NOTES

Application of General Schedules

General Schedules establish retentions for Records Series and specific forms commonly used by

all state agencies.

Thegze Schedules are approved authorizations for the disposition of the

records listed and are retroactive to all Records Seriles previocusly established to perform the
same function as those showm on the General Schedules.

There are two possible applications of the CGeneral Schedules when listing records on the form
GAA-53, "Records Inventory, Disposition Authorization & Transfer Schedule." If a form showm
on a General Schedule is filed by itself and its copies make up the entire Records Series, the
form title, form number and copy number will be entered in Column 7, "Records Series Title."

If, however, several forms found in the General Schedules are batched together to form one
Records Serles, an appropriate title will be entered in Column 7. The form title, form number
and copy number of each form that makes up the Series, followed by a brief explanatory statement
of function or purpose will be entered in Column 8, "Function/Purpose” of the forms GAA-53. In
either case, the appropriate General Schedule(s) number({s) in which the forms are found will be
entered in Column 15, 'Disposition Authority Number," as GS 1 for General Schedule 1, G5 2 for
General Schedule 2, ete. :

Retention:

Disposition:

Class:

N/A:

State Records
enter:

Destroy at
eérminal bate:

Agency Ontion:

BBC:

Records not marked for "State Records Center" as a disposiﬁion may be transmitted to the State Records

TERMS AND PROCEDURES

The length of time a Records Serlies must be retained after '"Cut-Off" (See
Section IV, Records Management Handbook #2) before it is eligible for
destruction or other disposition.

Final records management application of a. record, Records Series or document.

Short for "“Classification.” There are two records classifications: 1. OPR ~
0fficlal Public Records, and 2. OFM - Office Files and Memoranda. (0Fficial
Publie Records normally have a minimum retention of 7 years)

Schedule Not Applicable to document or record copy.

General Schedule items bearing “State Racords Center” dispositions may be
transmitted to the State Records Center| for storage and reference after a
predetermined peried. This predetermined period should allow for: 1. active
office reference; 2,7audit, vhen reguired: and 3, other operational
requirements. Community colleges, fleld offices and other activities outside
the immediate Olympia area mayjuse an "Inactive RecordsStorage Area" in lieu
of transferring inactive records to the State Records Center. When inactive
records are being stored on site by activities outside the Olympia area, they
may also be destroyed on site at the termination of their retention period,
provided they have been recorded on an approved form GAA-33, "Records Inventory,
Dispesition Authorization & Transfer Schedule," for the activity concerned.
{When uaing the State Records Center, gee Records Management Hemdbook i#1,

How to Use Your Washington State Records Center.')

Items so designated may be destroyed after the required retentions in accord
with current procedures. Records held in Olympia offices may be sent to the
State Records Center for destruction. Records held by field ocffices may be
destroyed at the field locationm, .

Records whiech bear such dispositions may be destroved at agency discretion. No
specific retentions are required, however, in order to have an effective Records
Disposition Management Program, uniform office retentions should be established
for all.records found in the office. State your option in relation to the
retention of other records of your office.

Retain for a specified Biennium Beyond the Current period.

Center after a specified office retention as in item "State Records Center,' above, where they will
be retained until the terminal date.

Destruction of a Ceneral Schedule record after terminal date is not mandatory. Agencies may retain
such records beyond the terminal date 1f a need exists and space is available. Post-terminal date
records are not to be sent to the State Records Center except for destruction purposes.
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ALPHABETICAL INDEX

FORM SCHEDULE ITEM PAGE

Account Code Description, A46 1 57 11
Accrued Payroll Deduction Voucher, Al-4 1 6 2
Action Code Maintenance, P-14 (Obsolete) 3-2 14 32
Activity Report, A44A (Obsolete) 1 56 11
Administrative Screening of Files 5 40
Affidavit of Forged Endorsement, SF 5525 1 66 12
Affidavit of Lost or Damaged Warrant, SF 993 1 65 12
Agency Budget Summary, B4 2 1 19
Agency Financial Status, A23-5 2 3 21
Agency/Pay Batch Transmittal, P-22 (Obsolete) 3-2 22 33
Agency Program Status Checklist & Evaluation, SF 370 12 8 57
Agency Revenues, B9 2 1 19
Agency/Sub Agency Data Maintenance, P-9 3-2 9 31
Allotment Charges, B34 2 2 20
Allotment & Expenditure Ledger, AlO T 26 5
Allotment & Expenditure Ledger, AlO-1 1 27 5
Allotment Schedule Forms 2 2 20
Allotment Summary, Blé 2 2 20
Analysis of Expenditure Charges, Bb5-2 2 1 19
Analysis of Expenditure Levels, B5-1 2 1 19
Annual Bid Bond, SF 350 6 10 44
Annual Report by Certain Payers of Annuities & Lump

SumeD 1str ibutiongeli=3P 3-1 3 16
Annual Summary of Personal Service Contracts, SF 11l 1 61 12

i Annuitant's Request| foreFederal™ IncomesTax

Withholding, W-4P 1-1 6 16
AppTieation & Permits for MaiTing Without Afiiwing

Postage 13 24 61
Application & Permits for Special Mailing Privileges 13 23 60
Application & Permits for Use of Postage Meter 13 25 61
Application & Voucher for Refund of Postage & Fees 13 1 58
Application for Domestic Money Order, 6001 13 3 58
Application for Employment, SF 573 (Type A} 3 1 22
Application for Empioyment, SF 573 (Type B) 3 2 22
Application for Employment, SF 573 (Type C) : 3 3 22
Application for Magnetic Tape Filing, 4995 1-1 14 18
Application for Qutdoor Recreation Grant-in-Aid

Assistance, TAC-037 1 78 14
Application for Petty Cash Advance, A37 1 51 10
Application for Postage Meter License, 3601A 13 2 58
Application for Promotion, SF 574 3 35 27
Application for Transfer, Reemployment or Voluntary

Demotion, SF 575 3 36 27
Appropriation Ledger, AlZ2 1 31 &
Approval or Rejection of the State Group Insurance

Plan (Obsolete) 3-5 4 37
Assignment of Number Blocks for Registered, Insured,

Certified & C.0.D. Mail, 3857 13 4 58

Attendance List, SF 16 3 19 25



ALPHABETICAL INDEX

FORM

Attendance Unit Title Maintenance, P-11

Authorization to Discontinue Increased
Contribution, RB 54

Authorization to Increase Contribution, RB 13

Balance Sheet, A28

Bank Deposit Slips

Bank Statements

Beneficiary Designation and/or Statement of Name
Change, DRS-009

Bid Bond, SF 351

Biennial Budget Estimates

Box Rent Receipt, 1538

Budget Status Report, A23 (Obsolete)

Building Inventory, C4

Bulk Rate Mail Statement, 3602

Bulk Rate Mailing Statement, Third Class Mail, 3602 PC

Cancellation of Bid, GAP-109 {QObsolete)

Cancelled & Voided Checks & Warrants

Capital Allotment Charges, C30

Capital AppropriatiengPlan, B2l

Capital™Improvement Program Summary, Cl

Capital, Project Allotment, C8

Capital  Project Remodeling History, C3R

Capital’ Project’ Report, AZ26 «(@bsolete)

Capital Project Technical Summary, C3

Cash Receipts Journal Summary, A8

Cash Receipts Journal Summary, A8-1

Cash Receipts Journal Summary, A8-2

Certificate of Mailing, 3817

Change of Address Card, 5375

Check Registers

Claim for Indebtedness of State of Washington to
Deceased Employee, SF200 '

Claimant's Report of Accident, SF 138

Claims Warrant Register, Al-1

Classification Questionnaire, SF 570

Classification Questionnaire, 15D {Obsolete)

Comparative Income Statement, A28-1

Completed Developmental Activity Report, SF 141

Computation of Employer Billing, DRS-003

Computer Magnetic Tape, Computer Disc Files &
Punch Cards

Construction Project Management Information Report, C9

Continuation Sheet for Schedule A of Form 941, 94la

Contract Gas & Auto Delivery Tickets (Obsolete)

Contract Gas & Auto Supply Invoices (Obsolete)

Contract Order, A38

Copy Center Request, DOP 101

Copy Center Request, A-24

ii

SCHEDULE ~ ITEM  PAGE
3-2 11 31
3-2 8 35
3-3 5 34

2 3 21
8 3 48
8 2 48
3-3 12 35
6 11 44
2 1 19
13 5 58
2 3 21
2 2 20
13 29 61
13 30 61
6 3 41
8 1 48
2 2 21
2 2 20
2 2 20
2 2 21
2 2 20
2 3 21,
2 2 20
1 21 4
1 22 4
1 23 5
13 6 58
13 7 58
8 4 48
1 62 12
3 28 26
1 2 1
3 6A 23
3 6 22
2 3 21
3 29 26
3-3 4 34
14 6 63
2 2 21
1-1 10 17
7 15 47
7 14 47
1 52 10
1 72 13
1 83 15

(



ALPHABETICAL INDEX

FORM SCHEDULE ITEM PAGE
Daily Cash Report, 1412C 13 8 58
Daily Record of Meter Register Readings, 3602 13 9 59
Data Processing Feasibility Studies 14 1 62
Declaration of Significance or Insignificance, SF 146 1 82 15

Deed of Right to Use Land for Public Recreation

Purposes, IAC-030 1 74 13
Dept of Highways Gas Delivery Notice (Obsolete) 7 16 47
Dept of Highways Receipts (Obsolete) 7 12 46
Detail of Salaries & Wages, B6 2 1 19
Direct Deposit Statement, P-28 3-2 25 33
Distribution of Payroll & Related Costs, A3l 1 50 10
Document Transmittal & Certification, A57 1 69 13
Elemeént Expenditure Detail, PDS-7 (Obsolete) 2 1 19
Element Operational Budget, PDS-5 (Obsolete) 2 1 19
Element Output Statement, PDS-3 {Obsolete) 2 1 19
Element Salaries & Wages, PDS-6 {Obsolete) 2 1 19
Empioyee Address Maintenance, P-23 3-2 23 33
Employee Earnings Statement, A3 (Obsolete) i 8 2
Employee Performance Evaluation, HEPB-029 3 37 27
Employee Performance Evaluation, SF 9128 3 14 24
Employee Records Transmittal, SF 314 3 8 2
Employee Suggestion Evaluation (ObsoTete) 3 18 25

Employee's Permanent Record, DRS-D0G 3-3 11 35
EmpToyee's Withholding Allowance Certificate, W-4 1-1 4 16
Employer's Quarterily Federal Tax Return, 941 1-1 9 17
Employment & Payroll Report, SF 294 1 63 12
Employment & Payroll Report, SF 294A 1 64 12
Encumbrance & Liquidation Correction Notice, A6-4 1 18 4
Encumbrance & Liquidation Register, A6 1 14 3
Encumbrance & Liquidation Register, A6-1 1 15 3
Encumbrance & Liquidation Register, A6-2 1 16 3
Encumbrance & Liquidation Register, A6-3 1 17 3
Escrow Agreement, A39 1 53 10
Essential Records Schedule, GAA-38 11 6 55
Essential Records Transmittal, GAA-1A 11 2 54
Estimated Expenditures, A5l 1 58 11
Estimated Ledger, A30 2 3 21
Estimated Progress Schedule Development Projects,

IAC-031. 1 75 14
Estimated Receipts, B23 {Obsolete) 2 2 20
Estimated Revenue, B33 2 2 20
Estimate of Allotment by Object, Bl4-1 2 2 20
Evaluation for Promotion, SF 9818 (Obsolete} 3 13 24
Exemption from Withholding, W-AE 1-1 5 16
Expenditure Detail, B7 2 1 19
Facility Space Classification Report, C6 pd 2 21
Federal Use Tax Return on Civil Aircraft, 4638 1-1 13 18
Field Order, Al17 (Obsolete) 1 41 8
Field Order, Al7-1 1 42 8

i1



ALPHABETICAL INDEX

FORM
Field Order (Continuation Sheet), Al7-1A
Final Project Report on Development, Planning or
Maintenance/Management, IAC-035
Final Summary - Operating Capital, B2
Firm Mailing Book, 3877
Flow Process Chart & Procedure Study, SF 76
Form Analysis Worksheet
Form Approval Request, SF 171
Form Artwork Identification Card, SF 126
Form Collection Top Sheet, SF 41
Form Hold Notice, SF 44
Form Order Log, SF 43
Form Reorder Approval, SF 19
Form Reorder Reminder, SF 45
Forms Management Improvement Record, SF 358
Form Specification & Order Record, SF 518

Gasoline & 011 Delivery Ticket, GEN-MT-013
General Correspondence

General Documentation

General Justification Material, Bl

General Justification.Material,. PDS-1_(Obsolete)
General Ledger, A9

Genevral, Ledger, A9-1

General Ledger Trial Balance, AZ8-4

Genepal’ LedgersTrial Balances=A28-4A

Health Insurance Eligibility List

Human Resource Development Activity Titles, SF 147

Human Resource Development Needs Survey by Course
Title, SF 144A

Human Resource Development Needs Survey by Payroll
Name, SF 144

Impact Indicators, B8-1

Impact Indicators, B19 (Obsolete)

Individual Health/Life Insurance Payments, P407

Inquiry for Loss or Rifling of Mail Matter, 1510A

Interim Balance Sheet, A28-2 (Obsolete)

Interim Progress Report & Development Planning
Maintenance/Management, IAC-032

Invitation to Bid, GEN-PUR-D08

Invoice Voucher, Al9

Invoice Youcher, Al9-1

Irregularities in Preparation of Mail Matter, 3749

Journal Voucher, A7
Journal Voucher, A7-1

iy

SCHEDULE ITEM PAGE
1 43 8
1 77 14
2 1 19

13 10 59
3 26 26
12 9 57
12 5 56
12 10 57
12 11 57
12 3 56
12 2 56
12 12 57
12 13 57
12 6 56
12 7 56
7 9 46
9 3 49
10 1 52
2 1 19
2 1 19
1 24 9
1 25 5
2 3 21
2 3 21
3-5 5 37
3 34 27
3 33 27
3 32 27
2 1 19
2 2 20
3-5 7 38
13 11 59
2 3 21
1 76 14
6 2 41
1 45 8
1 46 9
13 12 59
1 19 4
1 20 4



ALPHABETICAL INDEX
FORM SCHEDULE ITEM PAGE

Land Inventory, C5 2 2 21
Lease Inventory, C4A 2 pd 21
Leave Data Maintenance, P-17 (Obsolete) 3-2 17 32
Leave Record, SF 6954 3 10 23
Leave Request, SF 6953 3 9 23
Life Insurance Enrollment/Change Form, P402 3-5 3 37
Local Fund Correspondence 8 6 48
Local Fund Receipts 8 5 48
Local Fund Statement, A27 2 3 21
Long Term Disability Insurance Enrollment/Change

Form, P404 3-5 9 38
Low Usage Form Identification Card, SF 123 12 4 56
Mail Arrival Notice, 3849 13 13 59
Medical Enrollment/Change Form, P400 3-5 1 37
Meter Mailings 13 26 61
Microfiim Transmittal, GAA-1B 11 3 b4
Microfilm Work Order, GAA-22 11 5 54
Miscellaneous Deduction Code Maintenance, P-12

(Obsolete) 3-2 12 32
Miscellaneous Deduction Register, Ab 1 12 3
Miscellaneous Deduction Register, A5-1 1 13 3
Monthly Attendance Report, P-5 3-2 5 30
Motor Pool Trip Ticket, GEN-MT-008 7 11 46
MuTtiple Copy Records Inventory, GAA=8A 11 4 54
Non-Record Material 4 39
Notice of Separation, RB7649 3-3 2 34
Notice of Separation - Memo, DRS-017 3-3 9 35
Notice to Separate from Service Members Subject to

Compulsory Retirement, RB19 (Obsolete) 3-3 6 34
Notification of Failure to Make Retirement Deduction

or to Submit Notice of Separation, RB45 (Obsolete) 3-3 7 35
Numeric Forms Index, SF 42 12 1 56
Object of Expenditure, A25 {(Obsolete) 2 3 21
O0fficial Correspondence 10 4 52
Official Transportation Request, SF 6855 (Obsolete) 7 10 46
Operating Program/Sub-Program Budget, BS 2 1 19
Operational Records 14 7 63 -
Organization Title Maintenance, P-10 3-2 10 31
Qut-of-State Travel Report, A43 (Obsolete) 7 8 46
Qutstanding Warrant Card, A22 1 49 10
Papers of Executive Direction 10 2 h2
Payment & Performance Bond, SF 352 6 12 44
Payroll Action Form, P-2 3-2 2 30
Payroll Action Report, SF 7100-M1 3 11 24
Payroll Constants Maintenance, P-16 (Obsolete) 3-2 16 32
Payroll Register, Ad 1 9 2
Payroill Register, A4-1 (Obsolete) 1 10 3
Payroll Register, A4-2 1 11 3




ALPHABETICAL INDEX

FORM

Payroll Warrant Register - Document Transmittal
& Certification, Al4-1

Personal Service Contract/Filing Face Sheet, SF 110

Personnel Action Form, SF 115 (Obsolete)

Personnel Action Form, P-3

Personnel/Payroll Action Form, P-1

Personnel/Payroll Batch Transmittal, P-13

Personnel Record Folders

Petition for Creation, Modification or Combination of
Collective Bargaining Unit, HEPB-011

Petition for Certification or Decertification as
Exclusive Representative for a Collective
Bargaining Unit, HEPB~012

Planned Developmental Activities, SF 143

Position Action Request, P-4

Position Action Request (Approved), B-25 (Obsolete)

Position Action Request (Disapproved), B-25 (Obsolete)

Position Batch Transmittal, P-19 (Obsolete)

Position Description, HEPB-15D

Postage Due Bill, 3582A

"Postage Stamp Requisitions & Logs

Post Office Receipt for Money, 3544

Po st=Impl ementatid onpRewview

Printing Requisition, AZl

Printing RequisitionsmA2l

Product/Service Complaint Report, GEN-PUR-015

Program AlTotment, 'B15

Program Expenditure Ledger, All

Program Expenditure Ledger, All-1

Program Expenditure Ledger, All-3

Programming & Implementation Data (A1l Systems)

Program Personnel Detail, B17 (Obsolete)

Property Disposal Request, SF 267A (Disposal by Agency)

Property Disposal Request, SF 267A (Surplus Property
Disposal)

Property Management System Batch Control, A58

Property Management System Input Data Sheet, A56

Pubtic Works Requisition, AlS

Purchase Authority, GEN-PUR-007

Purchase Order & Receiving Report, Alb

Purchase Order & Receiving Report {Continuation Sheet),
Als-1

Purchase Order Cancellation Request, Al6-2

Purchase Requisition, AlD

Purchasing Contract Documents Package, GAP-110

Quarterly Federal Excise Tax Return, 720

Quarterly Report of Wages Paid, OAR-S3A
Quarterly Return of Withheld Federal Income Tax, 94l1E

vi

SCHEDULE ITEM PAGE
1 34 6
1 60 11
3 7 23

3-2 3 30
3-2 1 30
3-2 18 32
3-1 1 29
3 39 28
3 40 28
3 31 26
3-2 4 30
3 4 22
3 5 22
3-2 19 32
3 38 27
13 14 59
13 27 61
13 15 59
14 4 62
1 48 9
1 48A 9
b 9 43
2 2 20
1 28 5
1 29 5
1 30 9
14 3 62
2 2 20
6 6 42
6 6 43
1 70 13
1 68 13
1 37 7
6 7 43
1 38 7
1 39 7
1 40 7
1 36 6
6 4 41
1-1 8 17
1 67 12
1-1 12 18



ALPHABETICAL INDEX

FORM

Range/Step/Pay Maintenance, P-15 {(Obsolete)
Reading or Day Files

Receipt for Certified Mail, 3800

Receipt for Postage Meter Settings, 3603
Receiver's Report, SF 6826

Receiver's Report - Partial Delivery, Al8
Record of Competition, SF 770

Record of In-Service Training

Records Inventory, Disposition Authorization & Transfer

Schedule, GAA-53
Records Transmittal, GAA-1
Recurring Data Analysis Chart, SF 79
Refund Notice to Employer, RB7813 (Obsolete}

Registration for Tax-Free Transactions Under Chapter 32

of the Internal Revenue Code, 637
Reinstatement Letter, GAP-116 (Obsolete)
Relocation Authorization, A33

Relocation Authorization - Transferred Employee, A33-1

(Obsolete)

Report Approval Request, SF 329

Report Audit Questionnaire, SF 326

Report Distribution & Critique, SF 214

Report Inventory Leg, SF 328

Report of Accruals/& Encumbrafces, A23=4

Report of Accruals & Encumbrances, A23-4A (0bsolete)

Report, of Achievements, SF 57

Report of Revenue - Receipts, A24 (Obsolete)

Request Authority to Sell or Exchange State Property,
SF 267A, (Obsolete)

Request for Amendment of Allotment, B20

Request for Certification, SF 9622 A & B (Obsolete)

Request for Change of Beneficiary

Request for Microfilm Services, GAA-61

Request for Out-of-State Travel (Obsolete)

Request for Public Record, SF 276

Request for Quotation, GAP 58

Request for Refund of Contributions, DRS-015

Required Developmental Activities, SF 142

Retired Personnel Insurance Enrollment/Change Form,
P403

Retirement System Code Maintenance, P-13

Return Receipt International Mail, 2865

Return Receipt Registered, Insured & Certified Mail,
3811

Revenue Ledger, Al3

Revenue Ledger, Al3-1

Salary, Attendance, Leave & Overtime Record, SF 7895
Savings Bond Sign-Up, P-8

Savings Bond Sign-Up Transmittal, P-21

Schedule of Goals {12 Months), SF 53

vii

SCHEDULE ~ ITEM  PAGE
3-2 15 32
9 2 49
13 16 59
13 17 60
6 8 43
1 44 8
6 13 44
3 17 25
11 7 55
11 1 54
12 14 57
3-3 3 35
1-1 7 17
6 5 42
7 4 45
7 5 45
15 4 64
15 2 64
19 1 64
15 3 64
2 3 21
2 3 21
3 25 26
2 3 21
6 6 42
2 2 20
3 15 24
3-5 2 37
11 8 55
7 13 47
1 71 13
6 1 41
3-3 13 36
3 30 26
3-5 8 38
3-2 13 32
13 20 60
13 18 60
1 32 6
1 32A 6
3 12 24
3-2 8 31
3-2 21 33
3 21 25



ALPHABETICAL INDEX

FORM

Schedule of Goals (5 Years), SF 54

Schedule of Objectives {12 Months), SF 55

Schedule of Objectives (5 Years), SF 56

Sender's Statement & Certificate of Bulk Mailing, 3606

Sheet Schedules, A28-3 (Obsolete)

Special Delivery Notice, 3955

Speeches and Writings

Statement Showing Number of Copies of Second Class or
Controlted Circulation Publication Mail, PS 3542

Statement to Correct Information Previously Reported
Under the Federal Insurance Contributions Act, 941C

Statement of Just Compensation, IAC-~060

State Vehicle Usage Report, A34

Status of Allotment Report Forms

Status Report, A44 (Obsolete)

Status Report, A52

Subcategory Statement, PDS-2 (Obsolete)

Summary of Allotment Status, A23-1A (Obsolete)

System Design Documentation

System Maintenance Documentation

Tape Iransmittal, Al4-2

Transitory Records

Transmittal of Income Tax Statements,, W3
Transmittal Report of Deductions, DR5-005
TravelgAuthopization, A40

Travel Expense Voucher, AZ20

Travel Expense Advance, A20-1 (Obsolete)
Travel Voucher - Workpapers, A20

Treasurer's Receipts & Letters of Transmittal
Tuition Reimbursement Request, SF 30

Unanticipated Receipt Approval Request, B20-1

Unfair Labor Practice Against Employer, HEPB-014

Unfair Labor Practice Against Employee Organization,
HEPB-015

Variable Earnings Report, P-6

Vehicle Accident Report, SF 137

Yehicle Maintenance/Service Order, GEN-MT-002
- Vendor Payment/Edit & Balance Report

Yendor Remittance Advice, A2

Volunteer Off-Hour Training

Voucher Distribution, A19-2

Voucher Form-ORV Capital Projects, IAC-053
Voucher Form-ORV Non-Capital Projects, IAC-052
Voucher Form/State Agencies Use, IAC-017

viit

SCHEDULE ITEM PAGE
3 22 25
3 23 25
3 24 26

13 19 60
2 3 21
13 21 60
10 3 52
13 22 60
1-1 11 18
1 81 15
7 6 45
2 3 21
1 55 11
1 59 11
2 1 19
2 3 21
14 2 62
14 5 63
1 35 6
9 1 49
1-1 2 16
3-3 1 34
7 7 46
7 L 45
7 3 45
7 2 45
8 7 48
3 20 25
2 2 20
3 41 28
3 42 28
3-2 6 31
3 27 26
7 17 &7
1 54 11
1 7 2
3 16 24
1 47 9
1 80 14 -
1 79 14
1 73 13

(



ALPHABETICAL INDEX

FORM

Waiver Card, Form 15

Wage & Tax Statement, W2

Warrant & Earnings Statement, P-24

Warrant Cancellation Batch Transmittal, P-20

Warrant Register, Al

Warrant Register/Document Transmittal & Certification,
Al4

Warrant Register Summary, Al-3

Warrant Transmittal, DRS-004

Weighing & Dispatch Certificates

Workload/Qutput Estimates, B8

Work Order, GAA-22

Year-to-Date Adjustments, P-7

ix

SCHEDULE ITEM PAGE
3-5 6 37
1-1 1 16
3-2 24 33
3-2 20 32

1 1,4,5 1
1 33 6
1 3 1
3-3 10 35
13 28 61
2 2 20
11 5 54
3-2 7 31
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GAAS0

) GENERAL RF DS RETENTION SCHEDULE
L Aomer: 3 .
anagement .
o
SCHEDULE NUMBER S lTiTLE PATE
1 STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 AUG 81
N:.'JL%%R FORM NUMBER STA:ES?:?SOSFEELEh?C-;'IBhEP‘iJNRDPOSE PARTICL.ASS DISTRIBUTION RETENTION DISPOSITION
1. Al WARRANT REGISTER (Until 30 June 1977)}| 1 {0PR {Agency Accta |10 Years State Records Center
Provides a record of disbursement 2 OFM | Agency Acctq 7 Years State Records Center
vouchers certified for payment to the (Filed with
State Treasurer and the account Disbursement
classification of each transaction. Documents)
: 3 0FM |State Treas 3 Years Destroy at Terminal Date
2 Al-1 CLAIMS WARRANT REGISTER, Provides a 1 [QOPR | Agency Accta |10 Years State-Records Center
record of disbursements relating to 2 |OFM [Agency Acctg |7 Years State Records Center
ctaims or refunds which require case (Filed with
or claim data identification. Disbursement
Documents)
3 |OFM | State Treas 3 Years Destroy at Terminal Date
3 Al-3 WARRANT REGISTER SUMMARY. {(Until 30 1 AOPR ) Agency Bccta 10 Years State Records Center
June 1977} Provides a/record.of the 2 YOFM [Agency Acctg {7 Years State Records Center
summarization of fiscal transactions (Filed with
concerning. disbursement vouchers. Disbursement
Documents) '
3 |OFM |State Treas 3 Years Destroy-at Terminal Date
4 Al WARRANT REGISTER (After 71 July 1977) |1 |OPR jAcgency Accta |10 Years State Records Center
Provides a record of disbursement 2 |OFM {Agency Accta |7 Years State Records Center
vouchers certified for payment to the (Filed with
State Treasurer and the account Disbursement
classification of each transaction. Documents)
(When used as a~summary) 3 |0FM |Off Fin Mgt 7 Years State Records Center
4 IOFM {State Treas 3 Years Destroy at Terminal Date
5 Al WARRANT REGISTER (After 1 July 1977} |1 |OPR |Agency Acctg [10 Years State Records Center
Provides a ‘record of disbursement 2 |OFM |Agency Acctg |7 Years State Records Center
vouchers certified for payment to the (Filed with
State Treasurer and the account Disbursement
classification of each transaction.. - Documents)
(When not used as a summary) - | 3 .INJA [Not Used None Destroy immediately
4 |OFM |State Treas 3 Years Destroy at Terminal Date
Y . ,
For THE ATTORNEY GENE.FQAE. FOR THE STATE R FOR THE STATE/AR IVIST .
o il i L etpere
- -
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NMUMBER

1

"% STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF"

"1 Auig 1981

{TEM
NUMBER

FORM NUMBER

RlECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PART

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

{Itemg 1 through 5 gn the previous page illustrate when Part 11 of| the forms is fliled by itself.{In the event Part 2 of
these |forms is fileq by itself and Part 1 is filed with dlsbursement documents, Pgrt 2 is the lofg term value copy.
Regardless of the f{ling method, separate entries are reqyired on the form GAA-53| for each of th% different parts with
diffefent retentiong)
6. [Al-4 ACCRUED PAYROLL DEDUCTION VOUCHER. 1 |OPR { Agency Aecctg |7 -Years State Records Center
Provides a detailed account of funds (Filed with
withheld or deducted from individual‘y Payroll
payroll to satisfy payroll deductions Register)
: 2 |OPR | Agency Acctg |7 Years State Records Center
(Filed with
Warrant
Register)
7. |A2 VENDOR REMITTANCE ADVICE. Provides a | 1/|N/A) Vendor N/A NZA
record that accompanies each vendor 2°h0PR | Agency Acctg |7 Years State Records Center
payment warrant to notify vendor what (Filed with
is_being,paid. ‘ Disbursement
Documents)
3 |{OFM | Agency Acctg | 2 Years Destroy at Terminal Date
8. |A3 EMPLOYEE EARNINGS STATEMENT {Until 30| 1 |N/A | Payee N/A N/A
September 1978) Provides a detailed 2 {OFM | State or 1 Year Destroy at Terminal Date
breakdown of employee's earnings and Agency
deductions. _ Personnel
3 {OFM | Agency-Copy 2 Years Destroy at Terminal Date
9. |[Ad PAYROLL REGISTER. Provides a detailed! 1 {OPR| Agency Acctg | 10 Years State Records Center
record of agency payroll, deductions | 2 |OFM| State or 1 Year Destroy at Terminal Date
and net pay of each employee. Agency
Personnel
3 {OFM| Agency-Copy 2 Years Destroy at Terminal Date
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| SCHEDULE NUMBER

GENERAL RF~“RDS RETENTION SCHEDULE

1

Tt

ATE
-1 AUG 1981

1ITEM
NUMBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPQSE

PART]

CLASS

® STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF"

DISTRtBUTION

RETENTION

CISPOSITION

10.

1.

12.

13.

14,

i5.

16,

17.

Ad-]

A4-2

|A5

A5-1

A6

Ag-~1

Ab-2

A6-3

PAYROLL REGISTER. Provides a detailed
record of agenhcy payroll, deductions
and net pay of each employee.
(Obsolete October 1975§

PAYROLL REGISTER. Provides a detailed
record of agency payroll, deductions

- land net pay of each employee.

MISCELLANEQUS DEDUCTION REGISTER.
Brovides a separate register for each
type of miscellanegus, payroll
deductien.

MISCELLANEOUS DEDUCTION REGISTER,
Provides a separate register for each
type of miscellaneous payroll
deduction,

ENCUMBRANCE AND LIQUIDATION REGISTER.
Provides for the encumbrance of funds

with which to satisfy indebtedness.

ENCUMBRANCE AND LIQUIDATION REGISTER.
Provides for the encumbrance of funds

with which to satisfy indebtedness.

ENCUMBRANCE AND LIQUIDATION REGISTER.
Provides for the encumbrance of funds

with which to satisfy indebtedness.

ENCUMBRANCE AND LIQUIDATION REGISTER.
Provides for the encumbrance of funds

with which to satisfy indebtedness.

1
2

Ny —

L N~

—

™ =

OPR
OFM
OFM
OPR
OFM
OFM
N/A

OPR
OFM

N/A
OPR

OPR

OFM

OPR

OPR

| OPR

Agency Acctyg
State or
Agency
Personnel
Agency-Copy

Agency Acctg
State or
Agency
Personnel
Agency-Copy

Payee

Agency Acctg
Field Offlice

Payee
Agency Acctg

Agency Acctg

Agency-Copy

Agency Acctg

Agency Acctg

Agency Acctg

10 Years
1T Year

2 Years

10 Years
1 Year

Z2 Years

N/A

7 Years
2 Years

IN/A

7 Years

7 Years
1 BBC

7 Years

7 Years

7 Years

State Records Center
Destroy at Terminal Date

Destroy at Terminal Date

State Records Center.
Destroy at Terminal Date

Destroy at Terminal Date
N/A

State Records Center
Destroy at Terminal Date

N/A
State Records Center

State Records Center
Destroy at Terminal Date

State Records Center

State Records Center

‘State Records Center
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GENERAL RECORDS RETENTION SCHEDULE

.

LE MUMBER E
PEMESULENEMEET " STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF™ 1 ADS 1981
NUMBER FORM NUMBER s-rA?gvﬁgs?50555:?li.lilscTrluyﬁpAuNnDPosE PART|CLASS DISTRIBUTION RETENTION PISPOSITIGN

18. |A6-4 ENCUMBRANCE AND LIQUIDATION 1 |0PR { Agency Acctg | 7 Years State Records Center
CORRECTION NOTICE. To adjust the
encumbrance and Tiquidation machine
system operated by the Office of
Financial Management.

19. A7 JOURNAL VOUCHER. Provides a means of { 1 UPE State Treas 7 Years State Records Center
entering an accounting transaction: 2 |OPR | Agency Acctg |7 Years State Records Center
into an agency's accounting records. | 3 |[OFM | Off Fin Mat 2 BBC Destroy at Terminal Date

20. [A7-1 JOURNAL VOUCHER. Provides a means of | 1 |OPR | State Treas 7 Years State Records Center
entering an accounting transaction 2 |OPR | Agency Acctg |7 Years State Records Center
into an agency's accounting records. | 3 [OFM | Off Fin Mgt 2 BBC Destroy at Terminal Date

_ 4 |QPR | Receiving 7 Years State Records Center
Dffice
| 21. [A8 CASH RECEIPTS| JOURNAL SUMMARY. To 1.40PR}\State Treas 7 Years State Records Center
summarize, cash receipts by .fund and 2 WOEM4 Off FEin Mgt 2 BBC Destroy at Terminal Date |
source and serve as a transmittal k 3 |OFM | Agency Acctg | 2 BBC Destroy at Terminal Date
document for each deposit forwarded .{ 4 [OFM ! Agency Acctg | Agency Option [Destroy at Agency Option
to the State Treasurer.

22. |A8-1 CASH RECEIPTS JOURNAL SUMMARY. To 1 |OPR | State Treas 7 Years State Records Center
summarize cash receipts by fund and 2 {0FM [ OfF Fin Mgt 2 BBC Destroy at Terminal Date
source and serve as a transmittal 3 {OFM | Agency Acctg | 2 BBC Destroy at Terminal Date
document for each deposit forwarded 4 {0FM | Agency-Copy Agency Option |Destroy at Agency Option
to the State Treasurer.
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GENERAL RF ™ “RDS RETENTION SCHEDULE

[scHEDULE NUMBER TITLE —— ATE
1 STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 AUG 1981
NLL%’;R FORM NUMBER sTA5‘25g§$so’;__5IE{JENSC'.';.',L*&E;‘UNRDPOS; rarT|cLASS DISTRIBUTION RETENTION DISFOSITION

23. |A8-2 CASH RECEIPTS JOURNAL SUMMARY. To 1 |OPR | State Treas 7 Years State Records Center
summarize cash receipts by fund and 2 I0FM | Off Fin Mgt 2 BBC Destroy at Terminal Date
source and serve as a transmittal 3 {OFM | Agency Acctg | 2 BBC Destroy at Terminal Date
document for each deposit forwarded (For whom the
to the State Treasurer ' deposit is

made)

4 |OFM { Agency Accta |2 BBC Destroy at Terminal Date
(Making the
deposit)

24. AQ GENERAL LEDGER. To maintain the 1 |OPR | Agency Accta |7 Years State Records Center
prescribed general ledger accounts.

25. |A9-1 GENERAL LEDGER. To maintain the 1 |OPR | Agency Acctg |7 Years State Records Center
prescribed géneral Tedger accounts.

26. |Al0 ALLGTMENT AND EXPENDITURE LEDGER."To. | 1 [OPRy| Agency Acctg |7 Years State Records Center
record ‘encunbrances and expenditures | 2.,{0FM| Agency- 2 BBC Destroy at Terminal Date
affecting atlotments. _ +{ Machine Unit :

3 |OFM | Agency-Copy 2 BBC Destroy at Terminal Date

27. [|A10-1 ALLOTMENT AND EXPENDITURE LEDGER. To | 1 |OPR | Agency Acctg |7 Years State Records Center
record encumbrances and expenditures | .
affecting allotments.

28. [AN PROGRAM EXPENDITURE LEDGER. Maintains| 1 JOPR { Agency Acctg |7 Years  State Records Center
a record of expenditures by object 2 |OFM | Agency- 2 BBC Destroy at Terminal Date
for each program. _ Program Admin

29. [A11-1 PROGRAM EXPENDITURE LEDGER. Maintains| ‘¥ [OPR | Agency Acctg |7 Years State Records Center
a record of expenditures by object B
for each program.

30. |A11-3 PROGRAM EXPENDITURE LEDGER. Maintains| 1 JOPR Agency Acctg | 7 Years State Records Center
a record of expenditures by object
for each program.
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e )= GENERAL RECORDS RETENTION SCHEDULE

1 un;u: |
)
SCHEDULE NUMBER DATE
STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF™ 1 AEG 1987
N R FORM NUMBER STA?Eﬁgs2505,_.'5';'UENSCTI.';"O‘;J“E;UNRDFOSE PART|CLASS DISTRIBUTION RETENTIGN DISPOSITION
31. JAl2 APPROPRIATION LEDGER. To suppert 1 |OPR | Agency Acctg |7 Years State Records Center

general ledger account @nallocatéd
appropriations and provide details of
agency appropriations.

32. {A13 REVENUE LEDGER. To suﬁport general 1 |OPR | Agency Acctg |7 Years State Records Center
ledger revenue accounts and provide a
record of the agency's cash receipts.

32A. |A13-1 REVENUE LEDGER. To support general 1 {OPR | Agency Acctg |7 Years State Records Center
ledger revenue accounts and provide a
record of the agency's cash receipts.

33. |Al4 WARRANT REGISTER/DOCUMENT TRANSMITTAL, 1 {OFM [ State Treas 3 Years State Records Center
AND CERTIFICATION. Forwards 2 (fOFM | Data Proc Agency Option [Destroy at Agency Option
disbursement Wouchers being processed| 3 ‘JOFM | Agency Acctg |7 Years State Records Center

for payment by the State Data
Processing Service Center.

34, |A14-T PAYROLL WARRANT REGISTER/DOCUMENT 1 |OFM | State Treas 3 Years State Records Center
TRANSMITTAL AND CERTIFICATION. 2 |OFM | Data Prot - Agency Option |Destroy at Agency Option
Transmits payroll changes to State 3 |OFM | Agency Acctg | 7 Years State Records Center

Data Processing Service Center for
updating and paying payroll.

35. [Al4-2 TAPE TRANSMITTAL. Transmits magnetic | 1 [OFM| Off Fin Mgt 90 Days Destroy at Terminal Date
tapes for central system processing. | 2 |OFM| Agency Acctg | 90 Days Destroy at Terminal Date
: OFM | Data Proc 80 Days Destroy at Terminal Date

(Othep agency programs utilizing this form to transmit mafnetfc tapes are encouraged to use the pited retention, but
substjtute pertinent offices retaining copies)

36. |Al5 PURCHASE REQUISITION. To order 1 {OPR | Purchasing 7 Years State Records Center
materials, supplies and eguipment not 2 {OFM | Agency Acctg | Post Audit Destroy after Audit
under state contract. 3 [OFM| Agency-Copy Agency Option | Destroy at Agency Option
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" GENERAL RF "RDS RETENTION SCHEDULE

SCHEDULE NUMBER .l

| TITLE

PATE

1 AUG 1981

ITEM

FORM NUMBER

RECORDS SERIES TITLE AND

PART

CLASS

STANDARD ACCOUNTING DOCUMENTS, SERIES “A" AND “SF"

DISTRIBUTION

RETENTION DISPOSITION

£ P

NUMBER STATEMENT OF FUNCTION/FURPOSE
37. | A15 PUBLIC WORKS REQUISITION. Provides a | 1 {OPR |Engr & Arch 7 Years State Records Center
record of all public works projects 2 {0OFM | E&A Section Agency Option |[Destroy at Agency Option
being processed by the Division of 3 |OFM | EBA Work Copy {Agency Option |Destroy at Agency Option
Engineering and Architecture, 4 |OPR |Agency Acctg |7 Years State Records Center
38. | Al6 PURCHASE ORDER AND RECEIVING REPORT.
Documents jssued by State Purchasing
|Division for the purpose of ordering | 1 |N/A | Vendor N/A N/A
goods or services. 2 |OPR { Purchasing 7 Years State Records Center
: Copy 1
Receiving Report (Copy 1) | 3 |OPR | Agency Acctg |7 Years State Records Center
(Pay Bocument)
4 {OFM | Agency Receiv-| Post Audit Destroy after Audit
. ing Unit
Agency ‘Accointing (Copy 19| 54]0FM\| Agency Acctg “|Post Audit Destroy after Audit
(Filed with
Dupticate
Invoice)
39. | Al6-1 PURCHASE ORDER AND RECEIVING REPORT
(Continuation Sheet) Same as abave.
40. | Al6-2 PURCHASE QRDER CANCELLATION REQUEST. | 1 |N/A | Vendor N/A N/A
To cancel items previously requested | 2 [OFM | Purchasing 5 Years Destroy at Terminal Date
oh a Purchase Order, 3 |OFM § Agency-Copy 1 Year Destroy at Terminal Date
4 10PR | Agency Acctg |7 Years State Records Center
(Liquidation
Document)
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GENERAL RECORDS RETENTION SCHEDULE

[ sScHEDULE NUMBER

TITLE

DATE

Il

1 GENERAL ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 Rég 1981
I N:;LEQER FORM NUMBER sTA$ES‘IEE?sosFEEIIJENSCTFIFElFQEF’AUNRDF’OSE PART|CLASS DISTRIBUTION RETENTION - DISPASITION
a1, | A7 FIELD ORDER. (Until 31 January 1975) | 1 [N/A | Vendsr N/A N/A
To order materials and supplies on 2 |OPR | Agency Acctg |7 Years State Records Center
contract and special items under {Pay Document)
general authority from the State 3 |OFM [ Agency Receiv-{ 1 BBC Destroy at Terminal Date
Purchasing Division. fng Unit
4 jOFM | Agency Acctg { Post Audit Destroy after Audit
(Filed with
Duplicate
Invoice)
5 |OFM | Agency-Copy Agency Option |Destroy at Agency Option
6 |OFM | Purchasing 7 Years State Records Center
42. | A17-1 FIELD ORDER. (After 1 February 1975) | 1 |OFM | Agency Acctg | Post Audit Destroy after Audit
To order materials and suppliies on (Filed with
contract and specialitems under Duplicate
general authority from the State \ Invoice)
Purchasing Division. 2 {N/A Vendor - N/A N/A
34} OPR Agency. Acctg 4 7 Years State Records Center
(Pay Document)
4 |OFM | Agency Receiv4 1 BBC Destroy at Terminal Date
ing Unit
5 | OFM | Agency-Copy Agency Option |Destroy at Agency Option
43. | A17-1A FIELD ORDER (Continuation Sheet).
Same as above.
44. 1 A18. RECEIVING REPORT - PARTIAL DELIVERY. | 1 |OPR| Agency Acctg | 7 Years State Records Center
To report partial delivery of goods (Pay Document)
ordered by Purchase or Field Order. 2 |OFM | Agency Receivd Post Audit Destroy after Audit
. ing Unit
3 |OFM | Agency-Copy 1 BBC Destroy at Terminai Date
45, | A19 TNVOICE VOUCHER. Serves as an’ + 1 IN/A| Claimant N/A N/A
invoice by claimant not having an “2 10PR| Agency Acctg | 7 Years State Records Center
invoice form of their own. ' {Supports
Disbursement
3 | OFM| Agency~Copy 2 BBC Destroy at Terminal Date
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GENERAL RF

I0$ RETENTION SCHEDULE

SCHEDULE NUMBER

1

- {TITLE

STANDARD ACCOUNTING DOCUMENTS SERIES "A" AND "SF"

DATE

1 AlG 1981

I1TEM
NUMBER

FORM NUMBER

RECOHDS SERIES TITLE AND
STATEMENT OF FUNGCTION/PURRFOSE

PART]

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

46. | Al19-1
47. | Al9-2
48. | A2l
48A.{ A21

INVOICE VOUCHER. Serves as an invoice
by claimant not having an invoice
form of their own.

YOUCHER DISTRIBUTION. To record the
account distribution of an invoice
when a Purchase Order or Field Order
is not involved,

PRINTING REQUISITION. (Until 31 March
1978} Provides a record of printing

or. other seryices from the State
Printer.

PRINTING REQUISITION. (After 1 April
1978) Provides a record of printing
or other services from the State
Printer.

(Receiving Report Copy 1)

1
2

Ny -t

on o

N/A
OPR

OFM
OPR

Rk
OFM

OFM

1 OPR

OFM
OPR
OFM
OFM

OPR

 OFM

| OFM

-State Printer

Claimant
Agency Acctg
(Supports
Disbursement)
Agency-Copy

Agency Acctg

"Agency -Fsti--
mate Copy
Agency Accom-
panies, Invoice
from Printer
Agency Acctg
(Supports
Disbursement)
Agency-Copy

State Printer

Agency/Accom-
panies Invoic
from Printer
Agency/Accom-
panies Invoic
from Printer
Agency Acctg
(Supports
Disbursement)
Agency-Copy
Encumbrance
Copy

N/A
7 Years

2 BBC

7 Years

7 Years

Post Audit
Agency Option
7 Years
Agency Option
7 Years

2 Years
Agency Option

7 Years

Agency Option
3 Years

N/A
State Records Center

Destroy at Terminal Date

State Records Center

State Records Center
Destroy after Audit

Destroy at Agency Option
State Records Center
Destroy at Agency Option
State Records Center
Destroy at Terminal Date
Destroy at Agency Option

State Printer

Destroy at Acency Option
Destroy -at Terminal
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

1

- {TiTL

DATE

= STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 AUG. 19817
N #ORM NUMBER sTA?Sﬁgﬁ250515,F_f{JEhchr“B';{E,p“UNRDPOSE parTlcLASS DISTRIBUTION RETENTION DISPASITIoN
49. |A22 QUTSTANDING WARRANT CARD. Provides a | 1 [OFM|Staté Treas Until Warrant | Destroy at Terminal Date
| replacement for a warrant that has redeemed and
not been redeemed for an unusual filed
period of time.

50. [A3] DISTRIBUTION OF PAYROLL AND RELATED 1 | OPR jAgency Acctyg 7 Years State Records Center
COSTS, REPORT M2390. A detaiied 2 | OFM |Agency-Copy Agency Option | Destroy at Agency Option
distribution of the payroll costs of
the employees that are paid by the
employer.

51. |A37 APPLICATION FOR PETTY CASH ADVANCE. 1 | OPR |State Treas 7 Years State Records Center
Provides a record of processing 2 | OPR |Agency Acctq 7 Years State Records Center
internal requests for peity cash. 3 | OFMIOff Fin Mgt 2 BBC Destroy at Terminal Date

4 FO0FM|State Treas Agency Option {'Destroy at Agency Option

52. | A38 CONTRACT ORDER. A"purchase order 1 | N/Ay|Vendor N/A N/A
issued against a computerized - | . 2| OFMiAgency Recedv-l(Post Audit Destroy after Audit
contract. " ing Unit

Receiving Report Copy 1) 3 | OPR |Agency Acctg 7 Years State Records Center
Receiving Report Copy 2) 4 OFMQAgency Acctg Post Audit Destroy after Audit
1{Filed with
Duplicate
‘ Invoice)
5 | OFM|Agency-Copy Agency Option | Destroy at Acency Option
6 | OFM{Purchasing 7 Years State Records Center

53. | A39 ESCROW AGREEMENT. Agreement between 1 .N/A{Bank or Trust | N/A N/A
agency and contractor to place the Company
retained percentage of progress 2 | N/A{Contractor N/A N/A
billings with a bank or trust company] 3| OPR{Agency Acctg 7 Years after | State Records Center
for public works contracts completion of

contract
i y
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GENERAL RF "RDS RETENTION SCHEDULE

SCHEDULENUMBER

]

TITLE

STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF"

DATE

1 ANG 198]

NGL%'::R FORM NUMBER s-rA$ES«E:250515';bﬁnqsc-:"tzlﬁapAuNRDposs_- PARTICLASS DISTRIBUTION RETENTION DISPOSITION j
54. |VP-05Q VENDOR PAYMENT - EDIT & BALANCE - -=-.I 1 [OFM |[‘Data Proc 1 BBC Destroy at Terminal Date |
e REPORT. Contains errors that were 2 [OFM | Agency 1 Year Destroy at Terminal Date |
discovered when balancing or editing '

vendor payment input.

55. |Ad4 STATUS REPCGRT (Obsolete) To record 1 |OFM | Agency Acctg | 1 BBC Destroy at Terminal Date
the appropriation expenditures and 2 {OFM | Agency-Copy Agency Option |Destroy at Agency Option
revenue of all state agencies. 3 {OFM | Agency-Copy Agency Option |Destroy at Agency Option

' 4 10FM | Off Fin Mgt 1 BBC Destroy at Terminal Date

56. |A44A ACTIVITY REPORT {Obsotete) Detailed 1 [OPR | Agency Acctg |7 Years State Records Center
transactions for the appropriation of| 2 |OFM | Agency-Copy Agency Option |Destroy at Agency Option
expenditures and revenue of all state| 3 |OFM | Agency-Copy Agency Option [Destroy at Agency Option
agencies.

57. |A4é6 ACCOUNT CODE DESCRIPTION. Used by 10jOFM Off Fin Mgt 1 BBC Destroy at Terminal Date
agencies on the [Management “A€counting| 2 [OFMj Ageney Acctg |11 Year Destroy at Terminal Date -
System to define program and sub-
firggram aécount "numbers "by name “for =
gntry into the Management Accounting
System file.

58. | Abl ESTIMATED EXPENDITURES. To submit 1 {OFM [ OFff Fin Mgt 1 BBC Destroy at Terminal Date
allotment schedules to the Management
Accounting System at levels below
"program" and "object.”

59. |A52 STATUS REPORT. To record the appropri% 1 [OFM| Agency Acctg | 1 BBC Destroy at Terminal Date
ation expenditures and revenue of all| 2 |OFM}{ Agency-Copy Agency Option | Destroy at Agency Option
state agencies. 3 | OFM{ Agency-Copy Agency Option | Destroy at Agency Option

60. SF 110 PERSONAL SERVICES CONTRACT - FILING 1 {OFM | Off Fin Mgt | 3 Years Destroy at Terminal Date
FACE SHEET. To file personal services| 2 [OPR| Agency 7 Years State Records Center
information with the Office of Finan-| 3 [OFM| Leg Bdgt Comm| 7 Years State Records Center
cial Management and the Legislative 4 {QOFM | Dept Revenue | 4 Years Destroy at Terminal Date
Budget Committee.
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

1

DATE

STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 RyG 1981
NoTEM FORM NUMBER sTﬁEESEQSQSFE;'?LENE‘C?'.E‘;.?pAuNnc’po;E rart|cLASs DISTRIBUTION RETENTION DISPOSITION
1. |SF 111° ANNUAL SUMMARY OF ALL PERSONAL 1 |OFM | OFf Fin Mgt |3 Years Destroy at Terminal Date
' SERVICE CONTRACTS. Provides a record | 2 |OFM | Agency 3 Years Destroy at Terminal Date
af ‘all Personal Service Contracts
issued by each agency during each
fiscal year.

62. |[SF 200 CLAIM FOR INDEBTEDNESS OF STATE OF 1 |OPR j Agency Acctg |7 Years State Records Center
WASHINGTON TO DECEASED EMPLOYEE. To
submit a ¢laim for.labor and services
performed by a deceased employee for
which reimbursement was never
received.

63. |SF 294 EMPLOYMENT & PAYROLL REPORT. To 1 |OFM | OFff Fin Mgt 3 Years Destroy at Terminal Date
report Rumber of employees by county ) 2/0FM Agency Payroll1(3 Years Destroy at Terminai Date
and type of employment status.

64. |SF 294A EMPLOYMENT &/PAYROLL REPGRI.. To 1 Hh0EMA OFf _Ein Mgt 3 Years Pestroy at Terminal Date
report Comprehens1ve Employment and 2 |OFM | Agency Payroll| 3 Years Destroy at Terminal Date
Training Act (CETA)} employees by
county and type of employment status.

65. [SF 993 AFFIDAVIT OF LOST OR DESTROYED 1 |OPR | Agency Acctg |7 Years State Records Center
WARRANT. To certify the loss or
destruction of a warrant.

6. |SF 5525 AFFIDAVIT OF FORGED ENDORSEMENT. To 1 {OPR | State Treas 7 Years State Records Center
certify that the name as signed on 2 |OPR | Agency Acctg | 7 Years State Records Center
the back of a warrant is a forgery. '

| 67. |0AR-S3A QUARTERLY REPORT OF WAGES PAID. To 1 |N/A | Soc Sec Admin | N/A N/A
record:names and amounts paid to 2 {OPR | OASI/Dept of | Permanent Records Center
employees for 0ld.Age Survivors Empl Sec
Insurance (0ASI). 3 |OFM | Agency Payroll] 4 Years Destroy at Terminal Date
1 Py
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GENERAL F

IRDS RETENTION SCHEDULE

:;;E;L;:.E NUMBER - fTITLE DATE )
STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 AUG 1981
N&L‘E‘gﬂ | rorm NUMBER S.M.,“.E.f‘EE?50?ELE&TF'.E'&?FAU”HDPOS; PART|CLASS DISTRIBUTION RETENTION DISPOSITION
68. IABB PROPERTY MANAGEMENT SYSTEM INPUT DATA! 1 {OFM | Agency Acctg {1 Year Destroy at Terminal Date
‘ SHEET. To collect data concerning
fixed assets owned by agencies. |

69. |Ab7 DOCUMENT TRANSMITTAL & CERTIFICATION.41. |OFM | Data Proc 90 Days Destroy at Terminal Date
To transmit-automated encumbrance and} 2 {OFM | Agency Acctg |3 Years Destroy at Terminal Date
liquidation transactions to a :
computer service center for
processing.

70. (A58 PROPERTY MANAGEMENT SYSTEM BATCH 1 |OFM | Agency Acctg |1 Year Destroy at Terminal Date
CONTROL. Cover sheet to control :
batches of Property Management System
Input Data Sheets, Form A56.

71. |SF 276 - REQUEST FOR PUBLIC RECORD..To request| TOLOFM | Agency Office {Until record |Destroy immediately
pubTic information from a state returned
agency.

72. |DOP 101 COPY CENTER REQUEST. To request 1 jOFM | State Printer | 7 Years State Records Center
reproduction of printed material [ - 1 (Billing) ' .
from state agencies. 2 |OFM7| Plant Work 3 Months Destroy at Terminal Date .

Request

3 |OFM | State Printer | 3 Months Destroy at Terminal Date
Billing Setup

4 |OPR | Agency Acctg | 7 Years State Records Center
(Pay Document) '

73. IAC-017 VOUCHER FORM/STATE AGENCIES USE. To 1 [OPR | Out Rec Comm | Permanent Retained at Out Rec Comm
provide a record of expenditures made| 2 {OPR | State Agency |7 Years State Records Center
by state agencies on outdoor

] recreation projects.

74. |IAC-030 DEED OF RIGHT TO USE LAND FOR PUBLIC | 1 {OPR| Out Rec Comm | Permanent Retained at Out Rec Comm
RECREATION PURPQOSES. To record the 2 {OPR | State Agency | 7 Years after | State Records Center
restriction of real property to termination
outdoor recreation use. 2 = 4
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GENERAL RECORDS RETENTION SCHEDULE

G A ASO

TEEPREEEREEE 1 77T STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" "1 Aug 1981
'N“JLEB"!;R FORM NUMBER 5TA?Eﬁgf‘2505,_.5'5{15‘“5;';‘;5‘;“";PAUNRDPOS; PART{CLASS DISTRIBUTION RETENTION DISPOSITION

75. | IAC-031 ESTIMATED PROGRESS SCHEDULE DEVELOP- | 1 | OFM| Qut Rec Comm | Permanent Retained at Qut Rec Comm
MENT PROJECTS. To report to the 2 |OFM| State Agency | 5 Years Destroy at Terminal Date
Federal Government, on demand,
progress on federally funded projects

76. | IAC-032 INTERIM PROGRESS REPGRT ON DEVELOP- 1 | OFM| Out Rec Comm | Permanent Retained at OQut Rec Comm

- MENT, PLANNING OR MAINTENANCE/MANAGE-{ 2 [OFM| State Agency | 5 Years Destroy at Terminal Date
MENT. To provide a narrative
description of work accomplishments
to accompany voucher reports.
77. | IAC-035 FINAL PROJECT REPORT ON DEVELOPMENT, | 1 [OFM| Out Rec Comm | Permanent Retained at Out Rec Comm
. PLANNING OR MAINTENANCE/MANAGEMENT. 2 {OFM| State Agency | 5 Years Destroy at Terminal Date
To_record in_narrative form the total
work accomplished on a project.

78. | TAC-037 APPLICATION FOR OUTDOOR RECREATION 1. | OPR| Out Rec Comm | Pepmanent Retained at Out Rec Comm
GRANT - IN=ALD ASSISTANCE.sTomprovide
required information to allow
consideration of funding grant for an
outdoor recreation acquisition or
developmént project.

79. | IAC-052 VOUCHER FORM-OR¥ NON-CAPITAL 1 [ OPR{ Out Rec Comm | Permanent Retained at Out Rec Comm
PROJECTS. To request reimbursement 2 | OFM| State and 5 Years Destroy at Terminal Date
for state agency expenditures for Local
off-road vehicle non-capital projects Agencies

80. | IAC-053 VOUCHER FORM-ORV*CAPITAL PROJECTS. To| 1 |OPR| Out Rec Comm | Permanent Retained at Out Rec Comm
request reimbursement for state 2 State and 5 Years Destroy at Terminal Date
agency expenditures for off-road Local
vehicle capital projects. Agencies
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I scHEDULE NUMBER

Environmental Impact Statement is
required.

.-

TITLE _ DATE ‘
STANDARD ACCOUNTING DOCUMENTS, SERIES "A" AND "SF" 1 AUG 1981
N\LLEB’ER FoRM NUMBER STA2'5522gsosFE'ELisc';l;gﬁPAUNRDPOSI;E PART|CLASS DISTRIBUTION RETENTION DISPOSI TION
81. {IAC-060 STATEMENT OF JUST COMPENSATION. To 1 |OPR | Out Rec Comm | Permanent Retained at Out Rec Comm
‘ comply¥ with federal and state Taws
relating to just compensation for the
acquisition of real property and to
assure that the owner has been made
knowledgeable.
g2. SF 146 DECLARATION OF SIGNIFICANCE OR NON- 1 |OPR | Lead Agency 7 Years State Records Center
SIGNIFICANCE. To indicate a proposal's 2 |OFM | Approval 3 Years Destroy at Terminal Date
impact upon the environment and if an Agency
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'RD$ RETENTION SCHEDULE

withholding of federal income tax -
from annuity or pension payment.

v

Employee

1-1 PRINCIPAL FEDERAL TAX RETURNS AND RELATED FORMS 1 apg 1981
N&Iﬂ%’ER FoRM NUMBER 5‘rA?Eﬁgs?sOsF“EsllJENSC?!"IITOLﬁE/PAUNRDPOSE PART|cLASS DISTRIBUTION RETENTION DISPOSITION
1. W-2 WAGE AND TAX STATEMENT. Reports wages] 1 | N/A|Int™Rev Svc N/A N/A
' tips and other compensation and 2 | OFM|jAgency Acctg [4 Years Destroy at Terminal Date

employee OASI tax; income tax with- 3| N/A|Employee N/A N/A
held: supporis credit on individual 4 1 N/A |Employee N/A N/A

2. W-3 TRANSMITTAL OF INCOME TAX STATEMENTS | 1 [ N/A|Int Rev Svc N/A N/A
Employer's annual transmittal of 2 | OFM|Agency Acctg |4 Years Destroy at Terminal Date
wages and income tax withheld state-
ments, Form W-2, Form W-2P and 1099R.

3. W-3P ANNUAL REPORT BY CERTAIN PAYERS OF 1 | N/A|Int Rev Svc N/A N/A
ANNUITIES AND LUMP SUM DISTRIBUTION. | 2| OFM|Agency Acctg (4 Years Destroy at Terminal Date
Applicable only to insurance compan- :
ies and governmental agencies or
retirement systems.

4. W-4 EMPLOYEE 'S WITHHOLDING ALLOWANCE 1 { OFM|Agency-Acctg |4 Years after | Destroy at Terminal Date
CERTIFICATE,. Form filed by employee | IR supersession of
with employer so that proper amount termination of
of income tax may be withheld from ' employment
wages. 2| N/AIEmployee N/A N/A

5. W-4E EXEMPTION FROM WITHHOLDING. Form 1| OFM|[Agency Acctg |4 Years after | Destroy at Terminal Date
filed by employee certifying he had termination of
no 1iability for income tax for the employment
preceding taxable year and antici- 21 N/AjEmployee N/A N/A
pates he will incur no 1iability :
for the current taxable year by
certifying he will be exempt from
federal income tax withholding.

6. W-4p ANNUITANT'S REQUEST FOR FEDERAL IN- |1 [ OFM!Agency Acctg |Permanent State Records Center
COME TAX WITHHOLDING. Request for . {2 | N/A N/A N/A
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GENERAL RECORDS RETENTION SCHEDULE

SCHEOULE NUMBER

- | TITLE

PRINCIPAL FEDERAL TAX RETURNS AND RELATED FORMS

") Apg 1981

RECORDS SERIES TITLE AND
STATEMENT QOF FUNCTION/PURPOSE

PART|CLASS

DISTRIBUTION

RETENTION

DISPOSITION

1-1
NUMBER FORM NUMBER

7. |e37

8. |720

9. |

10. | 941A

REGISTRATION FOR TAX-FREE TRANSAC-
TIONS UNDER CHAPTER 32 OF THE INTER-
NAL REVENUE CODE. This applicaticn
and certificate form is filed by
mahufacturing producers or vendors
who desire to make tax-free purchase
of taxable articies for further
manufacture of taxable articles or
for resale direct to manufacturer
for such purposes. The certificate
part of the form is validated and
returned by the District Director,
Internal Revenue Service.

QUARTERLY FEDERAL EXCISE TAX RETURN.
Return of excise due/ from.retailers
and manufacturers on sale or manu-
facture ofavarious articlessgetaxes
facilities and services; and taxes

on certain products and commodities, [

(sugar, gasoline, lubricating oil,
etc.)

EMPLOYER'S QUARTERLY TAX RETURN.
Employer's quarterly return of 0ASI
and income taxes withheld, a two part
set containing both the Schedule A
(941) and the return.

CONTINUATION SHEET FOR SCHEDULE A OF
FERMt941. Wage Schedule continuation
sheet.

2

1 | OFM

1 (] OFM

1 | N/A
2 | OFM

—

N/A
2 | OFM

Agency Acctg

Agency Acctg

Int Rev Svc

Agency Acctg

Int Rev Svc
Agency Acctg

Permanent

4 Years

N/A

4 Years

N/A
4 Years

State Records Center

Destroy at Terminal Date

N/A

Destroy at Terminal Date

N/C .
Destroy at Terminal Date
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SCHEDULE NUMBER

GENERAL RF DS RETENTION SCHEDULE

1-] - | TIT

DA

TE
1 AHG 1981

I TEM
NUMBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PART]

CL.ASS

““PRINCIPAL FEDERAL TAX RETURNS AND RELATED FORMS

DISTRIBUTION

RETENTION

DISPOSITION

11.

12.

13.

14.

941C

941E

4638

4995

STATEMENT TO CORRECT INFORMATION
PREVIOUSLY REPORTED UNDER THE OLD
AGE SURVIYORS INSURANCE (FEDERAL
INSURANCE CONTRIBUTIONS ACT). For
use to correct QASI (FICA) tax
reports previously submitted.

QUARTERLY RETURN OF WITHHELD FEDERAL
INCOME TAX. Variation of Form 941

for use by state and local government
employers and organizations exempt,
for example, by virtue of charitable,
religious, scientific, Titerary or
educational programs, that have not
waived their exemption and other
organizations that are not liable for
OAST) tax.

FEDERAL USE TAX RETURN ON CIVIL AIR-
CRAFT. Used to report an annual tax
of $25 on the use of civil aircraft.
In addition for jet aircraft there
isz&n-amnual charge of 3.5 cents a
pound of the maximum certificated
weight of more than 2500 pounds
there is an annual charge of 2 cents
a pound in excess of 2500 pounds.

APPLICATION FOR MAGNETIC FILING.

Used to replace paper records in
transmitting tax information pertain-
ing federal income tax and OASI tax
withheld.

2

1
2

MYy -

ad

N/A
OFM

N/A
OFM

N/A
OFM

N/A
OFM

Fem

Int Rev Svc
Agency Acctg

Int Rev Svc
Agency Acctg

Int Rev Svc
Agency Acctg

Int ReviSve
Agency Acctg

N/A
4 Years

N/A
4 Years

N/A
4 Years

N/A
4 Years

N/A
Destroy at Terminal Date

N/A
Destroy at Terminal Date

N/A :
Destroy at Terminal Date

N/A
Destroy at Terminal Date
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GENERAL R 'RDS RETENTION SCHEDULE

I scHEDULE NUMBER - ITiTLE y ——

2 STANDARD BUDGET AND ALLOTMENT FORMS, SERIES "A," "B," AND "C" 1 AYG 1981
m'JLEE"éR FORM NUMBER STA.IR.Eagz$5°5FE§.U§5CT‘."E';‘5FAUNRDFQSE : PARTICLASS DISTR!IBUTION RETENTION DI1SPOSITION
1. BIENNIAL BUDGET ESTIMATES. Prov1des 1 | OPRIOFF Fin Mgt 7 Years - State Records Center
documentation necessary for the <+ . 2 | OFM|OFM - Copy Agency Option | Destroy at Agency Option
establishment of an agency's budget 3 | OFM]House of Rep [Agency Option | Destroy at Agency Option
B1 General Justification Material 4 | OFM{Senate Agency Option | Destroy at Agency Option
B2 Final Summary - Operating Capital 5 | OFMiAgency 2 BBC Destroy at Terminal Date
B4 Agency Budget Summary
B5 Operating Program/Sub-Program Budget
B5-1 Analysis of Expenditure Levels
B5-2 Analysis of Expenditure Charges
B6 1 Detail of Salaries and Wages
B7 Expenditure Detail
B8-1 Impact Indicators (will become
. obsolete 1 July 1981)
B8-~2 Workload/Output Estimates (Biennium
Budget Request from Agency)
B-9 : Agency| Revenues
PDS-1 General Justification Material
{0bsolete Form) .
PDS-2 Subcategory Statement (Obsclete Form)
PDS-3 E]em?nt Output Statement (Obsotlete
Form
PDS-5 E1em?nt Operational Budget (Obsolete
Form
PDS-6 Element Salaries & Wages (Obsolete
Form)
PDS-7 Element Expenditure Details (Obsoletq
Form)
NOTE: 1. Extra copies of forms made for managerial reference may bg destroyed at discretion of office
receiving them.
2. Budget work papers prepared for divisjonal|supervisors anﬁ by fiscal uniys may be sent to the.
- State Records Center as part and darcdl of|supervisor's agministrative papers or director's
administrative papers.
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

- JTITLE

STANDARD BUDGET AND ALLOTMENT FORMS, SERIES "A," “B," AND "C"

DATE

1 AHG 1981

1 TEM
NUMBER

FORM NUMBER

RECDHDS SERIES TITLE AND

STATEMENT OF FUNCTION/PURPOSE PART|CLAES

DISTRIBUTION

RETENTION

DISPOSITION

B13
B14
B14-1
.} B15
B16

B17
B18

B19
B20
B20-1
B21
B22

B23

C3R
ca4

ALLOTMENT SCHEDULE FORMS. Provides a| 1 | OPR{OFF Fin Mgt
record of documentation necessary fon 2 | OFM{OFM - Copy
the establishment of the agency's 3 | OFM]Agency

operating and capital allotments.
Capital Project Estimate (Obsolete
Form)

Capital Improvement Program Summary
(Obsolete Form)

Estimate of Allotment Charges
(Obsolete Form)

Estimate of Allotment by Object
(Obsolete Form)

Program Allotment "Computer Generated
Report"
AT1otment Summary "Computer Generated
Report™
| Program Personnel Detail (ObsoTete Form)
Workload/Output Estimates (Quarterly
Report Allotment}

Impact Indicators (Obsolete Form)
Request for. Amendment of Allotment
Unanticipated Receipt Approval Requegt
Capital Appropriation Plan-(Obsolete
Form)

Capital Project Allotment (Obsolete
Form)

Estimated Receipts (Obsolete Form)
Budget Status Report (Obsolete Form)
Estimated Revenue (Formerly B23)
Allotment Charges (Formerly Bl14)
Capital Improvement Program Summary
(Formeriy B13)

Capital Project Request

Capital Project Technical Summary

éFormerlg B11)
apital rOJect Remodeling H1story

7 Years:
1 BBC
Agency Option

State Records Center
Destroy at Terminal Date

Destroy at Agency Option

P
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SCHEDULEWOMSER 2 """ STANDARD BUDGET AND ALLOTMENT FORMS, SERIES “A," "B," AND "C" TN pye 1981
m',:;%"ég FORM NUMBER s‘rAﬁEﬁlgz$sosl=5l;ll.sﬁqscyt-ghﬁ;uh'aopos; PART|cLASS DISTRIBUTION RETENTION DISPOSITION
2. ALLOTMENT SCHEDULE FORMS (Continued)
C4A Lease Inventory '
C5 Land Inventory
Cé Facility Space Classification Report
£8 Capital Project Allotment
co Construction Project Management
Information Report
c30 Cap;ta1 Allotment Charges (Formerly
B21 '
NOTE: A1l oiher copies of these forms prepqred for managerial or réference may be |destroy at Agency Option.
Do not send to State Records Center.
3. . STATUS QF ALLOTMENT REPORT FORMS. 1 | OPR]OFFf Fin Mgt 7 Years " | state Records Center
These advise agency fiscal offices off 2 | OFM|Agency Acctg |1 BBC Destroy at Terminal Date

‘approved budget andyal lotments and
turrent status.

A23 Budget Status Report (Status of Allot-
ment Program) (Obsolete Form)
A23-1A Summary of Allotment Status (Obsolete
_ Form)
1 A23-4 Report of Accruals & Encumbrances
A23-4A Report of Aceruals & Encumbrances
(Obsolete Form)
A23-5 Agency Financial Status
A24 Repo;t of Revenue-Receipts (Obsolete
. Form
A25 .~ | Object of Expenditure (Obsolete Form)
| A26 ‘ Capital Project Report (Obsolete Forn)
A27 Local Fund Statement
A28 Balance Sheet
A28-1 Comparative Income Statement
A28-2 Interim Balance Sheet (Obsolete Form)
A28-3 Sheet Schedules {Obsolete Form)
A28-4 General Ledger Trial Balance
A28-4A General Ledger Trial Balance
A30 Estimated Ledger

F) L /] P V) L.
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e “®PERSONNEL FORMS USED STATEWIDE . "™ me 1981
_NI!J:!EB!EH FORM NUMBER STAﬁgagﬁ250‘1_’5?:ifc"_;'lyﬁe;u”ﬂnposz PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. SF 573 APPLICATION FOR EMPLOYMENT. (Type A) | 1 |OFM Dept of Pers |30 Days - Destroy at Terminal Date
Provides a record of applicants whose| 2 {N/A |Applicant N/A N/A
names were not placed on the register
(Formerly PER 20-2502)
2. SF 573 APPLICATION FOR EMPLOYMENT (Type B) 1 | OFM IDept of Pers {30 Days after }Destroy at Terminal Date
: Provides a record of applicants whose ‘Expiration of
names were placed on the register but Register
register expired before appointment 2 |N/A Applicant N/A N/A
was made. (Formerly PER.20-2502) :
3. SF 573 APPLICATION FOR EMPLOYMENT (Type C) 1 | OFM {Dept of Pers |5 Years after | Destroy at Terminal Date
. Provides a record of applicants : Termination of
selected for_employment (Formerly Employment
PER20-2502) 20'N/A\Applicant N/A N/ A
f& 4. B25 POSITION ACTION REQUEST. (Approved} 1. | OFM Agency Pers 5 Years after | Destroy at Terminal Date
Provideswagarecord of originals or Termination/ of |«
updated positions requested by an EmpToyment )
agency. (Obsolete Form. See GS 3-2) 2 | OFM{Field Office |Agency Option | Destroy at Agency Option
3 | OFM|Agency Sus- Upon Return of | Destroy
pense Copy Cony 1
5. B25 POSITION ACTION REQUEST. (Disapproved) 1 | OFM]Agency Pers Agency Option | Destroy at Agency Option
Provides a record of original or 2 | OFM|Field Office |Agency Option | Destroy at Agency Option
updated positions requested by an 3 { OFM |Agency Sus- Upon Return of | Destroy .
agency (Obsolete Form. See GS 3-2) petise. Copy Copy 1
6. 15D CLASSIFICATION QUESTIONNAIRE. To 1 ] OFM|Dept of Pers jUntil Super- Destroy at Terminal Date
describe the duties and responsibil- seded or 60
ities of one employee's position. Days after po-
(Obsolete Form) sition abolished
2 | 0OFM|Agency Pers Same as above | Destroy at Terminal Date
3 1 N/A[Employee N/A N/A
FOR THE ATTORNEY GENERA Tror THE(E?A‘ Auny FOR THE STATE/ABEHIVIST -
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GENERAL RECCRDS RETENTION SCHEDULE

f SCHEDULE NUMBER

ITLE DATE
3 PERSONNEL FORMS USED STATEWIDE 1 ayG 1981
NUMBER FORM NUMBER 5TA?Eﬁgﬁ?sof;f?hﬁ:c?lgtﬁ;uNRDposE PARTICLASS DISTRIBUTION RETENTION DISPOSITION
6A. |SF 570 CLASSIFICATION QUESTIONNAIRE. To 1 §N/AjInstructions IN/A N/A
describe the duties and responsibili-{ 2 | OFM|Dept of Pers |Until 2 Years | Destroy at Terminal Date
ties of one employee's position. _ after super-
session or
Position Abol-
ished
3 .| OFM |Agency Pers Same as above | Destroy at Terminal Date
4 | OFM |Field 0ffice |Same as above | Destroy at Terminal Date
5 IN/A [Employee Sus- |N/A N/A
pense Copy
6 | N/A [Employee PermaN/A N/A
nent Copy
7. SF 115 PERSONNEL ACTION FORM. Provides.a 1 _L.OEM IAgency, Pers 7 Years.after..| State Records Center
recerd of making necessary changes in last action
an,employee's personnel record te Z2°10OFM [FieldwOffice |Agency=Option { Destroy at Agency Option
keep it in a current status. (Obsoléte 3 | OFMiAgency Sus~ Until return Destroy
Form. See GS 3-2) . pensenfopy of Copym=l
8. |SF 314 EMPLOYEE RECORDS TRANSMITTAL. Trans- | 1| OFM|Gaining Agency!|l Year Destroy at Terminal Date
mits an employee's personnel records | 2 | OFM|Losing Agency |3 Years Destroy at Terminal Date
when the employee is transferred to
a new agency.
9. SF 6953 LEAVE REQUEST. Provides a record of 1| OFM|Agency Pers 3 Years Destroy at Terminal Date
an employee's request for periods of | 2| N/AiEmployee N/A N/A
absence. (Formerly Requests for Leave
of Absence)
10. | SF 6954 LEAVE RECORD. Maintains a record of 1 | OFMjAgency Pers Until 5 Years | Destroy at Terminal Date
the “améynt -of various types of leave after Termina-
i accrued and taken by individual - - tion of Employ-
employees. {(Formerly Leave of Absence ment
Record}
Vi,
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GENERAL R¥ " “RDS RETENTION SCHEDULE

SCHEDULE NUMBER

TITLE _ DAT
3 PERSONNEL FORMS USED STATEWIDE 1 AUG 1981
NUMBER FORM NUMBER STATEMENT OF PUNG FIORYPURPOSE PARTICLASS DISTRIBUTION RETENTION DISFOSITION
11. | SF 7100-M] PAYROLL ACTION REPORT. Provides a 1 | OFMiData Proc %0 Days - Destroy at Terminal Date
‘ record of added or deleted employees | 2 | OFM|Agency Payrol1|5 Years Destroy at Terminal Date
from the computed payroll and to
effect all changes to master payroll
records.
12. | SF 7895 SALARY, ATTENDANCE, LEAVE AND OVER- |1 | OFM|Agency Pers 5 Years after | Destroy at Terminal Date
TIME RECORD. Provides a record of an Termination of
employee's payroll records, days. Employment
worked, wages paid, etc. (Formerly
Employees' Permanent Record Card)
13. 1 SF 9818 EVALUATION FOR PROMOTION. Provides a {1 | OFM[Dept of Pers {Until super- | Destroy at Terminal Date
condensed record of an employee's seded or reg-
qual ifiications Which, make“that - istervexpings
employee eligible for promotion. 2] OFM|Agency Pers 5 Years after | Destroy at Terminal Date
Termination of
Employment.
3 ' N/A|Employee N/A N/A
14. | SF 9128 EMPLOYEE PERFORMANCE EVALUATION. Pro4 1 | OFMiAgency Pers |5 Years Destroy at Terminal Date
vides a record of evaluation of an 2 | N/A|Employee” N/A N/A
employee's performance. (Formerly '
Employee Evaluation Report)
15. | SF 9622 A&B | REQUEST FOR CERTIFICATION. Provides| 1 | OFMiDept of Pers |5 Years Destroy at Terminal Date
a record of advising the Dept of 2 | OFM|Agency Pers Agency Option | Destroy at Agency Option
Personnel of. vacant positions needed | 3 | OFM|Field Office |Agency Option | Destroy at Agency Option
to be filled and requesting names of | 4 | OFM|Agency-Copy Agency Option | Destroy at Agency Option
eligible personnel. (Obsolete Form) | 5 | OFMiAgency-Copy Agency Option | Destroy at Agency Option
6 | OFM|Agency Sus- Until return Destroy
pense Copy of Copy 2
16. VOLUNTEER OFF-HOUR TRAINING. Provided 1 | OFM|Dept of Pers {5 Years Destroy at Terminal Date
a record of employees completing 2 | OFM|Agency Pers 5 Years after | Destroy at Terminal Date
courses of training during other thar Termination of
working hours. " Employmenjy

FOR THE ATTORNEY GENERAL

L

G A AS0

FOR THE/%mr:g ; ‘ {

FOR THE STA BCHIVIST Z% *
d é

s




T4

GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER TITLE DATE
PERSONNEL FQORMS USED STATEWIDE 1 gyg 1981
NUMBER FORM NUMBER sTAzsﬁgzgsosfﬁbiscmgﬁ%FAUNRDPosé PART|CLASS DISTRIBUTION RETENTION DISPOSITION

17. RECORD OF IN-SERVICE TRAINING. Pro- |1 | OFM|Dept of Pers |2 Years: Destroy at Terminal Date
vides a record of employees receivingl 2 | OFM|Agency Pers |5 Years after | Destroy at Terminal Date
formal training on-the-job. Termination of

Employment

18. EMPLOYEE SUGGESTION EVALUATIONS. Pro-l 1 | OFM|Employee Sug- |4 Years Destroy at Terminal Date
vides a record of the evaluations of gestion Awards
individual suggestions made by State Board :

Employees. . (Obsolete Form) 2 | OFM|Agency Office [2 Years Destroy at Terminal Date
making evalua-
tion

19. [SF 16 ATTENDANCE LIST. To identify partici< 1 | OFM|Agency-Copy 1 Year Destroy at Terminal Date
pants in agency meetings, training
sessions and conferences.

20. | SF 30 TUITION REIMBURSEMENT REQUEST. To 1 | OPR{Agency Accty |7 Years State Records Center
requestituition| reimbursement by a 2 { OFM{Dept of Pers |5 Years Destroy at Terminal Date
state employee who participated in a |3 | N/A{Applicant N/A N/A
qualified course conducted by an .
educational institution, vocational
school or professional organization.

21. | SF 53 SCHEDULE OF GOALS {12 Months). To 1 | OFM|Agency-Mgt 5 Years Destroy at Terminal Date
document short-range goals of each 2 | OFMjAgency-Supv 3 Years Destroy at Terminal Date
operating activity. 3 | OFM|Preparer 2 Years Destroy at Terminal Date

22. | SF 54 SCHEDULE OF GOALS (5 Years). To docud 1 | OFM|Agency-Mgt 5 Years Destroy at Terminal Date
ment long-range goals of each opera-| 2 | OFM|Agency-Supv 3 Years Destroy at Terminal Date
ting activity. 3 | OFMjPreparer 2 Years Destroy at Terminal Date

23. | SF 55 SCHEDULE OF OBJECTIVES. (12 Months) |1 | OFM|Agency-Mgt 5 Years Destroy at Terminal Date
To document short-range objectives | 2 { OFM|Agency-Supv 3 Years Destroy at Terminal Date
of each operating activity. 3 | OFM|Preparer 2 Years Destroy at Terminal Date

= . - : £ ol - - r ‘
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

3

DATE
1 AHG 1981

ITEM
NUMBER

FORM NUMBER

™% PERSONNEL FORMS USED STATEWIDE

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PART

CLASS

DISTRIBUTION

RETENTION

DISFOSITION

24.
25,

26.

27.

28.

29.

- 30.

31.

SF 56

SF 57

SF 76

| SF 137

"SF 138

SF 141

SF 142

SF 143

SCHEDULE OF QBJECTIVES. (5 Years) To
document tong-range objectives of
each operating activity.

REPORT OF ACHIEVEMENTS. To document
achievements of an organization, pro-

gram, etc., and the resultant savingsj

FLOW PROCESS CHART AND PROCEDURE .
STUDY.SHEET. To examine, document and
improve procedures and systems onh a
step-by-step basis.

VEHICLE ACCIDENT REPGRT. To report an
accident involving state employees
and state vehicles. '

CLAIMANT'S REPORT OF ACCIDENT. To be
completed following an accident fin-
volving a state vehicle before claim
will be considered.

COMPLETED DEVELOPMENTAL ACTIVITY
REPORT. To document information about
developmental activity and 1ist indi-
viduals completing the activity.

REQUIRED DEVELOPMENTAL ACTIVITIES, .Td-

list developmental activities - .
required for special job classes. -

PLANNED DEVELOPMENTAL ACTIVITIES. To
identify developmental activities to
be offered by individual agencies.:

Wy —

L Ry — L po — L PO —

w r’o‘-'

W Ny —F

£

OFM
OFM
0FM

OFM
OFM
OFM

OFM

OPR
OFM

A

OFR

OFM
OFM
OFM

-|-OFM
| OFM

OFM

OFM
OFM

| OFM

Agency-Mgt
Agency-Supv
Preparer

Agency-Mgt
Agency-Supv’
Preparer

Agency Office

Tort Claims
Agency
Employee

Tort Ciaims

Data Proc
Agency Pers
Human Res Dev

Data Proc

Agency Pers
Human Res Dev

Data Proc
Agency Pers
Human Res Dev

o1 W N TNy

5 Years -
3 Years
2 Years

5 Years
3 Years
2 Years

T Year

7 Years
3 Years
N/A

7 Years

Years

Years
Years

e N

Years
Years
Years

Years
Years
Years

at Terminal
at Terminal
at Terminal

Destroy
Destroy
Destroy

at Terminal
at Terminal
at Terminal

Destroy
Dastroy
Destroy

Destroy at Terminal

Date
Date
Date

Date
Date
Date

Date

State Records Center

Destroy at Terminal
N/A

Date

State Records Center

at. Terminal
at Terminal
at Terminal

Destroy
Destroy
Destroy

Terminal
Terminal
Terminal

at
at
at

Destroy
Destroy
Destroy

Terminal
Terminal
Terminal

at
at
at

Destroy
Destroy
Destroy

Date
Date
Date

Bate
Date
Date

Date
Date
Date

r.]
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- 4 GENERAL RECORDS RETENTION SCHEDULE
Q f it .
- BLords
'I_:iunmn!
o
SEHEPULEMOMRER 3 1" PERSONNEL FORMS USED STATEWIDE "N pug 1981
o FORM NUMEBER sTA‘.T.ESES$505FE§LE;§5CTF'IE'§'§F“UNR':‘Pos;E PARTICLASS DISTRIBUTION RETENTION DISFOSITION

32. |SF 144 HUMAN RESOURCE DEVELOPMENT NEEDS SUR-11 | OFM{Data Proc 2 Years Destroy at Terminal Date
VEY BY PAYROLL NAME. To identify 2 ] 0OFM]Agency Pers 3 Years Destroy at Terminal Date
developmental activities needed by 3 {1 O0FMHuman Res Dev |5 Years Destroy at Terminal Date
individual employees of an agency. ‘

33. |SF 144A HUMAN RESOURCE DEVELOPMENT NEEDS SUR-|1 | OFM{Data Proc 2 Years Destroy at Terminal Date
VEY BY COURSE TITLE. To identify the |2 | OFMiAgency Pers 3 Years Destroy at Terminal Date
number of employees within a job 3 | OFM{Human Res Dev |5 Years , Destroy at Terminal Date
class needing: speqdified-development
activities. T

34, [SF 147 HUMAN RESOURCE DEVELOPMENT ACTIVITY |1 | OFM{Human Res Dev |2 Years ~ { Destroy at Terminal Date

. TITLES. To identify developmental 2 | OFM|Agency Pers 3 Years Destroy at Terminal Date
activities other than those listed inf 3 | OFM|Human Res Dev |5 Years Destroy at Terminal Date
Human Resource Developmental Catalog
such as college courses 7 which statke
employees plan to participate.

35. |[SF 574 APPLICATION FOR PROMOTION. Ta apply. | | OFM|Dept of Pers 4|2 Years Destroy at Terminal Date

_ Tor promotion within the state 2 | OFM[Agency Pers 1 Year Destroy at Terminal Date
government. | 3 | N/A|Employee N/A N/A

36. | SF 575 APPLICATION FOR TRANSFER, REEMPLOY- |1 | OFMiDept of Pers |2 Years Destroy at Terminal Date
MENT OR VOLUNTARY DEMOTION. To apply | 2 | OFM{Agency Pers & Years after | Destroy at Terminal Date
for transfer of employment, reemploy- Termination of
ment or voluntary demotion within Employment
state government,

37. | HEPB-029 EMPLOYEE PERFORMANCE EVALUATION. To |1 | OFM|Agency Pers 5 Years Destroy &t Terminal Date
evaluate performance of employees in '

a higher education institution.

38. | HEPB-15D POSITION DESCRIPTION. To describe . | 1 | OFM|Agency Pers 60 Days after | Destroy at Terminal Date
duties of a position in a higher ) Position
education institution. Abolished

FOR THE ATTORNEY GENERAL Z lror ThE s%g FOR THE STATE A _‘HIVIST
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" GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

3

""" PERSONNEL FORMS USED STATEWIDE

DATE

1 ADG 1981

tTEM
NUMBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

FART]
i

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

39.

40.

41.

42.

HEPB-011

HEPB-012

HEPB-014

HEPB-815

‘OR COMBINATION OF A COLLECTIVE BAR-

PETITION FOR CREATION, MODIFICATION

GAINING UNIT. To reflect creation,
modification or combination of a col-
lective bargaining unit.

PETITION FOR CERTIFICATION OR DECER-
TIFICATION AS EXCLUSIVE REPRESENTA-

TIVE FOR A COLLECTIVE BARGAINING UNIT.

To pequest:ceptification or decerti-
fication as | an ex¢clusive representa-

tive for a collective bargaining unit.

UNFAIR LABOR PRACTICE CHARGE-AGAINST
EMPLOYER. To record unfair labor
charges against an employer.

UNFAIR LABOR PRACTICE AGAINST EMPLOY
EE ORGANIZATION(S). To record unfair
labor practice against employee

organization{s).

r.l

OPR

OFM

N/A

OPR

OFM

- N/A

OPR

OFM

N/A
OPR

OFM

Hgh¥EdPersBd
Institution or
Office

Employee/
Organization

HghrEdPersBd
Institution or
Office

Employee/
Organization

HghrEdPersBd
Institution or
Office
Employee/
HghrEdPersBd

Institution or
Office

7 Years after
Unit is Dis-
solved

5 Years after
Unit is Dis-
solved

N/A

7 Years after
Unit is Dis-
solved

5 Years after
Unit is Dis-
solved

N/A

7 Years after
Charge is
Resolved

5 Years after
Charge is
Resolved

N/A

7 Years after
Charge is
Resolved
5 Years after
Charge is
Resolved

State Records Center
Destroy at Terminal Date
N/A

State Records Center
Destroy at Terminal Date
-N/A

State Records Center

Destroy at Terminal Date

WA

State Records Center

Destroy at Terminal Date

" i/l
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GENERAL RéCORDS RETENTION SCHEDULE

SCHEDULE NUMBER

3-1

- |TITLE

WASHINGTON STATE EMPLOYEES' RERSONNEL FOLDER

"1 aug 1981

1TEM

NUMBER FQRM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

AR

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

Personnel Record Folders {Containing
information as described in Personnel
Board Rule 356-46-060)

(See below)

PERSONNEL RECORD FOLDERS

Personnel Board Rule 356-46-060 ABEN

CIES

OFM

- P

|Employing

Personnel
Office of

Agency

. |Center where

FRSONNEL RECORDS

Until employee
transfers or
terminates em-
ployment with
the State of
Washington

(1 Year after
final termina-
tion or retire-
ment, records
will be trans-
ferred to the
State Records

they will be

retained for
5 Years)

o

Each agency shall maintain a record g
title, position held, the unit within
salary, changes in emp1oyment status |
information as may be necessary for 1
A11 personnel records, including empl
shall be open to the inspection of tf

employee throughout his service caregr.

f eg
the
att

he §

oyes

e Bg

ch &
div
enda
dmin
ser
ard

ployee showing
sion to which
ce, leaves, am
stration of re
ice records an
nd shall accom

the name,
hssigned, the
i such other
julations.

d ratings,
bany the

Retain in employing agen-
cy Personnel Office until
inactive or transfer to
gaining agency

Note: Contents of folders
should be screened and
d1sposab1e items removed
prior to transfer of
records to State Records
Center or to gaining
agency. See General
Schedule #3 for disposa-
bie items.

FOR THE ATTOHRNEY ssusn};. /

/zi ‘. if‘”

FOR THE STATHYA

!VEST

et ’-"7

AMetlth oo

G A 23S0

FOR THE STATE A 12 T )
D0 A Jagpban
7/




SUPERSEDED!



A GENERAL RECORDS RETENTION SCHEDULE

(* l
BSOS 1

.unmln j
NUMBER - | TITLE DATE
oo 3-2 PERSONNEL/PAYROLL SYSTEM FORMS, "P" SERIES 1 AUG 1981
NiTEM FORM NUMBER STAB}EEEE3505#5":"_“5”5(:?1_"';1;5p“UNRDPOSE PARTICLASE DISTRIBUTION RETENTION DISPOSITION
1. P-1 PERSONNEL/PAYROLL ACTION FORM. Pro- 11 | OFM|Agency Payroll (5 Years - Destroy at Terminal Date
vides a record of the updating of 2 | OFM|Suspense Copy |Until return Destroy
pertinent information, i.e., pay = i of Copy 1
range & step, job classification, 3 | OFM|Agency Pers 5 Years Destroy at Terminal Date
service dates, veterans status, pay- |4 | OFMjAgency-Copy Agency Option | Destroy at Agency Option
roll and social security data for all
state employees.
2. p-2 PAYROLL ACTION FORM. Provides a rec- |1 | OFM[Agency Payroll|5 Years Destroy at Terminal Date
ord of the updating of pertinent in- {2 | OFM|Suspense Copy |Until return Destroy
formation, i.e., pay range & step, ‘ of Copy 1
job classification, service dates, |3 | OFM|Agency Pers 5 Years Destroy at Terminal Date
veterans status, payroll, social 4 | OFM{Agency-Copy Agency Option [ Destroy at Agency Option
security & account coding information
for all state employees.
?5 3 P~3 PERSONNEL/ACTION FORM. Provides a 1.1 CEM|Agency Pers 5 Years Destroy at Terminal Date
record of the updating of pertinent | 2 | OFM{Suspense Copy |UntiT veturn Destroy
information, i.e., pay range & step, of Copy 1
job classification, service dates, 3 | OFM{Agency-Copy Agency Option | Destroy at Agency Option
veterans status, payroll and social
'secur1ty data for all state employees.
! 4, p-4 PBSITEON ACTIBN‘REQHEST Provides a |1 | OFM{Agency Pers Until 60 Days | Destroy at Terminal Date
5 record of 'actions with which to real- ‘ after position
locate existing positions, adjust abotished
salary ranges, effect position transq 2 | OFMjSuspense Copy [(Until return Destroy
fers or establish or abolish particud . : of Copy 1
lar positions. 3 | OFM}Agency-Copy Agency Option | Destroy at Agency Option
5. P-5 MONTHLY ATTENDANCE REPORT. Provides |1 | OFM|Agency Payroll{6 Years Destroy at Terminal Date |
a record of annual, sick and compen-| 2 | OFM[Suspense Copy |Until return Destroy
satory time accrued and taken and of Copy 1
personal holidays of state employees| 3 | OFM|Agency Pers 5 Years Destroy at Terminal Date
-1 4 | OFM{Agency-Copy Agency Option | Destroy at Agency Option
FOR THE ATTORNEY GENE FQR THE ST Ap ITOR ' FOR THE ST A CHIVIST
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GENERAL RECORDS RETEMTION SCHEDULE

SCHEDWLE NUMBER TITLE

3-2

PERSONNEL/PAYROLL SYSTEM FORMS, T AUG 1987

“P" SERIES

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURFOSE

I TEM FORM NUMBER PARTjCLASS BISTRIBUTION RETENTION CISPOSITION
NUMBER .

6. P-6 VARIABLE EARNINGS REPORT. Provides a !l
record of different categories of 2
time worked, including withholding
tax, 01d Age Survivors Insurance
(OASI), retirement deductions, insur-
ance and other deductions of state
employees.

OFM
OFM

5 Years
Until return
of Copy 1

Agency Payrol]
Suspense Copy

Destroy at Terminal Date

Destroy

YEAR-TO-DATE ADJUSTMENTS. (Formerly |1
Payroll Year-to-Date Report). Provide
a record of changes in 01d Age Sur-
vivors Insurance (0ASI), Withholding
Tax and Gross Earnings, when neces-
sary, to bring state employees' pay-
roll to a current status.

OFMiAgency Payroll|5 Years Destroy at Terminal Date

[

LE

SAVINGS BOND SIGM=UP. pPrewidesqa
record of each state employee who
selects to purchase SavingssBondsgby

j—

SOFM
OFM

Agency Payroll

Suspense Copy

5 Years
Until return
of Copywl

Destroy at Terminal

Date

payrall deduction.

AGENCY/SUB-AGENCY DATA MAINTENANCE. |1
Provides a record of pertinent in-

formation for processing personnel/
payroll information and reporting.

OFM|Data Proc 50 Days Destroy at Terminal Date

10. ORGANIZATION TITLE MAINTENANCE. Pro- {1

vides a record of organizational
units for breakdown of payroll and
personnel.

OFMi{Data Proc 90 Days Destroy at Terminal Date

ATTENDANCE UNIT TITLE MAINTEMANCE. 1
Provides a record of a breakdown of
offices and/or units to which a stats
employee may be assigned for atten-

dance reporting.
FOR THE s-r:ﬁ' xyam‘ron r2
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDLULE NUMBER T ITITLE ' -
3-2 PERSONNEL/PAYROLL SYSTEM FORMS, "P" SERIES 1 AUg 1981
NUMBER FORM NUMBER sTA?ES@E$sosr—'E§l'JEhir’c¥rgkfoPAuNnDpos; PARTICLASS DISTRIBUTION RETENTION DISPOSITION

12. |P-12 MISCELLANEOUS DEDUCTION CODE MAINTEN-|[1 |OFM lAgency Payroll |1 Year Destroy at Terminal Date

ANCE. (Obsclete Form) 2 | OFM [Suspense Copy {Until return Destroy
of Copy 1

13. |P-13 RETIREMENT SYSTEM CODE MAINTENANCE. |1 |OFMlAgency Payroll |l Year | Destroy at Terminal Date

(Obsolete Form) 2 | OFM (Suspense Copy [Until return Destroy
of Copy 1

14, |P-14 ?CTI?N CODE MAINTENANCE. (Obsolete 1 {OFM{Data Proc 90 Days Destroy at Terminal Date

orm

15, |P-15. RANGE/STEP/PAY MAINTENANCE. {®bsolete{1 |]OFM[Data Proc 90 Days Destroy at Terminal Date

o Form) ‘

16. |[P-16 PAYROLL CONSTANTS MAINTENANCE. 19,1 OFM |Pata Proc 90 Days Destroy at Terminal Date
(Obsolete Form)

f?. P-17 LEAVE DATA MAINTENANCE. (Obsolete 1 |OFM|Data Proc 80 Days Destroy at Terminal Date
Form '

18. 1 P-18 PERSONNEL/PAYROLL BATCH TRANSMITTAL 1 | OFM)State Treas 3 Years State Records Center
Provides a record of personnel “#...:42. | OFM[Data Proc 90 Days Destroy at Terminal Date
actions, personnel/payroll act1ons, 3 | OFM|Agency Payroll |7 Years State Records Center
payroll actions, variable earnings,
and/or year-to-date adjustments being
processed through the Personnel/Pay-
roll system.

19. | P-19 POSITION BATCH TRANSMITTAL. (Obsolete| 1 | OFM|Agency Pers 3 Years Destroy at Terminal Date
Form) 2 | OFM|Suspense Copy {Until return Destroy

of Copy 1

20. | P-20 WARRANT CANCELLATION BATCH TRANS- = |1 | OFM|Data Proc 60 Days Destroy at Terminal Date
MITTAL. Accompanies Journal Vouchers | 2 | OFMiAgency Payroll |7 Years State Records Center
that cancel warrants in the Personnel
system.

Yl - i
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GERERAL RECORDS RETENTION SCHEDULE

s EDU“ENUMBER TITLE TE
3-2 PERSONNEL/PAYROLL SYSTEM FORMS, "P'" SERIES T ayue 1981
N"_,-LEEhER FORM NUMBER s-rn.?gncngs?'soSFEz:.mEh?c-TrlJ’L&E/Pﬁ?noposs PARTICLASS DISTRISUTION RETENTION DisPosITION
21. |P-21 SAVINGS BOND SIGN-UP TRANSMITTAL. 1 OFM'Agency Payroll |5 Years Destroy at Terminal Date
Accompanies a number of forms P-8, 2 | OFM Suspense Copy [Until return Destroy
Savings Bond Sign-Ups, being pro-
cessed by the Personnel/Payroll
system.
22. p-22 AGENCY/PAY BATCH TRANSMITTAL. 1 OFM {Agency Pers or |7 Years Destroy at Terminal Date
(Obsolete Form) Data Proc
23. |P-23 EMPLOYEE ADDRESS MAINTENANCE. Main- |1 OFM [Agency Pers 90 Days Destroy at Terminal Date
tains each state employee's address
on a current basis.
24. | p-24 WARRANT AND EARNINGS STATEMENT. Pro- |1 | N/A |Employee N/A N/A
vides a record of each state employes|s
earnings, including deductions, that
are rveflected 'in each monthly warrant|
25. | P-28 DIRECT DEPOSIT STATEMENT. Provides.a |1 | N/AlEmployee N/A N/A
record of warrants that are directly
deposited to a state employee's
financial institution.
V. y [ / _ /1)
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GENERALRECDRDSRETENNONSCHEDULE

S ATITL
3-3

"1 AUG 1981

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PARTI

CLASS

" STATE EMPLOYEES' RETIREMENT SYSTEM - FORMS USED STATEWIDE

DISTRIBUTION

RETENTION

DISFOSITION

SCHEDULE NUMBER
NUMBER FORM NUMBER

1. DRS-005

2. RB 7649

3. RB 7813

4. DRS 003

5. |(RB 13

6. RB 19

TRANSMITTAL REPORT OF DEDUCTIONS.
Regular monthly report of contribu-
tions received from agencies.
(Formerly RB 7648 a & b)

NOTICE OF SEPARATION. Defines terminf

ation of employment period and final
salary information.

REFUND NOTICE TO EMPLOYER. Advises
employer of difference of credit
balance to be taken on the next
regular period. (Obsolete Form)

COMPUTATION OF EMPLOYER BILLING.
Advises employer of contributions
required 4T employer agency i§ to
Jjoin the retirement system.

AUTHORIZATION TO INCREASE CONTRIBU-
TION. Allows a higher amount to be
deducted from employee pay for
additional retirement credit.

NOTICE TO SEPARATE FROM SERVICE MEM-
BERS SUBJECT TO COMPULSORY RETIREMENT
Advised employer that an employee was
over age 70, -the maximum employable
age under state law. {Obsolete Form)

1
>

1
o

WAl —

OFM
OFM

OFM
OFM
OFM

OFM
“ORM

OFM
OFM
OFM

OFM

Retirement Sys

Agency Acctg

Retirement Sys
Retirement Sys

Agency Acctg

Agency Acctg
Retirement Sys

Réi{feﬁent Syé
Agency Accty

Retirement Sys

Agency Payroll

T

1 Year, then
film
3 Years

1 Year, then
film
1 Year

1 Year

2 Years

1 Year, then
Film

T Year

Until cancelled
or superseded

1 Year, then
film

1 Year

Microfilm

Destroy at Terminal

Microfilm
Destroy at Terminal

Destroy at Terminal

Destroy at Terminal
Ricrofilm

Destroy at Terminal
Destroy at Terminal

Microfilm

Destroy at Terminal

Date

Date

Date

Date

Date

Date

Date
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CEMERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER TITLE DATE
3-3 STATE EMPLOYEES' RETIREMENT SYSTEM - FORMS USED STATEWIDE 1 ALG 1983
NGL%'ER FORM NUMBER sTA?E&EE$SOSFE|§:JENSC.EFIIT)'RIE/FAUNHDPOSE PART|CLASS DISTRIBUTION . RETENT!ON DISFOSITION

7. RB 45 NOTIFICATION OF FAILURE TO MAKE 1 | OFM{Retirement Sys |1 Year, then Microfiim
RETIREMENT DEDUCTION OR TG SUBMIT film
NOTICE OF SEPARATION. Advised employ- 2 | OFM{Agency Payroll |None Destroy immediately
er that notification of separation off
a particular employee had not been
received which would have justified
the termination of retirement
deductions that were not received by
retirement services. {(Obsolete Form)

8. |[RB 54 AUTHORIZATION TO DISCONTINUE 1 | OFMjAgency Acctg |1 Year Destroy at Terminal Date
INCREASED CONTRIBUTION. Discontinues | 2 | OFM|{Retirement Sys|1 Year, then Microfilm
increased contributions to retirement film
credit.

9. DRS-017 NOTICE OF SEPARATION - MEMO. Requests{ 1 | OFM|Agency Acctg |1 Year Destroy at Terminal Date |
Submitted for [tHe™Notice"of "Separa=y | 24/ OFM |Retirement Sysyl Yeavr “then Microfilm
tionof member. (Formerly RB 57 and 5 1m
RB, 58b)

10. | DRS-004 WARRANT®TRANSMITTAL. To"report 1 “"0FM Retirement Sys|b Years Destroy at Terminal Date
retirement contributions and compen-12 | OFM{Retirement Sys|l Year Destroy at Terminal Date
sations to the Department of Retire- |3 | OFM|Retirement Sys|1 Year, then Microfilm
ment Systems. film .

4 | OFM{Agency Acctg |3 Years Destroy at Terminal Date

11. | DRS-006 EMPLOYEES' PERMANENT RECORD. Provides| 1 | OFM|{Retirement Sys|1 Year, then Microfilm
a record of each employee member's film
pertinent statistics, including ’
beneficiary.

| 12. | DRS-009 BENEFICIARY DESIGNATION AND/OR STATEH 1 | OFM|Retirement Sys|Until Super- Destroy at Terminal Date
MENT OF NAME CHANGE. To appoint a seded
beneficiary or change of name. 2 | OFM[Agency Acctg |1 Year Destroy at Terminal Date
FOR THE ATTORNEY c/;n‘;_ngL f,””/ 4/ 7oR THE STATEj}(Dk‘fén ‘]’Zj gm FOR THE s-ra-rg:;ﬁm_”w Jpapy”
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GENERAL RECORDS RETENTION SCHEDULE

3-3 | """ STATE EMPLOYEES' RETIREMENT SYSTEM - FORMS USED STATEWIDE "7 Aue 1981
NUMOER | FORM NUMBER sTA?EEEE?-SOS,EF;LE:CTJ,LLN?,:UNRDPOBHE ‘ PARTICLASS]  DISTRIBUTION RETENTION DISPOSITION
13. |DRS-015 REQUEST FOR REFUND OF CONTRIBUTIONS. [1 | OFMi{Retirement Sys |1 Year, then Microfilm
Provides official authority to with- film

draw and pay member contributions.
(Formerly RB 7651)

A b
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SCHEDULE NUMBER

GENERAL RECORDS RETENTION SCHEDULE

CTITLE

3-5

STATE GROUP INSURANCE FORMS

™1 Avg 1981

N BER FORM NUMBER STATEMENT OF FUNCTION/PURPOSE PART{CLASS DISTRIBUTION RETENTION DISPOSITION
1. pP-400 MEDICAL ENROLLMENT/CHANGE FORM. Pro- |1 | OFM|Agency Pers 3 Years after | Destroy at Terminal Date
vides a record of the enroliment of “ITermination of
each state employee in the State Medik Employment
tal Plan and/or changes thereto. 2 |N/A|[New Plan Car- {N/A N/A
(Formerly IE-1 and IE-2) rier
3 | N/A|Dental Plan N/A N/A
Carrier
4 |N/A|01d Plan Car- |N/A N/A
rier
2. Commercial REQUEST FOR CHANGE OF BENEFICIARY. 1 | OFM|Agency Pers 5 Years after | Destroy at Terminal Date
Provides a record of change of bene- Termination of
ficiary for various insurance Employment
pelicies.
3. p-402 LIFE| INSURANCE "ENROLLMENT/CHANGE 1 | OFM|Agency Rers 5 Years after | Destroy at Terminal Date
FORM. \Provides a record of employee Termination of
enrollment in 1ife insurance program. ' ' ~ |EmpToyment
(Formerly IE-3) 2 | OFM|Suspense Copy |Until return Destroy
o of Copy 1
4. No form APPROVAL OR REJECTION OF THE STATE 17 | OFM[Dept of Pers |Termination of '} Destroy at Terminal Date
GROUP INSURANCE PLAN. (Obsolete Form)| Employment
2 | OFM|Agency Pers Until company | Destroy at Terminal Date
or emplioyee
cancels policy
or terminates
employment
5. HEALTH INSURANCE ELIGIBILITY LIST 1 | OFM|Dept of Pers |10 Years State Records Center
(Microfiche). Provides a record of
state employee eligibility in State
Group Insurance Plan.
6. Form 15 WAIVER CARD. Provides a record of a |1 | OFM|Agency Pers Termination of | Destroy at Terminal Date
waiver of optional insurance benefits Employment
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GENERAL u-....C{}RDS RETENT ION SCHLﬁULE

SCHEDUI..E NUMBER

3-5

TITLE

STATE GROUP INSURANCE FORMS

RATE

1 AUG 198]

1 TEM

FORM NUMBER

RECORDS SERIES TITLE AND

FPART]

CLASS

DISTRIBUTION

RETENTION

NUMBER STATEMENT OF FUNCTION/PURPOSE DISPOSITION
7. P-407 INDIVIDUAL HEALTH/LIFE INSURANCE 1 OFM|State Employee |7 Years State Records Center
: PAYMENTS. Provides a record of Insurance Bd
individual payments for health, 1ife {2 | OFM|State Employee [Until return Destroy
and Tong term disability insurance. Insurance Bd |of Copy 1
(Formerly A-42 and A-49) 3 | OPR|Agency Acctg |7 Years State Records Center
4 | OFMiSuspense Copy [Until return Destroy
of Copy 3
8. P-403 RETIRED PERSONNEL INSURANCE ENROLL- |1 |OFMiRetirement Sys|7 Years after | State Records Center
MENT/CHANGE FORM. Provides a record Death of
of retiree's Tife and medical insur- Employee
ahce enroliment. 2 | N/A|New Plan Car- [N/A N/A
rier
3 1 N/A|D1d PLan Car- [N/A N/A
rier
4 LN/A|Employee N/A N/A
9. P-404 LONG [TERM DISABILITY INSURANCE 1°3,0FM {Agency. Pers 7 Years. after | State Records
ENROLLMENT /CHANGE FORM. Provides a Termination of
record,of employee enrgllment in Employment
Tong term disability plan. 2 { OFM|Suspense Copy Ugtil re?urn Destroy
of Copy
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GENERAL RECORDS RETENTION SCHEDULE
NUMBER 4
GENERAL RECORDS RETENTION SCHEDULE NUMBER 4 COVERS NON-RECORD MATERIAL

The following specific types of materials are desighated as non-record material and may
be disposed of by state agencies as soon as they have served their purpose.

1. Catalogs, trade journals, and other printed and published materials received
from other offices, commercial firms, or private institutions which vequire no action
and are not needed for documentary purposes.

2. Electrostatic, photocopy or other copy device copy of correspondence,
completed forms, bulletins, etc., prepared for reference and informatdonal distribution.

3. Letters of transmittal which do not add any information to the transmitted
material.

4. Miscellaneous notices or memoranda which do not relate to the functional

responsibility of the agency, e.g., notices of community affairs, employee meetings,
holidays. etc.

5y Preliminarydrafits pfelettepsyomemo randayy, reportsyworksheets andwinformal
notes which do not represent significant basic steps in the preparation of record

© documents.

67 Reproduction matepialy"such as stencitsyhectograph masters and offset
plates.

7. Routing slips used to direct the distribution of documents.

8. Shorthand notes, stenotype tapes, and mechanical recordings which have been
transcribed into typewritten or printed form.

9. Stocks of agency publications, forms and printed documents, preserved for
supply purposes, which are superseded, outdated, or otherwise valueless (a minimum
supply of each publication.must be on file with the State Library for distribution
purposes, and one copy must be sent to the State Archives for historical preservation).

10. Telephone messages, "While You Were Qut" sTips, check slips or similar forms
used to convey non-policy informational messages.
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GENERAL RECORDS RETENTION SCHEDULE
NUMBER 5

GENERAL RECORDS RETENTION SCHEDULE NUMBER 5 COVERS THE PROCESS OF ADMINISTRATIVE
SCREENING OF FILES

It is occasionally unfeasible to establish cut-off.dates on certain files whereby
dated portions of the Records Series may be entirely removed from the office area by
transfer to the State Records Center, filming or destruction. 1In such instances,

it is frequently possible to "SCREEN" the Records Series by removing and destroying
records of a transient nature, retaining papers of enduring value for future use in
the office and/or transmitted to the State Records Center at a Tater date.

The records containing the highest percentage of transitory materials combined with
Tong term value documents are Correspondence and "General Subject Files", which are
found at all levels of state agency administration.

The following categories of papers may be>eliminated from correspondence and subject
files without affecting the substantive value of the files:

1. Letters and memoranda of transmittal that do nothing more than forward an
enclosure and add nothing to the content of the item transmitted.

2. Acknowledgements.

3. Requests for Tnformation and publications after the information or
pubdication has been received.or sent.

4. Reservations and confirmations.

5. Itineraries.

6. Requests to be added to mailing Tists after the addition has been made.
7. Invitations and announcements of meetings.

8. Copies of inter or intra-agency memoranda, bulletins and directives of a
general information and non-continuing nature.

Administrative screening is Timited to the above 1isting except as otherwise provided
under separate authority of the Washington State Records Committee.

Correspondence and general subject files transmitted to the State Records Center before
issuance of the Schedule are subject to screening by the State Archivist in accord with
this Schedule. Correspondence and general subject files released to the State Archivist
for historical purposes are subject to additional screening deemed necessary after a
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SCHEDULE MUMBER

GENERAL RECORDS RETENTION SCHEDULE

TITLE

DATE

OFM

expires, is
cancelled or
superseded

PURCHASING FORMS WITH STATEWEDE USE 1 AYG 1981
NlIJLEB'ER FORM NUMBER sTA$Eagﬁ‘_'-IZSOSFE'F__'LE&CE"E';SP‘UNRPOSE PART[CLASS DISTRIBUTION RETENTION DISPOSITION
1. |GAP 58 REQUEST FOR QUOTATION., Solicitation | 1 {N/A | Vendor N/A N/A
of prices from vendor (Non-Sealed Bid} 2 |OFM | Purchasing - |6 Years State Records Center
Buyer's File
3 |0FM | Agency-Copy Agency Option |Destroy at Agency Option
2 )GEN-PUR-008 [INVITATION TO BID. Solicitation of 1 [N/A [ Vendor N/A N/A
- sealed bids from vendors. (Formerly | 2 [OFM | Purchasing - | 6 Years State Records Center
GAP 64 and 64a) Buyer's File
3 |OFM | Agency-Copy Agency Option |Destroy at Agency Option
3. [GAP 109 CANCELLATION OF BID. (Obsolete form)| 1 [OFM | Purchasing 6 Years State Records Center
‘ B8id/Quotes
2 IN/A | Vendor NZA N/A
4 1GAP 110 PURCHASING CONTRACT DOCUMENTS PACKAGE Purchasing
' (INCLUDING CHANGE NOTICES). Issued
by StatesPurchasing Diwvisiom for use) ! ;
by agencies as a term contract for 1 |OPR | (Successful 7 Years State Records Center
specified goods ér services. Bids-Original)
OPR [(Unsuccessful | 7 Years State Records Center
Bids-Original) :
2 |OFM | Purchasing Until Expir- |Destroy at Términal Date
tion of Con-
tract
3 | OFM | Purchasing Agency Option | Destroy at Agency Option
Contract Sec-
tion Work Copy
4 |OFM | Purchasing Agency Option | Destroy at Agency Option
Operations ’
Information
5 |[N/A | Vendor N/A N/A
6 Agency-Copy Until Contract|Nestroy at Terminal Date
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

TITLE

PURCHASING FORMS WITH STATEWIDE USE

DATE

1 AUG 1921

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

CilASS

DISTRIBUTION

RETENTION

DISPDOSITION

.Zt

5. | GAP 116
6. | SF 267A
6. | SF 267A

REINSTATEMENT LETTER

REQUEST AUTHORITY TO SELL OR EXCHANGH
STATE PROPERTY (Until October 31,
To authorize the sale or ex-
change of surplus property in an

1975)

agency's inventory.

PROPERTY. DISPOSAL REQUEST.{After
November 1,
AGENCY).

'1975) (DISPOSAL BY

agency's inventory.

Provides instructions as to dispo-

sition of property

Evidence that instructions as to dis-
position of prgperty are forwarded

to agency.

£z

(Obsolete form)

O N

N =

To authorize the sale or
exchange of surplus property in an

OFM
OFM
OFM
0PR
OFM
OPR
OFM

wOFM
ORM
OPR

OFM

OFM

OFM
OfM

| OFM

OFM

A,

Purchasing
Requisition
Files
Agency-Copy
Agency-Copy

Purchasing
Selling or
Exchanging
Agency
Agency Acctg
Pay Document

Purchasing or

Property Dis-
posal
Purchasing -
Suspense Copy
Agency=Copy

Agency Inven-
tory Office
Agency Inven-
tory Office

Agency Inven-
tory Office .
Surplus Prop-
erty

Surplus Prop-
erty

Surplus Prop-
erty

Extra Copy

6 Years
Agency Option
Agency Option
7 Years

5 Years after
item sold or
exchanged

7 Years

2 Years
2 Years

Agency=0ption
Agency=0ption

7 Years

State Records Center
Destroy at Agency Option
Destroy at Agency Option
State Records Center
Destroy at Terminal Pate
State Records Center

Nestroy at Terminal Date
Destroy at Terminal Nate.

Destroy at Agency Option
Destroy at Agency Option

State Records Center

Until approval Destroy at Terminal Date

received from

Surplus Proped

ty to dispose
of property.
3 Years

3 Years

Extra Copy
Extra Copy

Agency Option

1

Distroy at Terminal Nate
Destroy at Terminal DNate
Destroy at Agency Option
Destroy at Agency Option

Destroy at Agency Option

FOR THE ATTORNEY GENERAL ﬂ

77

FOR THE 5TATE]

/, / } .-a'f,-"I
[l S ot |

!

FOR THE STAT, A CH VIsT
QM'V’/%%éﬁéaéﬁztf

G ALSG

s




'eh

GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER

6

- | TITLE

PURCHASING FORMS WITH STATENIDE USE

PATE

1 AUG 1981

I TEM
NUMBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PAR

CLASS

DISTRIBUTION

RETENTION

' DISPOSITION

SF 267A

GEN-PUR-007

SF 6826

GEN-PUR-015

PROPERTY DISPOSAL REQUEST (After
November 1, 1975) (SURPLUS PROPERTY
DISPOSAL) To authorize the sale or
exchange of surplus property in an
agency's inventory.

PURCHASE AUTHORETY. Authorizeswan
agency to, accomplish its own purchassg
(Formerly SF [1934A, Authowity ' to
Purchase)

RECEIVER'S REPORT (Obsolete form)

PRODUCT SERVICE COMPLAINT REPORT.
Agency formal complaint against
products or services. (Formerly
Purchas1ng Complaint Report)

1
2

[y

M-

=

OFM
OFM
OPR
OPR
OFM
OFM
OFM
OPR
OFM
OFM

OFM
OFM

OFM
OFM

CFM

OFM
OFM
OFM

Agency Inven-

tory Office

Agency Inven-
tory Office

Agency Acctyg
with Warrant

GA Acctg (Liaq-

uidation Copy
Surplus Prop-
erty
Surplus Prop-
erty

Extra Copy

Agency Acctg
Pay Document
Agency Info
Agency Info
Purchasing
Purchasing
Info Copy

Purchasing
Agency

Purchasing
{Director)
{Action Re-
quired}

(No action
required)
Purchasing
{Buyer)
Agency

6 Years
disposed of

7 Years

7 Years

2 Yéars
Agency Option
Agency Optidn
7 Years'
2'Yeafsl
Agency Option

6 Years
1 Year

5 Years
2 Years

- 6 Years after
corrective
action
Agency Option
Agency Option

Agency Option

Until Property

State Records Center
Destroy at Terminal Date
State Records Center
State Records Center
Destroy at Terminal Date
Destroy at Agency Option
Destroy at Agency Option
State Records Center
Destroy at Terminal Nate
Destroy at Agengy Option

State Records Center
Destroy at Terminal Date

Destroy at Terminal Date
Destroy at Terminal Date

State Records Center

Destroy at Agency Option
Destroy at Agency Option

Destroy at Agency Option
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GEMERAL RECORDS RETENTION SCHEDULE

Faaagen
e

A
3 UL L] TITLE DATE
CHESULE mOMBER PURCHASING FORMS WITH STATEWIDE USE | 1 AU 1981
Nl‘JLEE’éR FORM NUMBER 5TA?Eagggsoi_EELENSC?ILEEF‘UNRDPOSE PART|CLASS DISTREIBUTIOM ‘ RETENTION DISPOSITION
10. | SF 350 ANNUAL BID BOND. Provides on an 1 | OPR]Purchasing 7 Years State Records Center
annual basis, the requirement for bid| 2 | N/A|Vendor N/A N/A
bond submittal as indicated on the 3 | N/A{Bonding Com- N/A N/A
individual Invitation to Bid. pany
11. { SF 351 BID BOND. To bind a principal who 1 ! OPR|Purchasing 7 Years State Records Center
submits a bid to the state on a 2 | N/A| Vendor N/A N/A
single project or purchase to an obli4 3 | N/A|Bonding Com- N/A N/A
gation resulting from the submission pany
and acceptance of the principal's
bid.
12. | SF 3562 PAYMENT AND PERFORMANCE BOND. To 1 | QPR| Purchasing 7 Years State Records Center
bind a principal to an obligation to | 2 N/A{ Vendor N/A N/A
pay or perform in accordance with 3 | N/A{Bonding Com- N/A N/A
~ the terms and conditionssofsthescon= I pany
= tract entered into with the state.
13. SF 770 RECORD OF COMPETITION. To document L | OFM| Agency 3 Years Destroy at Terminal Mate |
verbalguatations from vendors.
/. / - ol Vi
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Y GENERAL RECORDS RETENTION SCHEDULE
< ;:%cds -'!J
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FERESUTENDURER ) [TNE o uEL RECORDS - FORNS USED STATEWIDE T 1ave 198
NUTEM FORM NUMBER TA?’EE{EE$SOSFEFF“:JE!§'C¥IE|I:EPAUNRPOSE PART{CLASS DISTRIBUTION RETENTION DISPOSITION
1. | A20 TRAVEL EXPENSE VOUCHER. To claim 1 {OPR ]JAgency Acctg 7 Years State Records Center
reimbursement for travel expense. Supports Dis-
bursement
2 |OFM |Agency-Copy 2 Years Destroy at Terminal Date
2. AZ20 TRAVEL VOUCHER WORKPAPERS. Documents | 1 |OFM [Agency Divisi-{ Post Audit Destroy after Audit
S that substantiate entries on Travel onal,Sectional}
Expense Voucher. or Unit Office
o ' ' : of Employee
3. 1 A20-1 TRAVEL EXPENSE ADVANCE. (Obsolete 1 |OPR |Agency Acctg 7 Years State Records Center
form) Q- Supports Dis-
bursement
2 |0FM | Agency-filed 2 Years Destroy at Terminal Date
with -Duplicate '
Disbursement
| Documents
q A33 RELOCATION AUTHORIZATION. To auth- | 1 [OFM Purchasing 3 Years | | Destroy at Terminal Date
orize movement of personal belongings 2 |OPR |Purchasing .| 7 Years State Records Center
of new or transferred employee. {validated by
: Insurance Co)
3 IN/A |Employee N/A N/A
5. [ A33-1 RELOCATION AUTHORIZATION - TRANS~ 1 |OFM {Purchasing 3 Years Destroy at Terminal Date
FERRED EMPLOYEE. (Obsolete form) 2 |OPR |Purchasing 7 Years State Records Center
(validated by '
Insurance Co)
3 IN/A |Employee N/A N/A
6 A34 STATE VEHICLE USAGE REPGRT. To 1 [OFM [Office of 2 Years Destroy at Terminal Date
. | report quarterly state vehicle usage Financial
Management
2 |OFM |Agency 2 Years Destroy at Terminal Date
'Af Y
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GEMERAL RECORDS RETENTION SCHEDULE

SCHEDU—I:.E;UMBER TITLE DATE
7 TRAVEL RECQRDS - FORMS USED STATEWIDE 1 AlUG 1981
Nbﬁi’ém FORM NUMBER. s-rA551&3:3505;5ﬁbanfc;‘-;-‘llglﬁE/pAuNncpo;E ] PART|CLASS DISTRIBUTION RETENTION DISPOSITION
7. A40 TRAVEL AUTHORIZATION. To request a 1| OFM|Director 1 Year Destroy at Terminal Date
travel authorization or advance 2 | OFMjAgency Acctg Post Audit NDestroy after Audit
funding. {When used to
make advance
funding)
3| N/A|Empioyee N/A N/A
8. A43 OUT-0F-STATE TRAVEL REPORT. (Obso- 1| OFM|Office of 2 BBC PDestroy at Terminal Date
lete form) Financial
Management
2 1 OFM|Ageney Acctg Agency Option | Recommend not more than 6
months, then destroy
9. | GEN-MT-013 GASOLINE & OIL DELIVERY TICKET. 1§ OFM[Agency Sus- None _ Destroy
Records gasoline and oil used to ‘pense Copy
service motor pwehig] espmm(Formerly 24/m0OFM | AgencymAccig 6 Years State Records Center
HWY-132-028, Gas & 011 Invoice) 3| OFM{Motor Pool 3 Years Destroy at Terminal Date
(Dept of Highways O0fficialmbel ivery
Ticket)
10. | SF 6855 OFFICIAL TRANSPORTATION REQUEST. 1| OPR|Agency Acdctg 7 Years State Records Center
(Obsolete form) ' 2| OFM[Remains in Until all num4 Destroy upon completion
book form bered requesty of use of all requests
are used from| in book.
book
11. | GEN-MT-008 MOTOR POOL TRIP TICKET. To record 1| OFM{Motor Pool 5 Years Destroy .at.Terminal Date
assignment of state owned vehicles 2| OFM[ Agency Acctg 6 Years State Records Center
to individuals on official state 3| OFM{ Agency Office | None Destroy
business. (Formerly HWY 530-003, of Berson
Motor Pool Trip Ticket)}(Dept of Using Vehicle
Highways Pool Car Trip Ticket)
12. HWY 133-105 | DEPT OF HIGHWAYS RECEIPTS {Obsclete 11 OPR| Agency Accts 7 Years State Records Center
{SF 9561} form) ' 2| OFMlHwys Acctg 5 Years Destroy at Terminal Date
3| OFM{ Hwys Acctg Post Audit Pestroy after Audit
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GENERAL RECORDS RETENTION SCHEDULE

NUMBER

7 .

- 1TITLE

TRAVEL RECORDS - FORMS USED STATENIDE

DATE

1 AUG 1981

ITEM

FORM NUMBER

RECORDS SERIES TITLE AND

PART

CLASS

DISTRIBUTION

RETENTION

DISFOSITION

NUMBER STATEMENT OF FUNCTIOGN/PURFPOSE

13. REQUEST FOR OUT-QF-STATE TRAVEL. 1) OFM| Agency Post Audit Destroy after Audit
{Obsolete Form) .

14, CONTRACT GAS & AUTO SUPPLY INVOICES. 1{ OPR}Agency Acctg 7 Years . State Records Center
{Obsolete form) 2 LN/A Vendor N/A N/A

15. CONTRACT GAS & AUTO DELIVERY TICKETSJ] 1| OFM|Agency Acctg 5 Years Destroy at Terminal Date
{Obsolete form) 2| OFM!Receiving StafF None Destroy

Personnel ‘

16. DEPT OF HIGHWAYS GAS DELIVERY NOTICE. 1| OPRjAgency Accty 7 Years State Records Center
{Obsolete form) 2| OFM| Dept of Hwys 5 Years Destroy at Terminal Date

17 GEN-MT-002 VEHICLE MAINTENANCE/SERVICE ORDER. 11 OPR|GA Acctg 7 fears. State Records Center
Provides .a.means,of documenting 2Ym0FM| Usersfgency 3 Years Destroy at Terminal Nate
Maintenance and/or service performed | 3| OFM| Vehicle Rec- | Disposition Trans fer with Vehicle
on state‘motor vehicles and the cosit ords Jacket

ing thereof.
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GENERAL RECORDS RETENTION SCHEDULE

S CHEDULE NUMBER TITLE AT
8 BANKING AND LOCAL FUND RECORDS 1 AUG 1981
NLLEB'::R FORM NUMBER s-rA?Eﬁg:2505;:::JENscTrllTolﬁsl;uH:Pos; PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. CANCELLED AND VOIDED CHECKS AND 1 | OPRlAgency Accig 7 Years State Records Center

WARRANTS. Files of cancelled checks
and warrants drawn of local fund
accounts documenting the check
register.

2. BANK STATEMENTS. Provides a means off 1 ¢ OFM{Agency Acctg 5 Years Destroy at Terminal DNate
reconciling office records of an
account with those of the bank in
which funds are deposited.

3. BANK DEPOSIT SLIPS. Provides a rec-| 1 | OFMlAgency Accty | 5 Years Pestroy at Terminal Nate
: opd of deposits of funds at a bank '
or similar institution.

4. CHECK REGISTERS. Reconds account- 1 LOPR|Agency Acctg | 7 XNears 'State Records Center
abi11ty"eF each check written |

against the account and provides a
running balance thereof.

5. LOCAL FUND RECEIPTS. A record of 1 | OPR{Agency Acctg 7 Years State Records Center
monies received through normal oper-| 2 | OFM| Other Office 2 Years Destroy at Terminal Date
ations other than appropriated
funds .

6. LOCAL FUND CORRESPONDENCE. Peovides| 1 | OFM| Agency Acctg 5 Years Destroy at Terminal Date
further documentation of Tocal fund :
activity.

7. TREASURER'S RECEIPTS AND LETTERS OF } 1 ; OPRiState 7 Years State Records Center
TRANSMITTAL. Provides a record of Treasurer
transfer of monies from agencies to | 2 | OFMl Agency Acctg 2 Years Nestroy at Terminal Nate

the Office of State Treasurer.
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K : 11 GENERAL RECORDS RETENTION SCHEDULE
.
SCHEDULE NUMBER ‘ TITLE DATE
: 9 RECORDS COMMON TO ALL OFFICES OF RECORD 1 AlG 1981
Néngﬁ FORM NUMBER 5TA?Eﬁgg2ﬁ;}§3ﬁk?&*ﬁ;ﬁg}oge PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. TRANSITORY RECORDS. Provides corresd 1 "OFM{0ffice of 90 Days Destroy at Terminal Date
pondence and other documentation Record
which perform a purely routine
function.
2. READING OR DAY FILES. Extra copies | 1 | OFM|Office of 90 Days Destroy at Terminal Date
of correspondence, memos or other Record '
documents assembled for ready
reference, signature control; prepa-
ration of periodic activity reports
or similar administrative reasons.
3. GENERAL CORRESPONDENCE FILE. Pro- 1 | OFMiOffice of 2 Years Destroy at Terminal Date
vides documentation pertaining to Record
the operation of the office. :
_ ';f . 8 . 2 Z] /
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GENERAL RECORDS RETENTION SCHEDULE
NUMBER 9

GENERAL RECORDS RETENTION SCHEDULE NUMBER 9 COVERS RECORDS COMMON TO ALL
OFFICES OF RECORD

I. TRANSITORY RECORDS. This Records Series consists of correspondence and form
records which perform a purely routine function. It includes letters of transmittal
and transmittal forms (those documents used exclusively as a cover sheet to transmit

a document or group of documents or materials from one office to another, which do

not contain information of recerd or fiscal value; communications correcting reports;
routine requests for information, publications or supplies; courtesy or informational
copies of documents which do not contain procedural or policy matter applicable to the
receiving office. These are best maintalned in four file folders as shown in the
jllustration below:

-

/ TRAHSITORY NEoAns APAIL - MBUET - NRCTMRER b
TEARSTTORT HECWIDN HAHEH = JULY - ROYSMMER \
AHANOTTR S e OE FEGHUAAY . JUHE - OTFORYR \

-
AN ITORY  HECGh b HMKAY  HAY . STFTPHRFR

It will be noted that the months of the year are shown in chronological order reading
from bottom to top in each of the three columns. The folder housing the current month
will always be in front. If the current month were January, the folders would be
arranged as shown in the illustration. All transitory records would be placed in the
first folder, at the time of filing, in chronological order with the latest date to the
front. On the first working day in February, the entire folder for January would be
withdrawn and placed behind the "April - August - December" folder. This procedure
would be accomplished for each succeeding month., The first working day in May would
find the folders in thelr original confliguration. As all documents which pertain to the
same action or transaction should be stapled together, it becomes a simple task to screen
the documents in this first folder. At this time, a determination can be made as to
which documents are developing into separate Records Series and which are not. Those
documents which are eligible can be made into a separate Records Series and identified
as such. The others which are of no value may be destroyed. The utilization of the
four folder arrangement provides for a "built-in' 90 day retention of these documents
for reference purposes before they are either made into a separate Records Series or
destroyed.

2., READING OR DAY FILES. Filles of extra coples of communications, memos or other
documents assembled for ready reference, signature control, preparation of periodic
activity reports, or similar administrative reasons. This Records Series may be
mgintained and destroyed in a similar fashion to the Transitory Records described
above.
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3. GENERAL CORRESPONDENCE FILES. These are files consisting of correspondence,
messages, form records, memoranda and related documents accumulated by most Offices
of Record. The documents housed in this file may deal with the actual function(s)
of the activity, but, as the name dimplies, these documents are of such general
nature so as to preclude them from inclusion in a separate Records Series. Inasmuch
as the General Correspondence File usuglly Involves a variety of subjects, the
subjective arrangement of filing makes it an Ideal method of filing documents in
this file. Files in all offices should be based on two time periods, calendar
yaar records or fiscal year records, depending on the function of the activity
maintaining them. Calendar Year records are based on the period 1 January through
31 December and Fiscal Year records are based on the period 1 July through 30 June.
General Correspondence Files created and maintained by non-fiscal type activities
should be cut—off on 31 December and new files established on 1 January. General
Correspondence Files created and maintained by fiscal activities should be cut-off
on 30 June and new fileg initfated on 1 July.
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GENERAL RECORDS RETENTION SCHEDULE .

7

X - etords %
{_i_lww:m
— _‘éi . N .
SCHEDULE NUMBER - ITITLE . DATE ‘
10 IDENTIFICATION AND DISPOSITION OF DIRECTIVE AND ADMINISTRATIVE PAPERS 1 AUG 1981
NUMBER FQRM NUMBER ‘ sTAEEag:?sos;':;.:stfc-rnjlyﬁgfPAUNRDPos:E : PARTICLASS CISTRIBUTION RETENTION DISPOSITION
1. GENERAL DOCUMENTATION. (Minutes of OFM Elected Public | 4 Years These are Archival mater-
meetings, agendas, dockets, regula- Official, Cabid jals and must be trans-
tions, procedures, organizational net Lével Dired ferred to the State
charts, functional statements, torate, Board, : Archives after 2 or 3
narrative reports, reports of subal- Committee or years office retention.
terns, news releasas and news Commission : (RCW 40.14.020)
clippings) Chairman, Dep-
uty Director
of similar ex-
ecutive posi-
tion
2. . PAPERS OF EXECUTIWE. DIRECTION. OFM |Samemass (1) 4 Years Same as (1) above
(Papers reflecting advice from “ labove
superiors and| adwice from Subalterns
or dispensed to others; formal issu=
ances, "directives and "policy state-
ments; briefings of presentation
materials; survey data showing how
things are done and reports on what
could be done to ‘improve)
3. SPEECHES AND WRITINGS. : "1 OFM [Same as (1) 4 Years Same as (1) above
above
4, OFFICIAL CORRESPONDENCE, (Corres- OFM [Same as (1) 4 Years Same as (1) above
pondence from and to political above
personalities and other public
officials or offices; national §tate
and -local)
= — /:/ ;q'p%- e Y, B X
OR THE ATTO v ‘ENERA/L. / FOR THE STAT Lo aRrR . FOR THE STAT A IVIST *
C{?iff?'ﬁ“iﬁajziﬁg? ;2&%%H&u) . ! ,/2??721,,,??2?%§£4z5412,ﬂ,

CAALSD




€9

SCHEDULE NUMSER

TITLE

GENERAL RECORDS RETENRTION SCHEDULE

10

IDENTIFICATION AND DISPOSITION OF DIRECTIVE AND ADMINISTRATIVE PAPERS

DATE

1 Aug 1981

ITEM
NUMEBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PART|

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

Deputy]

three
needs

Such records as iden

tified hereon at Public Official
Director or sfi

Records Center upon
is generally considg
vears from the
should determi

Reference:

. Cabi
imilar executive Tevel positions, must
ttermination of office.
red adequate for administrative

purposes .
date of origin.

White a two %o thres
ne the exact office retention and it i

net
be
440,14

yea

4020.
Foy

Leve]
trang

r of

Directorate,

ferred to that

exampie, the
Fice retention

s hance discretionary p

Board, Committee
official's sucd
A two or thre¢ year office v
Lovernor's paper
1s recommended,
rior to terminat

or Commission Chairman,
essor or to the State
atention of such papers

s are transferred after
respective administrative
ion of office.
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER - |TITLE SATE

11 RECORDS MANAGEMENT OPERATING RECORDS 1 AUG 81
NoTEM FORM NUMBER s-rn?gag: 250";:5IF_‘.':_‘E,fc".;.‘I"';';,E,F‘UNRDPOSE , ParTlcLAss DISTRIBUTION RETENTION DISPOSITION
1. GAA-1 RECORDS TRANSMITTAL. Transmits inactF 1 | OPRiArchives Until record Destroy
jve records to the State Records _ destroyed,
Center. then film
2 | OFM |0ffice of Until Tast Destroy at Terminal Date
Record record item
destroyed
3 | OFMiRecords Until last Nestroy at Terminal Date
Officer record item
destroyed
2. | GAA-1A | ESSENTIAL RECORDS TRANSMITTAL. 1 | OPR|Archives Permanent
Transmits Essential Records to stor- | 2 | OFM|Records Until last Destroy at Terminal Nate
age facility. Officer reCord has ¥
: been. destroyed
3 GAA-1B - MICROFILM/TRANSMITTAL., Provides an 1 | OPR|Archives Permanent
itemized list of agency microfilm 2 1"OFM|0ffice of ™ o {.UntiT Ffinal Destroy at Terminal Date
transferred to the State Records Record ‘ disposition
Center, of film
4, | GAA 8A MULTIPLE COPY RECORDS INVENTORY. 1] OPRjArchives Permanent
Provides a record of authorized 2y OFM|Office of Until 1 Year | Destroy at Terminal Date
disposition of multiple copy records Record after last
record item
destroyed
3§ OFMIOffice of Until 1 Year | Destroy at Terminal Date
Record after last
' record item
destroyed
5. | GAA-22 WORK ORDER. Provides itemized labor} 1| OFM|Agency Acctg 3 Years pDestroy at Terminal Date
and material costs of m1cr0f11m1ng 2| OPR]GA Acctg 7 Years State Records Center
records for an agency. 3| OFM| Archives 3 Years Destroy at Terminal Nate

Fal Vs
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GEMERAL RECGRDS RETENTION SCHERDULE

e
SCHEDULE NUMBER

11

TITLE

RECORDS MANAGEMENT OPERATING RECORDS

CA

"1 Aun 1981

1TEM
NUMBER

FORM NUMBER

RECCRDS SERIES TITLE AND
STATEMENT OF FUNCTION/FURFOSE

PART,

CLASS

DISTRIBUTION

RETENTION

DISPOSITION

6.

GAA-38

GAA-53

GAA-61

GAA-50

ESSENTIAL.RECORDS SCHEDULE. Identi-
fies agency essential records and
schedules their retention, protection
method and updating plan.

RECORDS INYENTORY, DISPOSITION
AUTHORIZATION & TRANSFER SCHEDULE.
Provides ddentification and disposi-
tion of all records found in the
office.

REQUEST FOR MICROFILM SERVIGES. »To
request the microfilming of agency
recordsubysthe Central Microfilm
Bureau, local service bureaus or
sheltered workshops.

GENERAL RECQRDS RETENTION SCHEDULE.
Provides a detailed identification of
forms and records used universally
throughout state government, includ-
ing the number of copies of each,
their ultimate recipients, and recom-
mended classification and retention
of each copy

1
2

—

—d

QPR
OFM

QPR
OFM

OFM

OFR
OFM

OFM
OFM

Archives
Records Officen

Archives
Office of
Record

Records 0fficer

Archives
Agency

Archives
Office of
Record

Permanent
Until Super-
seded

Permanent
Until 1 Year
after last
Records Series
has been
disposed of
Until 1 Year
after last
Records Series
has been
disposedwof

7 Years
3 Years

Permanent,
Until super-
saded

Destroy at Terminal Date

Destroy at Terminal Date

Destroy at Terminal Date

State Records Center
Destroy at Terminal Date

State Records Center
Destroy when superseded
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GENERAL RECORDS RETENTION SCHEDULE

SCHEMILE NUMBER

12

- fTITLE

FORMS MANAGEMENT OPERATING RECORDS

DATE

1 AUG 1981

FORM NUMBER

HECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/PURPOSE

PART|CLASS

DISTRIBUTION

RETENTION

DISPOSITION

ITEM

NUMBER
1. | SF 42
2. | sF 43
3. | SF 44
4. | SF 123
5, | SF 171
6. | SF 358

7. | SF 518

FORM HOLD NOTICE.

NUMERIC FORMS INDEX. To assign and
control agency form numbers. Also
serves as a numeric index of agency
forms.

FORM ORDER LOG. To document and con-
trol orders placed for forms repro-
duction.

To notify stocking
authorities of pending form revis-
ions or discontinued use.

LOW USAGE FORM L:DENTIFICATION CARD.
To identify user of 1owsusage form
in agency stockrooms.

FORM APPROVAL REQUEST. To control
the origination of state and agency
forms.

FORMS MANAGEMENT TMPROVEMENT RECORD.
To document and report individual
forms management savings accomplish-
ments. .

FORM SPECIFICATION AND ORDER RECORD.
To provide a definitive record of
the specifications of each active
form and order history.

1| OFM

1[ OFM

1| OFM
2 | OFM
1| oFm
1] OFM
21 OFM
1| oFmM
2 | OFM
1| OFM

Forms Mgt Off

Forms Mgt Off

Forms Mgt Off
Stockroom

Stockroom

Forms Mgt Off

Requesting
Office

State Forms
Management
Agency

Forms Mgt Off

Permanent

2 Years

2 Years
1 Year

2 Years

Until form is
obsolete or
superseded
Until form is
obsolete or
superseded. '’

5 Years
3 Years
Until form is

obsolete or
superseded

Destroy

Destroy
Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

at

at

at

at

at

Terminal

Terminal
Terminal

Terminal

Terminal

Terminal

Terminal

Terminal

Date

Date
Date

Date

Nate

Date

Date

Date
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GEMERAL RECORDS RETENTION SCHEDULE

S Recotds i
Itmqmam ]
—
SCHEDULE NUMBER TITLE DATE
12 FORMS MANAGEMENT OPERATING RECORDS 1 pug 1981
N\I.ILEBNET:R FORM NUMBER STAﬁgf‘gE2505‘:5§'UENSCTI.'|E';5;UNRDPOSE PART|CLASS DISTRIBU TION RETENTION DISPOSITION
8. | SF 370 AGENCY PROGRAM STATUS CHECK LIST AND | 1 {OFM Btate Fms Mgt |[7 Years’ State Records Center
EVALUATION. Facilitates management Z2 |0FM Bgency mgt 1 Year Destroy at Terminal Date
audits and evaluation of agency Forms| 3 [OFM Fms Mgt Off 3 Years Destroy at Terminal Date
Management Program.
9. { SF 74 FORM ANALYSIS WORKSHEET. To aid in 1 |OFM Fms Mgt Off Until form is |Destroy
the gathering and analysis of infor- obsolete or
mation about an existing or proposed superseded
form system.
10. | SF 126 FORM ARTWORK IDENTIFICATION CARD. Toj 1 [OFM Fms Mgt Off Until form is |Destroy
identify ownership and to request the obsolete or
return of artwork from the printer superseded
for retention by the originating
agency.
11. | SF 41 FORM COLLECTION TOP SHEET. To facilit 1 |OFM'Fms Mgt Off Until form is |Destroy
tate the collection’of forms' used=in obsoletevor
agency opervations. Also serves as superseded
alphabetie” Torm index cavdy 2 NOFM RecordsmOfficer] 1 Year Pestroy at Terminal Date
: 3 |OFM [Fms Mgt Off Until form is | Destroy
obsolete or
superseded
12, | SF 19 FORM REORDER APPROVAL. To obtain 1 |OFM fFms Mgt Off 3 Months Destroy at Terminal Date
information from the principal users
before forms are reardered.
13, | SF 45 FORM REORDER REMINDER. To alert form{ 1 |OFM Stockroom Until form is | Destroy
users of time to reorder new supplies obsolete or
superseded
14, | SF 79 RECURRING DATA ANALYSIS CHART. To 1 {OFM |Fms Mgt Off Until form is { Destroy
facilitate standardization of forms obsolete or
and elimination of redundant require- superseded
ments, ‘
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GENERAL RECORDS RETENTION SCHEDULE

—“" —"2pcotds
Muzagamen!
B
SEMEGULE WOWSER 13 [TULE o ooDs COMMON TO MAIL AND MESSAGE CENTERS T 1 Apg 1981
NLlI-II:!%‘ER FORM NUMBER STAﬁ-gag:$SOSFEIELENSCTTIIB:E/PAUNRBPO;'E . PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. 3533 APPLICATION & YQUCHER FOR REFUND OF 1 [ N/A| Post Office N/A ' N/A
POSTAGE & FEES. Used to obtain re- 2 | OPR| Mail&Msg Ctr | 7 Years State Records Center

fund of postage in the event of spoil
age or unusé@d stamps, metered envel-
opes, stamped envelopes or to close
out a Postal Account.

2: | 3601A APPLICATION FOR POSTAGE METER 1 [N/A] Post Office N/A N/A
LICENSE. Used to procure Ticense to | 2 | OPR] Mail8&Msg Ctr | 7 Years State Records Center
obtain and use a postage meter.

3. {6001 APPLICATION FQR DOMESTIC MONEY ORDER.| 1 {N/A[ Patron N/A N/A
Application & receipt for issuance 2

OPR| Mail&Msg Ctr | 7 Years . | State Records Center
of & domestic| money, order. E

4, 3857 ASSIGNMENT OF NUMBER BLOCKS: FOR I"POFM ¢ Mail8Ms g/ Ctr }/ 3 Years Destroy at Terminal Date
' : REGISTERED, INSURED, CERTIFIED & . ‘ .

C.0.D.WMATL. "Maintainsiamrecord of
the assignment of control numbers for
registered, insured, certified and
C.0%D. mail.

5. ]1538 BOX RENT RECEIPT. Receipt for money

1 | N/A| Patron N/A N/A
received for rental of Post Office 2 | OPR| Mail&Msq Ctr | 7 Years State Records Center
box.
6. |3817 CERTIFICATE OF MAILING. Used tosat-{ 1 ]OFM} Mail&Msg Ctr | 3 Years Destroy at Terminal Date

isfy requirement of proof that mail
was dispatched.

7. 5375 CHANGE OF ADDRESS CARDS. Notifica- 1| 0FM MaiT&Msg Ctr | 1 Year Destroy at Terminal Date
tion that a patron has changed
mailing address

8. |1412C DAILY CASH REPORT. Maintains a -~ = i 1 {N/A| Post Office N/A N/A

record of daily income and expend-. 2 10PR| Mail8Msg Ctr | 7 Years State Records Center
itures for the various postal trans-
actions invetving funds.
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GENERAL RECORDS RETENTION SCHEDULE

(_t_h:u:;nen
DULE NUMBER TITLE DATE
13 RECORDS COMMON TO MAIL AND MESSAGE CENTERS 1 aug 1981

NUMBER FORM NUMBER s1-,;?SagsQEOSFE,‘.ELE,,,SC'?‘E';EPAUNRDPOS;_ PART[CLASS DISTRIBUTION RETENTION DISFOSITION

9. | 3602 DAILY RECORD OF METER REGISTER READ- | 1 [N/A }Post Office N/A N/A
INGS. A daily record of postage meter| 2 {OFM | Mail&Msg Ctr |3 Years Destroy at Terminal Date
transactions.

10. | 3877 FIRM MAILING BOOK. Maintains a 1 |OFM |Mail&Msg Ctr |3 Years Destroy at Terminal Date
record of the assignment of control
numbers for registered, insured,
certified & C.0.D. mail.

11, | 1510A INQUIRY FOR THE LOSS OR RIFLING OF 1 |N/A | Post Office N/A N/A
MAIL MATTER. Used to satisfy inquir-| 2 }OFM | Mail&Msg Ctr {3 Years Destroy at Terminal Date
ies concerning mail that has been
received with evidence of tampering
by unauthorized persons. 7

12. | 3749 TRREGULARITIES IN THE PREPARATION OF\{ 17 jN/A | Post Office N/A NDA
MAIL MATTER.,  Received from the Post | 2,J0FM | Mail8Msg Ctr [3 Years Destroy at Terminal Date
Office with data“concerning. the '
improper preparation of mail matter.

13.7] 3849 MAIL ARRIVAL NOTICE. Notice that 1 [OFM { MaiT1&Msg Ctr [ 3 Years Destroy at Terminal DNate
mait for which must be receipted has
been received and may be picked up.

14. | 3582A POSTAGE DUE BILL. Notification from { 1 jN/A ] Post Office N/A N/A
Post Office that mail matter has been| 2 {OFM} Mail1&Msg Ctr | 3 Years Nestroy at Terminal Date
received for which additional postage
is necessary.

15 3544 POST OFFICE RECEIPT FOR MONEY. 1 |N/A| Post Office N/A N/A
Receipts issued by the Post Office 2 |OPR| Mail8Msg Ctr |7 . Years State Records Center
for money received.

16. | 3800 RECEIPT FOR CERTIFIED MAIL. Received| 1 |N/A|] Post Office N/A N/A
from Post Office indicating Certi- 2 |OFM| Mail8Msg Cen | 3 Years Destroy at Términal Date
fied Mail has been received for
dispatch
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GENERAL RECORDS RETENTION SCHEDUL.E

SCHEDUY I.E NUMBER

13

S |TiTLE

RECORDS COMMON TO MAIL AND MESSAGE CENTERS

DATE

1 AUG 1981

ITEM
NUMBER

FORM NUMBER

RECORDS SERIES TITLE AND
STATEMENT OF FUNCTION/FPURPCOSE

PART|CLASS

DISTRIBUTION

RETENTION

DISPOSITION

19.
20.
21.

22.

23.

3603

3811

3606
2865

3955

PS 3542

‘mail has been received by the addres-

RECEIPT FOR POSTAL METER SETTINGS.
Receipts from the Post Office that
appropriate funds have been received
to cover usage of postage meter.

RETURN RECEIPT REGISTERED, INSURED &
CERTIFIED MAIL. Notification that
registered, insured,and certified -

sge.

SENDER'S STATEMENT & CERTIFICATE OF
BULK MAILING. A record of bulk ma11
thatlhas bEenpdispatchedy

RETURN RECEIPT.=uINTERNATIONAL MATL.
Used to verify mailing has been
fecelvedrby the addresseess

SPECIAL DELIVERY NOTICE. Serves to
notify addressee of Special Delivery
mailing that was -undeliverable due
to absence of addressee.

STATEMENT SHOWING NUMBER OF COPIES OR
SECOND CLASS OR CONTROLLED CIRCULA-
TION PUBLICATION MAILED. Maintains
a record showing number of Second
Class or controlled circulation for
which postage is collected,

APPLICATIONS & PERMITS FOR SPECIAL
MAILING PRIVILEGES. Post Office
approvals for special mailing auth-
orizations.

1
2

[ 2 e T

[ v

N/A
OPR

OFM

0FM

OFM

OFM

N/A
OPR

N/A
OPR

Post Office
MailMsg Ctr

Mail8Msg Ctr

Mail&Msg Ctr
Mait&Ms g Ctr

Mail&Msg Ctr

Post Office
Mail8Msg Ctr

Post Office
MailaMsg Ctr

N/A
7 Years

1 Year

3 Years

3 Years

1 Year

N/A
7 Years

N/A
7 Years

N/A
State Records Center

Destroy at Terminal DNate

Destroy at Terminal Date

Destroy at Terminal Date

Destroy at Terminal Date

N/A
State Records Center

N/A
State Records Center
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDJLENUMBER TITLE DATE
13 RECORDS COMMON TO MAIL AND MESSAGE CENTERS 1 AUG 1981
Nt o FORM NUMBER 51.A$E,§g§?505:’5§{JEN5CT'.’|E‘&'§P‘L"RUPOS‘E PART|CLASS DISTRIBUTION RETENTION DISPOSITION
24, APPLICATIONS & PERMITS FOR MAILING 1 IN/A| Post Office N/A ' N/A
WITHOUT AFFIXING POSTAGE. Authori- 2 |OPR| Mail8Msg Ctr | 7 Years State Records Center
zations for bulk mailing for which '
postage will be affixed at Post
Office.
25. APPLICATIONS & PERMITS FOR USE QF 1 IN/A | Post Office N/A N/A
METER“POSTAGE. Applications and per-} 2 [ OPR| Mail&8Msg Ctr | 7 Years State Records fenter

mits for use of postage meter in lieu
of postage stamps.

26. METER MAILINGS. A record of all 1 |N/A| Post Offic3 N/A - | N/A
: mailings using postage meter. 2 |OFM| Mail&Msg Ctr | 3 Years Destroy at Terminal Date
27. POSTAGE STAMP REQUISITIONS & LOGS. A | 1 |[OPR| Mail&Msg Ctr | 7 Years State Records Center
fecord of pos tage™sStamps™puvrchased™n :
quantity.
28. WEEGHING & /DISPATCH CERTIFICATES. 1. |N/A| Past Office N/A N/A
: Post Office verification of weight. 2 [OFM| Mait&Msg Ctr | 3 Years Destroy at Terminal Date
and dispatch of mailings.
29, | 3602 BULK RATE MAIL STATEMENT. Verifica- | 1 [N/A| Post Office N/A N/A
tion by Post Office of bulk mail dis-| 2 |OFM| Mail&Msg Ctr | 3 Years Nestroy at Terminal Date
patched.
30..] 3602PC BULK RATE MAILING STATEMENT - THIRD 1 [N/A| Post Office N/A N/A
CLASS MAIL. +Verification by Post 2

OFMj Mail8&Msg Ctr | 3 Years Destroy at Terminal Date
Office of bulk mailing of Third Class _
mail.

G AASD

- ""-

V- Y,
FOR THE ATTORNEY GENE AL ) FOR THE STAT RITOR he
W / %‘Ff QMM / S &gl ﬁ% -
*;wz Vil A 1A / 3' ' AL g ééf%aﬂﬁgt,
L Ty
—,



*29

seores

< é Imgmz%g

L*__._hat_/'

i

GENERAL RECORDS RETENTION SCHEDULE

RenEOORE IR 14 ™" INTERNAL DATA PROCESSING RECORDS 1 AUG 1981
NLL%'ER FORM NUMBER s'TA?Eﬁgs?sosF‘Egbgrfc?!yﬁe;u"nbpos.E PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. DATA PROCESSING FEASIBILITY STUDIES. | 1 |OQFM| Data Proc 1 Year after |Destroy at Terminal Date
Problem identification, requirements B completion of
statement, system objectives, alter- study
native proposals, cost/benefit analy-| 2 |OFM| Customer/User | 1 Year after |Destroy at Terminal Date
sis, feasibility statement, related completion of
correspondence, study
2. SYSTEM DESIGN DOCUMENTATION. (A11 new] 1 |[OFM| Data Proc 1 Year after |Destroy at Terminal Date
development and major revisions), termination of
general design, including existing _ system
system review, if applicable, system | 2 |OFM | Customer/User | 1 Year after |Destroy at Terminal Date
definition, project work plan and termination of
detail designy ¥ncluding documenta= system
tion plan, program specificatiens,
special forms and“requirements,
development plans for testing, train-
1ng, conversion and acceptance,
related correspondence.
3. PROGRAMMING AND IMPLEMENTATION DATA. | 1 [OFM | Data Proc 1 Year after |Destroy at Terminal Date
(A11 Systems). Program documentation termination of
procedural manuals - both user and , system
operational, training manuals, system| 2 |OFM| Customer/User [ 1 Year after [Destroy at Terminal Date
acceptance c¢riteria. termination of
: system
4. POST IMPLEMENTATION REVIEW. (A11 new | T [OFM | Data Proc 1 Year after |Destroy at Terminal Date
system development and major systems) ‘ completion of
Project and personnel evaluation, system imple-
post-implementation audit and further mentation
recommendations. 2 |OFM | Customer/User | T Year after |Destroy at Terminal Date
' completion of
system imple-
mentation
. /I/ // ; .|
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GCENERAL RE

CORDS RETENTIOK SCHEDULE

UL NUMBER
SCHEDULE -I 4

TITLE

INTERNAL DATA PROCESSING RECORDS E] AlE 1981
oTEM FORM NUMBER STA?’EE!%E$505F'E§{JENSC-'I;"|EI;|E/PAUNHDPOSE PARTICLASS DISTRIBUTION F!.ETE:NTION DISPOSITION

throughput statistics, usage records,
etc,

Data Proc

5. SYSTEM MAINTENANCE DOCUMENTATICN. 1 |OFM | Data Proc 1 Year after |Destroy at Terminal Date
Change authorization, description of termination of
cthanges, acceptance testing, related system
correspondence. 2 |OFM | Customer/User |1 Year after [Destroy at Terminal Date
"~ | termination of
_system
5. OPERATIONAL RECORDS. Summaries of 1 {0FM 1 Year Destroy at Terminal Date
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GENERAL RECORDS RETENTION SCHEDULE

SCHEDULE NUMBER - |TITLE DATE
15 REPORTS MANAGEMENT RECORDS 1 AlNG 1981
N&'{ﬂ%\&ﬁ FORM NUMBER srnﬁsﬁlg: $5°5FE E{JENSC;IJ)';EPAUNROPOS‘E PART|CLASS DISTRIBUTION RETENTION DISPOSITION
1. |SF 214 REPORT DISTRIBUTION SURVEY AND 1 { OFMjReports Coord- (3 Years Pestroy at Terminal Pate
CRITIQUE. To submit recommendations inator
relative to report content and need
from the recipients of copies of
reports distributed by state agencies
2. |SF 326 REPORT AUDIT QUESTIONNAIRE: To col- | 1 | OFM|Reports Coord- |3 Years Destroy at Terminal Nate
lect information about the distribu- inator
tion and needs for reports issued 2 | OFM |Reports Office |1 Year Destroy at Terminal Nate
within a state agency.
3. |SF 328 REPORT INVENTORY LOG. To record need| 1 { OFM|Reports Coord- |3 Years after. | Destroy at Temrinal DNate
- and cost informatien about the inator discontinuance
reports used by a state_agency. of last report
: 2 | OFM [Reporting) - . |l Year after Nestroy at Terminal Nate
: Office discontinuance
of Tast report
4. |SF 329 REPORT APPROVAL REQUEST. To advise 1 | OFM|Reports Coord- |3 Years after | Destroy at Terminal Déte
- an agency Reports Coordinator of a inator "{discontinuance
new requirement or change in.an of Tast report
existing report. : 2 | OFMiReporting 1 Year after Destroy at Terminal Nate
Dffice discontinuance
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of last report
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