26525......ceiiiviiiiiiiiiiiieee 15
80-12-26527...cvvvviiiiiiiiiiiiiieen 15
80-12-26528......ceevvviiiiiiiiiiiiiiee, 14
80-MF-24275......cccciiiiiiiiniicen 88
80-MF-26411......ccocuviiiiiiiniieenne, 15
81-01-26673....cccviiiiiiiiiiiieiee, 83
81-01-26675.....ccviiiiiiiiiiieiieee, 84
81-01-26678......ceevvvviiiiiiriiiiineenne 81
81-01-26680......c.cccevvuvivirnniiiiinennne 96

81-01-26683......ccoevviiiiiiiiiiiiee 97
81-01-26684.........oovvviiiiiiiieniieene 96
81-01-26686.......ceevviririiiiiniieenne 96
81-01-26687.....cccuvviiiiiiiiiiiiiiies 97
81-01-26692......ccevvviiiiiiiiiiiiies 82
81-02-26920.......cceeiiviiiiiiiiiiiiiens 69
81-03-27036....ccccviviiiiiiiiniieniee 113
81-03-27235....ciiiiiiiiiiiiiinie 77
81-03-27236...ccovviiiiiiiiiiiiiciieene 78
81-03-27242....cccviiiiiiiiiiiiniiiee 78
81-03-27244......oovvviiiiiiiie 107
81-03-27381....cccuviviiiiiiiiiiiiin, 87
81-03-27382.....cccuviiiiiiiiiiiiiicine 113
81-04-27459.....ccccivviiiiiiiiiiiiiies 27
81-04-27460.......coovvviiiiiiiiiiiiinns 42
81-04-27462.....ccuvvviiiiiiiiiiiiieens 42
81-04-27466.......cooovvviiiiiiiiiniiinns 42
81-04-27469......ccuvvviiiiiiiiiiinnen, 43
81-04-27474.......oovvvvviiiinniiinnnn, 87
81-04-27476.....ccovvvviriiiinniiinnen, 88
81-04-27481.....cccuvvvviriiiiiniiinnen, 88
81-04-27503.....ccviiiiiiiiiiiiiciiies 26
81-04-27552....cciiiiiiiiiiiiiiiiiiies 41
81-04-27553....cciiiiiiiiiiiiiiiniie 41
81-04-27554......cciiiiiiiiiiiiiiiiies 41
81-04-27573..cccccuvviiiiiiiiiiiiicninen, 55
81-04-27589.....cccuvvviiiiiiiiiiinnn, 60
81-04-27598......cccvvviiiiiiiiiiiiiins 114
81-04-27600.......ccccocvieiiiiiiinnienne 114
81-04-27617....coocviiiiiiiiiiiiiiiees 12
81-04-27620......cceviiviiiiiiiiiiiiiens 11
81-04-27621....ccccuiiiiiiiiiiiiiiiiiee 12
81-05-27696......cccevvinviiiiiriiiiieee 8
81-05-27726....cccvvvviriieiniiiinnnn, 23

81-05-27727
81-05-27739
81-06-27885
81-06-28039
81-06-28055
81-06-28060
81-06-28102
81-06-28117
81-07-28456
81-07-28471
81-07-28586
81-07-28592
81-07-28610
81-08-28700
81-08-28722
81-08-28730
81-09-28869
81-09-28870
81-09-28875
81-09-28892
81-09-28893
81-09-28898
81-12-29357
82-02-29659
82-02-29660
82-02-29664
82-03-29742
82-03-29751
82-06-29879
82-07-29921
82-07-30118
82-07-30126
82-09-30311
82-09-30365

82-10-30396......ccvvviiiiiiiiennee 112
82-10-30397....covviiiiiiieeiee 113
82-12-30700......cccviiririririiennnnne 103
83-03-31835.....ccciiiiiiiiiiis 86
83-04-31575. ..o 39
83-06-32185.....ccciiiiiiiiiiiiiiies 44
83-06-32186.....ccceviviiiiiiiiiiiiiene 45
83-06-32217..coiviiiiiiiiiiii, 6
83-06-32218.....cccviiiiiiiiiiiiiiiie 78
83-06-32415.....ccciiiiiiiiiiiiiiiie 46
83-08-32746.....ccccvviiiiriiiic, 9
83-08-32747 ....oovviiiiiiiiiiec, 9
83-08-32786.....ccccviiiiiiiiiiiiiiieee 45
83-08-32856......ccceiiiiiiiiiiiiiiiees 50
83-10-32942......ccuvviiiiiiiiin 111
83-10-32943......cciiiiiiiniee 111
83-10-32944......vviiiiiii 112
83-10-32945......ccciiiiiiiiiiiiiiis 112
83-10-32947....covcuvvviiiiiiiiiiiins 114
83-12-33263....cciiiiiiiiiiie, 71
83-12-33264.....cccviiiiiiiiiiiiinns 101
84-01-33335.....cciiiiiiiiie 37
84-02-33471 ..o, 13
84-04-33653.....ccciiiiiiiiii, 9
84-05-33811....cccvviiiiiiiiiiiiiiiiiene 35
84-05-33905......ccciiiiiiiiiiiices 29
84-05-33906......cccevviriiiriiiiiiciens 30
84-07-34524.........coovvvviiiiiiinnnn, 35
84-08-34393......ccciiiiiiiiiiinie 60
84-08-34445.........oooviiiiiiiiiee 36
85-03-35109.....cccciiiiiiiiiiiiiiiiies 36
85-03-35145.....ccciiiiiiiiiiiiiiee 39
85-03-35148.....cccvviiiiiii 6
85-05-35566.....ccceiiiiiiiiiiiiii, 59
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86-01-35914.....cvvviiiiiiii 31
86-01-36014.......coovviriiiiiiiiiee, 29
86-01-36015.....cccevviiiiiiiiiie, 30
86-01-36016......cccecvivriiiiiieiiene, 29
86-01-36017....cccueviviiiiiiiiiiiieee, 30
86-01-36018.......ccecviiiiiiiiciiee, 29
86-01-36020......cccevvvrriiiiiiriiinnn, 30
86-08-37396.....ccccvviiiiiiiinie, 62
86-12-39087.....ccviiiiiiiiiii 23
87-01-39231....cccviiiiiiiiiiiiciie, 13
87-02-39338.....cciiiiiiiiiiiiicie, 95
87-10-41026.......cccccvviriiiriiieene, 62
88-01-41500.......cccecuivrriiiriiriienne, 61
88-01-41501......ccoevcviiriiiriiiieeee, 26
88-01-41517....ccvviviiiiiiiiiein 114
88-01-41521.....ccuviviiiiiiiiiciieee, 45
88-01-41522......uvvvviiiiiiiiiiieene, 46
88-01-41524.......coovvvvvviiiiiiinieenne 44
88-01-41531....cceevviiiiiiiiiiiciiieee 96
88-03-41821......cceevvviviiiiiiiiiieee 51
88-03-41822.......coovvviviiiiiiiiiiienne 49
88-03-41828......ccooevviiiiiiiiciee 51
88-03-41829......ccovcviiiiiiiiii, 50

88-03-41834
88-03-41853
88-03-41856
88-03-41859
88-03-41861
88-03-41862
88-03-41866
88-03-41870
88-03-41874
88-03-41876
88-03-41897
88-03-41900
88-04-41989
88-04-41991
88-07-42564
88-07-42565
88-07-42566
88-09-42730
88-10-42988
88-10-43074
88-10-43083
88-12-43378
89-01-43588

89-01-43590
89-01-43592
89-04-44068
89-04-44069
89-04-44073
89-04-44078
89-04-44079
89-04-44082
89-04-44084
89-04-44085
90-01-45318
90-03-45973
90-07-46435
90-08-46616
90-11-46802
91-02-47416
91-03-47451
91-04-47647
91-10-49257
91-10-49258
91-10-49259
92-06-50685
92-09-51302

92-09-51332....ciciiiiiiiiiiiiiiie 40
93-09-52925.....cciiiiiiiiiii, 83
93-09-52926.....cccvviiiiiiiieie 111
93-12-53395. ..., 90
94-01-53487....ooiiiiiiiiiiiiiiie, 91
94-01-53488......cceiiiiiiiiiiiiee 91
95-10-56138.....cccviiiiiiiiiiiiiiiieee 69
95-10-56140......cceeiviiiiiiiiiiiiiene 70
95-10-56142.....ccueviiiiiiiiiiiiiiiene 68
96-08-56961......cccevvviiiiiiiiiiiiiene 72
96-08-56962.......c0eivuiiiiiiiiiiiiee 72
96-08-56963......cceeiiiiiiiiiiiiis 74
96-08-56964.........ceovviiiiiiiiiiiieee 74
96-08-56965......ccceeiviiiiiiiiiiies 75
96-11-57178...coiiiiiiiiiiiiiiieiiiee 28
96-11-57214.....ccoiiiiiiiiiiii,

97-01-57388....ccoviiiiiiiiiiiiiiie 94
97-05-57751..cccovviiiiiiiiiiiiiicinnen, 86
97-05-57753...coiiiieiiiiiee, 86
97-10-58162.......cuvvvvvriiiiiiiiiiinnen, 81
99-09-59285.....ccviiiiiiie
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auto traffic recorder data .......ccccevvveviviiieenniieeine 98 MOVADIE .vieiiiieeee e 20
axle spacing/equipment weight (reports)............... 24 movable-span (maintenance).........cccecveeevveennen. 23
1 movable-span (operations) ......cccccceeeeeieeeiiivennn. 14
0pPeNiNg lOgS ..ccvvveeeciieeeeiee e 13,15, 16
1/2 cent gas tax Program......cccceeeceeerveeeeeesveenneens 77 B opening 10gs/SUMMAries .........ovveceeeveeeen. 14,23
opening schedules .........cocuverveiniieniieenieeneeee, 13
back flow devices (tests)........c.covruiriiriiniiniiniins 41 PAINE PrOJECES ..vvivieiereeeeeeiereteteveteeeeee e revenenas 18
A ball bank indicator 10gS ........cceevevieriiiiieeeriiee e 111 permits (US COast GUArd) ......evveereeereereresrnenns 16
barrier free design PhOtOraphs ......eveieiiiiieie e 14
acceptance documentation bicycle restrictions (state highways)..................... 112 PIANS «.vocveeecee e 14
bridges (Steel) ... 67 Did £ADUIALION ... eeennen 32 OFEIIMINAIY cvvveeeeeeeeeee e 21
bridges/cantilever sign structures..............c........ 64 DIITING e v eeeeee e e ee e esese e s e eseeeaeeeae 86 repairs (project plan drawings) ..o........oooovvooo... 21
prestress concrete girders.............ooovoceeiivenneess 65 Blair Waterway Bridge (opening 10gs) ..........ccc..c... 13 ShOP PlaNS.....iciicieeecteceeeee e 16
accidents (ferries) ....oovvieeeciiee e 47 bridges T —— 21
acquisition parcel files ......cccoevveeeeiiei e 87 acceptance documentation............cceeeveeveeeenne. 64 £eMPOTrary SUPPOTt SETUCEUTES ....v.vvvvvvveeevesseenenee 14
MICIOfIM weeeeiiecee e 88 CONAILION FEPOITS ..o 23 ULTIIEY ATEACAIMENTS oo 22
ADA (Americans with Disabilities Act) .................. 68 ECK SUMVEYS ...ttt 23 bridges (steel)
AdVertising SiNS......cccvviiieieeieeiieee e 62 design calculations ..........oveeveeeeeeerveenenn. 13, 18, 32 acceptance docUMENtation ...........vvvvvvvvvvveevoo 67
@erial PhOLOS coovveviis 49, 50, 51 design data DUS SEOP 1OZS .ottt 83
QI QUANIEY oo 31 CUPTENT JODS 1ot eeee e rees 15
QIrSPACE |€ASES .uvvveieeeciiiieeee e 61, 88 CUTENT PrOJECES.eoeereeeeeeeeeseeeeeee s er e 14
Americans with Disabilities Act (ADA) .................... 68 €rosion teNENCIes ......c.ccvveveeererereeeeeeeeesesenes 21 C
annexations (Cities) ..., 53 field data......ccoeeereeerieceeree e 13
annual reports (ferries).......ooocvniiiiiininnennn. 44 NEAL FEPAIIS eeveeeeeeeeeeeeeeeee e 19 calculations (bridges design)........cccccvcveeveuenee.. 13,18
asbestos abatement/removal..........cococvvnininiinns 94 highway related construction projects............... 14 cantilever sign structures (acceptance
ASDUIIES...o 89 INSPECHIONS...veiierieeree ettt 18 documentation) ......c..ccceeeveeereenieecre e 64
asphalt (COSES) ... 32 INVENTOTIES 1ot eeree e eeeseereeenenens 18 CEMENT (COSES)..vuvriririririririiiieieiseseeeeeet st seeeeeenns 32
asset Management........ooveeeennncnenns see SGGRRS TNVENTOTY vttt et eesee e s seeneeeerenens 21 certificate acCePtanCe........ocvvvvvveieieeveeeeeireeeeeeenans 56
audit tapes (ferries) ..o 44 load capacities/ratings ........cccceeeeercveenireesieennennn 18 certificate of inspection (US Coast Guard).............. 46
AUAILS oo see SGGRRS MAINTENANCE .....vieereecreeeree et 14 chemical SPraying .....ccocoveeveeeciieecee e 61
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City @aNNeXatioNS.....ccevviiiiiiiiiiiiiiiieiereeeeeceeeceeeeeeeeeees 53
City Waterway Bridge (opening logs).......cccccvvveeunes 13
civil rights (consultations/compliance).............. 69, 70
claims (property damage) ......ccceeeveevveesiieesiieescieennne 93
cofferdam (plans)

collision data......ccceeeuvevivcveeeniiereeen,
Columbia Basin Irrigation Project
Commercial Vehicle Information Systems and

Networks (CVISN) ....ccocvveeeiiiieeeeiee e 24
commute trip reduction (plans/programs)............. 81
ComMPlaintS..ccceeriieeieeeeeeeeeeee see also SGGRRS
compliance review reports ......ccoccecevcveeeveeenieennieenane 64
comprehensive transit plans.........ccoceevveenieenneene 81
condition reports (bridges) ......cecceveeveeneenerciineenne 23
consolidated grant program files.........cccceeevvveeenns 81
construction contract check-in sheets.........ccocueeue. 33
construction contracts
Construction Contracts Information System .......... 26
construction costs (other states)
construction materials .......ccoocveervernieenieenieenieenne
construction progress profiles .......cccccecveeeeicieeennnns 26
construction progress reports ....cccccevveeeeeeieiiieienennns 27
contract award record sheets........ccccovceeeeniieeennnns 34
contract bid results .......ccceeevvieeeiniieiiniieeeeieeeee 29
contract electrical catalog cuts/change orders..... 112
contractor performance reports........c.ccceeeevveeenennns 29
contractors (prequalification questionnaires) .. 27, 30
CONErACTS ciiiiie e see SGGRRS

correspondence............. see also SGGRRS
county road indexX ......ccoccvveeeeeeeeinnneennn.

current jobs (bridges/structures)

current projects (bridges/structures) ........coceeveeun. 14
customer statement of procurement of plans ....... 29

D
damage claims .....oooeeriiiiiieniee e 93
deaths (ferries).....cuviiiiireiieiieeccee e 47
deck department log books .... ... 46
deck surveys (bridges) ............ .23
declaration of SeCUrity ......ccceecvveeeeiiii e 48
Dept of Natural Resources (land plats/monument
removal Permits) ......cccevveeeviieeeeciiee e, 102
design calculations (bridges).......cccccevevevvrevieenns 13,18
design calculations (bridges/waterways/drains) .... 32
design documentation packages .......ccccccevceveneenne
design plans (STrUCtUres).......cccuveeevveeeeiieeeeiiiee s
MICTOFIIM wevieiiieee e
deSiBN rePOItS ..uvvieiiieiiieee e
design specifications (vessels) .........cccccuvenn. .
digital media library .......ccocceeveeniiiniinieeeeee

Disadvantaged Business Enterprise (DBE)
Disadvantaged, Minority, and Women’s Business

Enterprise (DMWBE) .....c.ceevvvevveenieesieeennenne 68, 69
disciplinary actions (employees)........ccccceeevcvveeeenns 57
diversity awareness programs ........ccccceeeevvveeeeeenennns 69
drains (design calculations)........ccccceeeeiiieeeiiiieeeenns 32
drug/alcohol testing program (employees)............ 57
drydock repairs (Vessels)......ccoeeveercreeeveescieeeieennns 45
E
electrical designs (special studies) ........cccccccuueeen. 113
eligibility override (billing) .....coeeeeiiiiiiiieeieees 86
employment examinations .......cccececevevcieeeeiciveeeennne 58
employment registers.......cccovcveeeecceeevcieee e 58
energy saving projects/programs .........ccceeeveevueennns 71

enforcement (tolls) .....oeovcveeeiiiieeeeee e, 110
environmental repPortS.....cccceecveeeecceeeerieeeeccree s 38
environmental reviews (outside agencies) ............. 38
equipment weight/axle spacing (reports)............... 24
€rOSION PrOJECES ceeeviieiiiiiieeeeeeeiiirtee e e e e eee e e
erosion tendencies (bridges)
Evergreen Point Bridge (construction data) ..... 14,19
executive level records .......cccccevvvveneennne see SGGRRS
exXhibit MAPS...ccovviirie e 102
F
facilities, general......... ...see SGGRRS
false work (plans) .....cccveeeecieeiiiiieeecee e, 19
feasibility studies
public transport .......cceccvveeeeiieeeecee e 83
West Coast Corridor Study .....ccccvvvveeeeeeiciiineenn. 84
feasibility studies (high speed transportation)....... 72
OVErhEadS ....ccccvieeeeiiee e
federal @aid......cooeveveeeiiieeeee e
[-90 ProJECE c..vvveveieeeerieeee et
safety programs........ccccecveeeeciiecccieee e,
federal functional classification maps
federal reports ......ceccvvee e
Federal Transit Administration financial assistance 82
felloWShIPS ..coeeiiiieei e 95
ferries
accidents/injuries/deaths.........ccccceeeevvveneeennnn. 47
design specifications.......ccccceeeeciiiiieeiceicciieee. 44
FEPAIrS/SAlES .oooveeereecreeeee ettt 45
field survey crew reports ......ccccceeccvieeeeeeecccnvneeennn. 26
financial.....oooeiiiiiiei see SGGRRS
flyer stop programs.......ccceccceeeveieeeesciee e 82
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franchises (right of ways) ......ccccooeeeviiiicccieeecieee 90
freight/goods Maps......cccceeeeeeviieecee e 54
fuel coast adjustments.......cccceccveeeeciieecceee e, 32
functional classification .......cccccccevevieiiviiieriniieenne 99
G
£AS TAX PrOBraM ..vvvvvevvvvvrrerervrererrrererererererererere.. 77
general highway maps .....ccccceevcieeeeviee e 54
general office operations.........cccccccuveeee. see SGGRRS
general project files .....ccceeveeeiiiiiiiiniieeeeeee 87
geotechnical files (pProjects) ......c.ccceeeveereeneeniennnene 65
glass diapOSItiVeS .....c.eevvveeriiiiiiieee e 49
Governor’s town hall data ......cceeeeevveenienniennnnn, 107
grants management.......cccccveeveeveeneninnnnnn see SGGRRS
Bravel PItS...cvi i 27
ErIEVANCES ..vvvvvevirviiiviiiiiiriiiiareieeaeieaeanaaanan see SGGRRS
ground profiles......cccvvieeceeriiciie e 50
H
hazardous waste (manifests) .........cccccveeeecieeeennnenn. 61
heat repairs (bridges)......cccoeeveeeeeiieeeciee e, 19
herbicides......oueeiiiiii e 61
high occupancy vehicle lanes........ccccccveeevcierecneenn. 82
high occupancy vehicle lanes (state highways) .... 112
high speed transportation (feasibility studies) ....... 72
OVErNEAdS ..cuveieeieeiec et 74
highway construction contracts..........ccccvvveeeeeeennnns 29
highway construction program.........ccccccuuveeee... 77,78
Highway Construction Program ........cccccceveeeeeeennnns 42
highway construction project files........cccccovvvenneenn. 34
highway construction projects.........ccccccevecveeerennenn. 30

highway property damage........cccocceevcvveeeecieeecnnen. 93
highway safety improvement projects (reports) .... 31
highway system (photos) ........cccceveeevciiieeccieee e, 52
highway system plans........cccceovieriiinieniieenieeee. 72
OVErhEAdS ..ceviiiiieeieiie e 74
highways
desigN repPortS. . 17
Hood Canal Bridge (construction data)............. 15, 19
Hood Canal Replacement Bridge ................ 14, 15, 19
plan sheets........ccccvveeiiieececee s 15, 20
human resources management............... see SGGRRS
hydraulic related projects.......ccccceeveerieeeneenne 34,35
Hylebos Waterway Bridge (opening logs)............... 13
I
1-90 project (federal @id) .....cceeevevveeeeiriieeeiee e, 77
IHUMINALION .o 112
information systems ........cccoeeeerieenieennne. see SGGRRS
injuries (ferries) .., 47
INJUry Claims ...cocueeeveeniiiieeneceeee see also SGGRRS
MAFEIME .o 58
inspections (bridges) .....ccccceccieeieciee e, 18
Intermodal Surface Transportation Efficiency Act
(ISTEA) et 75
interstate cost estimates .......cccoevveeevcieereiiee e, 35
inventories (bridges) ......cccceeeveeveeecie e, 18
inventory (Bridges).....cccveeeviieeeeciee e, 21
K
Keller Ferry (traffic reports) ...cccccoeeeevveeeeecveeeceen, 63
GV 11 =1 o LS 89

L
Lacey Murrow Bridge (wrecker [0gS) .......cccceeuene 115
land corner records.....oocuevinieeenniieeeniieeesiee e 103
land use plans/reports ......c.cceceverereneseserieeienens 91
landscape architectural projects........cccceeeecvveeennneen. 35
1andscape Projects ......cccueeeecieeeecieeeccieeeeeveee e 62
landscaped areas ........cccceeevciieeeeiieee e 41
1€aSeS (QIrSPACE) .ccccuviieeciiee et e 61
JEAVE ittt see SGGRRS
legal files ....ooveeeieiiiieeeeeeee e see SGGRRS
license plate recognition (commercial vehicles)..... 24
licensing (radios) .......ceeecueeeeeciee e e 60
load capacities/ratings (bridges)........cccceeeveerveennee. 18
local public agency certifications..........ccccccvveeenneen. 87
location survey (bridge design)........ccccoveeeeiveeenneen. 13
IUMINGAIIES ..t 112
M
Mail SErVICES....uveiieiiieeieeeriiee e see SGGRRS
maintenance

Bridges ....uvviieeiee e 14
maintenance crews (reports).......ccceeeceeerveesveennnn. 61
maritime injury claims .....cccccoceevevveee e, 58
master file update control .......ccccceeveiieeieciee e, 86
material projection reports.....cccccceeeveveeeeeieeeeennnn. 33
materials test reports .....cccceveeciveeie e 64
MEELINGS .evvviieeee e, see also SGGRRS
Metropolitan Planning Organizations......... 72,73,74
microfilm

design plans (Structures) .......cccceeevcvveeeeceveecnneen. 15
mile post road 108S......cccveeevcieeieciee e, 35
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monuments/monumentation........ccceeeeuvunes 103, 104
removal Permits ......ccceceeeeevcieeeeciee e, 102
motor vehicle reports ......cccccvveeevveeecciee e, 74
MOtor Vehicles .....cccevvveiieeiiiieeceiec e, see SGGRRS
movable bridges.......cccccevvieriiiiieie, 20
movable-span bridges (maintenance) .................... 23
movable-span bridges (opening logs) ............... 15, 16
movable-span bridges (operations) ..........ccceeeuneee.. 14
Mt St Helens (emergency response)........cceeeeunee. 62
multimodal plan surveys.........ccccceveevciieeecciee e, 74
N
National Cooperative Highway Research Program
(NCHRP) vttt 91
NUCIEAT FECOTAS .vevvveeeieeiieeeiee ettt 27
numbering (state routes)........ccccceeeevcrveeeecieecennnn. 75
O
opening logs (bridges)........cccccvveeeeciveeeennnenn. 13, 15, 16
opening logs/summaries (bridges) ......c...ccuee.... 14, 23
opening schedules (bridges) ......cccocveeeeieeeeiieeeenns 13
Original Record of Materials Notice of Availability. 64
outdoor advertising sign permits.................. 111,113
outside agency reports ...ccceeccveeeeecveeeeceeeessieeeeeens 78
P
paint projects (bridges)......cccceeeevuveeeeciieeeeciee e, 18
Palouse Empire (regional rail study) .......ccceenueeee. 96
park and ride lot programs .......ccccceevevveeeecieeeeneenn. 82

PArking Plans.......cccceveicieee e 94
parking restrictions (state highways)............ 111,113
pavement management.......ccccccveiiiiiiiiiiieieieieeenenes 66
pavement surface friction information................... 64
PAYIOl oot see SGGRRS
peak hour traffic report .......cccceevveeiiiieeiniieeccen, 99
permit applications .......cccceeecieeeeciee e, 24
permit refunds .......ccccecieeeecciee e, 25
permit violations........cccceeeeviiie e, 25
permits

bridges (US Coast Guard).......ccccceeveveeecreesveennnennn 16
PErmits/appProvals.......ccccoveereevieriereneseeeseenenens 39
PESHICIAES .o 61
phone calls (recorded) .......cccouvevieeveienieccie e, 47
photogrammetric projects.......ccceeeevcvveeeecveeesnnnen. 50
pilotage (annual reports) .......cccoecveeevcrveeeccieee e, 44
pit/quarry (reports/files)......cccccovvevvreveeeceeenreennen. 65
PlanNNiNg reports......c.ceeeeceerevceeeeereee e 27,71
planning reports (500 SEries) ......c.cceeveererrvercvereeenne 74
PlIANS e 89
plat files (county subdivisions)...........cccceveverernnnn. 61
plat maps (railroads) .......ccccccvveeeecieeecciee e, 97
plats

Dept of Natural Resources........cccccceeevveeeevveennn. 102
policies/procedures .........coceeeveevcveeecreennne. see SGGRRS
preliminary plans (bridges) .......ccccevvvvevieeceeevreenen. 21
prestress concrete girders (acceptance

documentation).....ccceeeeeeeeeiceeeeeeeeee e,
procurement plan log books
project environmental documentation .................. 39
project plan drawings (bridge repairs).................... 21
project prospectuses......ccccccevviiiiiiiiiiiiiicieeceeeeees 78
project summary files .....ccccccvevevierevciee e, 79
property damage .....c.ccceeeevieeeeeiree e e 93

property disposal .......cccceeeviiiieeciiee e, 88
Property I€ases ....cccvveveieeeeciiee e eree e e 88
public disclosure ........ccccoeveviiieeeciiee e, see SGGRRS
public involvement (planning) ......ccccceevvvevveerveennen. 75
public records requests.........ccccevveeenueenne see SGGRRS
public transport feasibility studies........cccecuverennneen. 83
publications........cccccvveeeeiiereciee e, see SGGRRS
Puget Sound (tanker movements) .........cccccuveeeuneen. 45
Puget Sound Telecommuting Demonstration

[ 0T ={ 1 o NN 83

Q

qUAdrangle MapPs ..ccccveeeecieeeeiee e eree e e eire e e 51
qualified products list ........ccceeveeeeiiiee e 66
quarries (reports/files) ......cccevveeeeeeveeecieecieeeieene 65
guestionnaires (contractors)........ccccceeeeecvveeeenne 27,30
R

radiation eXPOSUIe .......uuveeeeeeiicciiiieeeeeeeecirreeee e e e 27
radio lICENSES ....cevvuiiiiiiiiieiec e 60
radiographic film ..., 66
railroads ..o, 96, 97
ramp MeTeriNg ..ccoovveeiiiieeieeee e 82
real estate MapPsS.....ccccvvecveeeerciee e e 88
reclamation plans .......ccccceevcieeiecee e, 36
records management..........ccceeeeevveeennen see SGGRRS
records phone calls......ccccceeeeiiciiiieiice e, 47
refunds (Permits) .......coceeeeeciiiiecie e, 25
relocation authorizations........ccceecveiivieiiniienennne 107
request for approval of material.........cccccccvveenneen. 66
requests for proposals (RFPS) .....ccccceevvveeevcieee e, 28
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research projects ......ccceceeeevveeeeccveecccnieeenne 36,91, 92
rest area system......cccccviiiiiiiiii 36
FESE @rAS .eeveeeieee e et 41
ridesharing (Workshops) .......cccccveeeveeeveecieessieeennen. 85
ridesharing grant programs ........ccccceeveeeieernieennnen. 84
right of way
faNChISES .cuvviiieriee e 90
hardshell......ccoovverieinii e, 105
PIANS oo e 90
TFACINGS wevvvreieieieiereeerererererererererererare e 90
VIOIatioNS i 88
risk management ......cccceecveereeenieeniieennne. see SGGRRS
road Kill (reports) ..c.ecceeeceeecee e, 40
route certification ........ccccevvveeiieviee e, 71
route development plans........cccccoveevcieeecciee e, 79
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