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Additional advice regarding the management of public records is available from 
Washington State Archives: 

 
www.sos.wa.gov/archives 

recordsmanagement@sos.wa.gov 

Improving Agency Records Management: 
How Managing Records Helps with Public Records Requests  
 

Purpose: Provide guidance to state and local government agencies on how proactive records 
management helps fulfill the requirements of the Public Records Act (PRA) Chapter 42.56 RCW.   
 
Providing broad access to agency records in the face of an increasing amount of digital documentation 
presents unique challenges for public disclosure. An agency that proactively manages its records 
identifies what no longer needs to be kept, disposes of it appropriately, and organizes what remains for 
easy access and continued preservation. By proactively managing records at each stage of a record’s 
life cycle, agencies can respond to public records requests quickly and completely. 
 

 
Additional advice regarding the Public Records Act is available from the Office of the Attorney 
General: http://www.atg.wa.gov/opengovernment.aspx 
 
 

Create or 
Receive

Create or 
Receive

•Centralizing and assigning responsibility for public records, documenting policies 
and procedures for managing all record formats & types, & training staff on your 
agency's records management workflow is crucial to ensuring responsive and straight-
forward public disclosure down the line.

UseUse

•Organizing records for accessibility, conducting a records inventory on a 
systematic basis, and adopting tech tools to streamline management and access 
allows for effecient retrieval when necessary.

StoreStore

• Understanding retention requirements, retaining records in the appropriate 
format for the approved amount of time, and preparing essential records for possible 
emergency situations are all necessary to legally service public records requests and 
fulfill your obligations to your agency and the public.

Destroy or 
Preserve

Destroy or 
Preserve

•Regularly destroying or transferring records to the Washington State Archives at 
the end of their prescribed retention period will make a hill out of that mountain of data 
your agency creates and receives.

http://www.atg.wa.gov/opengovernment.aspx

