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FOREWORD 

Records Managemenb is concerned with.the t<2fJ 
management of information. PUblic records v 
are recorded information, regardless of J} fr 
physical form or characteristic, ~ ~ 
inela.61°s copies-¢-,- that h~y 
or received by any agency of the state of 
Washington in connection with the 
transaction of public business. ~cw 
40.14.0lO)All public records are property 
of the State and are required to be 
maintained and disposed of by state 
agencies in accord with provisions of 
title 40.RCW. 

The State Records Committee is comprised 
of a representative of the Office of 
Attorney General; a representative of the 
Office of Financial Management; the Chief 
Examiner of the Division of Departmental 
Audits of the Office of state Auditor; and 
the.State Archivist. This Committee is the 
body authorized by RCW 40.14 to generally 
oversee a state wide records management 
program and to approve the retention and 
disposition of public records of all state 
agencies and higher education 
institutions. 

Archives and Records Management, a 
division of the Office of the Secretary of 
State; in conjunction with the State 
Records Committee, sets guidelines and 
procedures, provides training and 
consultative services for the Washington 
State Records Management Program, for use 
by all state agencies, ahd--hlghe.:i:: edm;:a-t1.""0n 
·~ 
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INTRODUCTION TO THE GENERAL RECORDS RETENTION SCHEDULES 

General Records Retention Schedules (~ 
are issued by the Washington state Records 
Committee -tsRel to provide retention and Cl ...i T 
disposition authorization for records-tc"
common to eevetal oz all agencies of WA 
State Goverrunent,(i"l'lcludin~ Institetiens 
_of Hiljher Education, Commissions, 'lrt;tj ~ 

. ~ ,<-'-" 
Records that are UNIQUE to ~agency are 
not listed in the GS. e 'on 
on scheduling unique re ords, see your 
agency Records Office Agency Records 
Officers should adopt include GS series 
used by an off ice as ppendix to or 2nd 
half of the Records R tention Schedule. 

In 1991, use of th GS/was made mandatory. 
The retention and is bsition · 
authorizations must b used by an agency 
to the greatest ext -possible. These 
schedules are des.ign to cover records 
common to most agen i P· The descriptions 
are not form number nam~ specific. An · 
agency's unique ver ion\of forms still 
perform the same f.nctions and are covered 
in the schedules. 

The retention and disposition 
authorizations in the GS are to be 
implement~d without further approval from 
t~e except::ieH 'Gaut :ceeoTds 
c eated be~-;n-:t-must s~fere4 to the 
S~ate Archivis~. Retention periods stated 
are considered to be the minimum~ 
necessary under normal conditions. If an 
agency wishes to apply a different 
retention period for any series of records 
included in the GS, the Records Officer 
must submit a Records Retention Schedule, 
form SSA 53b~ and provide justification 
for the deviation. 

The GS are issued in a looseleaf format 
for ease of updating subs quent additions 
and revisions. Th Natio l; Archives 
estimate the GS co rise an estimated one
third of the total lu e of records 
maintained by agencie . By following the 
retention and disposit on instructions in 
the GS, your agency c ealize 
significant savings · ce and labor; 
while ensuring.prese and security 
of valuable records 
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THE REVISIONS MADE TO THIS EDITION 

The current edition's instructions to destroy records are applicable to 
include all media forms, i.e., hard copy, microform, electronic record, 
magnetic media, etc. 

A disposition authority number and a cut-off have been added for each 
agency/office having a copy of the record. 

Records have been grouped together by function. Previously the GS listed 
and indexed form numbers and titles. Many of the forms/reports in the 
previous GS are now combined by function. 

Official Public Records recognized ~s voluminous have been authorized to 
be retained less than six (6) years. · 

GS 1-4, (Community Colleges) Financial Management Systems Reports 
series, has been omitted form the GS and included in the CC records 
manual. 

GS 3 now contains common records of the Combined Fund Drive. 

GS 3-2, Personnel/Payroll ''p" series; GS 3, Personnel Forms and GS 1-1, 
Principal Federai Tax Returns series are combined as GS 3, 
Personnel/Payroll/Position records. 

GS 3-3, State Employees Retirement Systems series and GS 3-5, State 
Group Insurance Forms are combined with Industrial Insurance (L&I forms) 
·records as GS 3-3, Insurance Records. · 

GS 4, Non-Records, has been combined with GS 9, Records Common to 
Offices. 

GS 4, Investigative and Audit Reports series is added by the Office of 
the State Auditor. 

GS 9, item ~3, General Correspondence is rescinded. Records falling into 
this series must be submitted on the Records Retention schedule, form 
SSA53b, and approved by the State Records committee. 

GS 10, Directive and Administrative Papers series is rescinded. Records 
falling into this series must be submitted on the Records Retention 
schedule, form SSA53b, and approved by the State Records Committee. 

GS 11, ·Records Management Records, includes Public Disclosure Request 
series. 

GS 14-1, Information Technology Services and GS 14-2, Electronic 
Records, has been added by Department of Information Services. 

GS 17, Electrbnic Mail has been added by the State Archivist. 

GS 18, Attorney General Issued Records series is added by the Office of 
the Attorney General. 

For the Record is a new guideline for the disposition of private and 
public papers; added by the State Archivist. 
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GLOSSARY. 

ACTIVE RECORDS: Records maintained in the office of an agency for 
current daily operations and are referenced at least once a month. 

ARCHIVAL: Noncurrent (inactive) records preserved because they 
possess information of historical value. These records having 
archival value include records which show an agency's origin, 
administrative development, present organizational structure, 
policy decisions, and documentation of functions. The office of the 
state Archivist is authorized by RCW40.14 to have reasonable access 
to all public records, wherever kept, for the purpose of performing 
statutory duties. · 

ARCHIVAL APPRAISAL: Archival appraisal of state records is a 
multiple step process made by the State Archivist and appraisal 
committee in conjunction with the state Records Committee and the 
agency of origin to identify records that have actual or potential 
archival value. This is accomplished as part of the records 
retention scheduling process required by state law. 

COMPUTER: an electronic device designed to accept data (input), 
perform prescribed mathematical and logical operations at high 
speed, and supply the results of these operations (output). 

COMPUTER OUTPUT MICROFILM (COM): microfilm containing data 
converted and recorded directly from a computer. Generally used 
instead of hard copy printouts. 

CUT-OFF: an event or a date when the retention period begins. 
example: Contract records become inactive when the Fiscal or 
Business Office receives the final payment on contract (FPOC). 
Contract records become inactive in offices having only reference 
copies of contracts at the termination of contract (TOC). 

DISPOSITION: the action to be taken during or at the end of the 
life cycle of a record. DESTROY means after the records are 
retained in the office for the retention given, the records are 
destroyed by the agency• The instructions to destroy records i the 
GS are applicable to include all media forms, i.e., hard copy, 
microform, electronic record, magnetic media, etc. RECORDS CENTER 
STORAGE means after the records are retained in the off ice until 
reference is less frequent than once a moth, the records may be 
transferred to the Records Center to be stored for the remainder of 
the retention. TRANSFER TO ARCHIVES means at the end of the 
retention the records are transferred to the State Archives as 
historically significant documents. 

DISPOSITION AUTHORITY NUMBER (DAN): the General Records Retention 
Schedule has assigned a disposition authority number for each 
distribution copy of a record series. This number is to be used (in 
whole) when preparing transmittals (for transfer·to the Records 
Center or State Archives) on box labels, etc. 
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DISTRIBUTION: the agency or office responsible for the most 
important copy of a record is identified and given the longest 
retention; also the Official. Public Records classification if 
appropriate. Determining the office or agency with the most 
important copy is critical to setting the minimum/maximum retention 
periods for the other distribution copies. 

ELECTRONIC MAIL (E-MAIL): the process or result of sending and 
receiving messages in electronic form via remote computer 
terminals. 

ELECTRONIC RECORDS: records stored in a form that only a computer 
can process. Data is accepted (input}, stored on magnetic media 
while prescribed mathematical and logical operations at high speed 
are performed, and the results of these operations are supplied 
(output). 

ESSENTIAL RECORDS: records that are essential for the operation & 
function, or reconstruction of a state agency. These are records 
which require security storage or some means of protection. 

FILE: (1) an accumulation or collection of related data (organized 
records} arranged into logical records that are stored together and 
treated as a unit. (2) a unit, such as a folder, microform, or 
electronic file, containing records. · 

FUNCTION/PURPOSE: the description of the Record Series. It is an 
understandable, effective statement of the function/purpose these 
records provide and the information the records contain. The 
description should be understandable to those who have no knowledge 
regarding the record or government function. 

GENERAL RECORDS RETENTION SCHEDULES: schedules which set forth 
retention periods for records common to many or all office in state 
government. To use an item from the General Schedule, the title, 
description, retention, etc, must be used as approved by the State 
Records Committee. 

INFORMATION TECHNOLOGY: includes equipment, software, services, and 
products used in processing information,·office automation, and 
telecommunications. 

INVENTORY: the listing of all record series files maintained by an 
office or department together with the collection of operational 
data concerning files, volumes & locations. 

MACHINE-READABLE RECORDS see ELECTRONIC RECORDS 

MAGNETIC MEDIA: 

MEDIA: the physical form of recorded information. Includes paper, 
film, disk, magnetic tape, and other materials on which information 
can be recorded. 
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MICROFORM: any form containing greatly reduced images or 
microimages: includes cards, jackets, strips, fiche and computer 
output microfiche (COM). 

NONTEXTUAL RECORDS: a collective term usually applied to 
electronic, audiovisual, cartographic, remote-sensing imagery, 
architectural, and engineering records, in contrast to manuscript 
and typescript paper records. 

OFM (OFFICE FILE MEMORANDA): a copy of an OPR or a record which is 
NOT required by statute to be maintained, is NOT used in 
fiscal/financial audits and does NOT document legal transactions. 
RCW40.14.010 . 

OPR (OFFICIAL PUBLIC RECORD): the most important copy of a record 
which is required by statute, or is used in fiscal/financial audits 
or documents legal transactions. The total retention of an OPR is a 
minimum of six (6) years. Some of the Fiscal/Financial audit. 
records have been approved by the Auditor's Office with a lesser 
retention due to the volume of the record or as not necessary to 
retain past the state audit. RCW40 .1.4. 010 and RCW40 .14. 060 

OPTICAL DISK: a noncontact, random-access disk tracked by optical 
laser beams and used for mass storage and retrieval of digitized 
text and graphics. Types include WORM (write once read many), CD
ROM (compact disk-read only memory), and CD-I (compact disk
interactive) and erasable optical disks. · 

PUBLIC RECORD: records made or received by a state agency in 
connection with the transaction of official business & preserved 
for informational value or as evidence of a transaction & all 
other records or documents required by law to be filed with or kept 
by an agency of the state. 

RECORD: recorded information regardless of physical form (maps, 
reports, photos) or media used and includes copie~ of. RCW40.14.010 
Records may be documents contained on paper or microfilm, or data 
contained in a computer, word processing or other electronic 
system. The information is the record, not the medium--paper, 
microfilm, magnetic, digital, laser or voice--which only contains 
the information. 

RECORDS CENTE.R STORAGE: records with dispositions marked " Records 
Center Storage" should be retained in the office only for active 
reference or immediate pending audit. Then the records should be 
transferred to the State Records Center for the remainder of the 
retention period. 

RECORDS OFFICER: that person designated by an agency to oversee & 
coordinate a records management program within that agency & is the 
liaison for an agency to the State Records Management program. The 
Records Officer's signature indicates the schedule has been 
reviewed and concurred to by the Records Officer for the Agency. 
RCW40.14.20 
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RECORDS RETENTION SCHEDULE: An itemized list of records series with 
the corresponding retention periods for which they must be kept 
(Referred to as Records Schedule throughout this manual). 

RECORD SERIES: a group of documents, volumes or folders arranged 
under a single filing system or are kept together as a unit because 
they relate to a specific subject resulting from the same action; 
which can be cut-off, transferred and disposed of as a unit. 
Records series can consist of copies of a single form or copies of 
several forms, correspondence and reports. 

RECORD SERIES TITLES: A record series title is a generic title for 
the record(s) rather than the' specific form number and title. 

RECORDS MANAGEMENT PROGRAM: a comprehensive system that sets 
guidelines & procedures for the e·fficient economical control of 
records & information used & kept by agencies of state government. 
RCW40.14.20 

RETENTION: The minimum and maximum retention the record is to be 
retained after the cut-off. 

NOTE: if a record 
series is considered 
to have historical 
significance, the 
record series will be 
appraised as 
"archival". This· 
"permanent" retention 
is not reflected in 
the retention column 
of the record 
schedule. A notation 
is made in the remarks 
column as "archival." 

SECURITY COPY: duplicates of record stored in safekeeping 
facilities, to provide backup for any record lost or destroyed. In 
electronic recordkeeping: (1) the process of copying recorded 
information from internal memory to an external (storage) magnetic 
media. 

STATE RECORDS COMMITTEE: A representative of the Office of Attorney 
General; a representative of the Office of Financial Management; 
the Chief Examiner of the Division of Departmental Audits of the 
Office of state Auditor; and the state Archivist comprise the body 
authorized by RCW 40.14 to generally oversee a state wide records 
management program & to approve the retention schedules & 
disposition of public records of all state agencies and higher 
education institutions. 

TELECOMMUNICATIONS: the preparation, transmission, communication, 
or related processing of information by wire, radio, optical cable, 
or electromagnetic, from one place to another. 
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G S NUMBER 

1 

1-1 

1-2 

2 

3 

3-1 

3-2 

3-3 

4 

5 

6 

7 

8 

9 

1.0 

11 

12 

13 

14 

14-1 

15 

16 

17 

18 

TITLE 

Standard Accounting 

Funding & Grant Monies 

Agency Financial 
Reporting (AFRS) 

standard Budget & 
Allotltlent 

Personnel/Payroll/ 
Position 

Employee Personnel File 

Employee Incentive Program 

Insurance 

Investigative & Audit 

Administrative Screening 

Purchasing 

Travel Records 

Banking Records· 

Common Records 

Directive & Administrative 

Records Management 

Forms Management 

Mail & Message Centers 

Information Technology 

services 

Reports Management 

Property Management 

Electronic Mail 

Attorney General Issued 

AFFILIATED AGENCY 

OFM, GEN, TRE 

IAC 

OFM 

OFM 

PER, HEPB 

PER, HEPB 

SEC, OFM, GOV 

DRS I L&I I HCA 

OSA 

SEC. 

GEN 

GEN 

TRE 

SEC 

SEC 

SEC 

SEC 

GEN 

DIS 

DIS 

SEC 

GEN 

SEC 

OAG 
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WHEN TO USE THE: GENERAL SCHEDULES AND THE RECORDS RETENTION 
SCHEDULES 

RCW 
40.14.040 , 
state law, 
requires an 
"inventory •. 
• of.all 
public 
records·at 
least once 
during a 
biennium for 
disposition 
scheduling 
and transfer. 

·action. 

-· In order 
to purge 
records, 
agencies 
need the 
general and 
agency 
specific 
schedules to 
determine 
cut-offs & 
in_;office 
retentions . 

. To 
transfer 
Records to 
the State 
Records 
Cente;t or to 
destroy on 
site, 
agencies 
need the 
schedule to 
prepare 
transmittals 
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RECORDS ON VARIOUS MEDIA: 

MEDIA CONSIDERATIONS. 
Records have many physical forms. Records may be 
documents contained on paper or microfilm or optical 
disks, or data contained in a computer, word 
processing or other electronic system. The 
information is the record, not the medium.--which 
only contains the information. A record performs the 
same function regardless of the media it is stored 
on, 

All medium are addressed by the General Schedules. 
Do not limit the use of the General Schedules to 
paper copies only. The exception for other medium is 
the disposition II Records Center storage". Working 
copies of microforms, magnetic media including 
optical disk, floppys, computer tapes, etc., are not 
stored in the Records Center. The Microfilm Bureau 
will keep "security copy only" of microfilm in 
vaults when arrangements have been made. 

The General Schedules do NOT address the expected 
life span of magnetic media in an office 
environment. The expected life of magnetic media 
(backup tapes, floppy diskettes and optical disk) is 
ten years before loss of digitized information 
occurs. It is important for an office/agency to know 
how often 're-copying' will be necessary so as not 
to loose clarity, etc of the informati?n stored. 

EXCERPT FROM GLOSSARY RECORD recorded infbrmation regardless of 
physical form (maps, reports, photos) or media used; includes copies of. 
RCW40.14.010. The information is the record, not the medium--paper, 
microfilm, magnetic, digital, laser or voice--which only contains the 
information. When appraising records, first address their informational 
value, not the technological characteristic of the media. 
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THE GENERAL SCHEDULES FORMAT 

RECORDS SER:IES GROUPED BY FUNCT:ION 

Understanding the 
series concept is 
critical for 
manaqinq records 
effectively. 

RECORD SER:IES T:ITLES 

Insurance Records 
generically 
describes the 
function of 
retirement, 
industrial 
insurance (L&I), 
health, dental, 
life, and long 
term disability 
(Heal th care 
Authority) type 
records. 

A group of documerits, volumes or folders arranged 
under a single filing system or kept together as a 
unit because they relate to a specific subject 
resulting from the same action; which cari be cut
off, transferred and disposed of as a unit. Records 
series can consist of copies of a single form or 
copies of several forms, correspondence and reports. 

The General Schedules have grouped several reports 
and forms that have the same administrative purpose, 
common subject or program function relationship, 
together under one functional records series if they 
also had the same retention and disposition 
requirements. Only after completing a thorough 
records inventory, analysis and appraisal were items 
grouped together into functional records series. 

The record series title is a generic title rather 
than the specific report/form titles and numbers. 
These reports/forms provide information and serve a 
common function as described in the 
function/purpose. 
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DISTRIBUTION OF COPIES 

LOCATION OF THE MOST IMPORTANT COPY OF A RECORD 

The agency responsible for the most important copy 
of a record is indicated by having the longest 
retention, or if applicable the OPR classification. 
Determining this office was critical to setting 
retention periods for the additional copies.retained 
by other agency/offices. 

LOCATION OF OTBER COPIES 

When an office originates and disperses copies of a 
record to other off ices the other agencies/offices 
are indicated .. The receiving offices may have a 
different retention. 

NOTE: ·non't confuse an office having the most 
important copy of a record with an office having an 
Official Public Record (OPR). The OPR has legal, 
statutory or fiscal requirements. A record can be 
the most important copy without having these 
requirements. 
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RETENTIONS 

An agency must 
decide: 

Is the record 
series important 
in the operation 
of an agency 
program? 

Would this 
.program be 
hindered by the 
disposal of the 
records? 

How frequently 
are the records 
referenced? 

How important are 
the references? 

How many 
duplicate copies 
of this record 
series is being 
kept for 
administrative 
value? 

Based on the 
above questions, 
for what period 
of time will it 
be cost effective 
to retain these 
records? 

The retention periods given are the minimum/maximum 
retention approved by the state Records Committee. 
The General Schedule is the Agency's legal authority 
for the disposition of records. The General Schedule 
items must be used as they were approved by the 
State Records Committee , i.e., function, retention 
and disposition. 

Before deviation from the General Schedule is 
requested on a Records Retention Schedule, form 
SSA53b, and submitted to the State Records Committee 
for review, please consider the following: 
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CLASSIFICATION·(CLASS) 

CUT-OFF 

OFFICE FILE MEMORANDA (OFM): a COPY of an 
OPR or a record which is NOT required by 
statute to be maintained, is NOT used in 
fiscal/financial audits and does NOT 
document legal transactions. RCW 40.14.010 

OFFICIAL PUBLIC RECORD (OPR): the most 
important copy of a record which is 
required by statute, or is used in 
fiscal/financial audits or documents legal 
transactions. OPRs have a minimum six (6) 
year retention. some of the 
fiscal/financial records have been 
approved by the Auditor's Office with a 
lesser retention due to volume of the 
record or as not necessary to retain past 
the state audit. RCW 40.14.060. 

an event or date when the retention period 
begins. Example: contract records are cut
off when the Accounting Office receives 
the final payment of contract (FPOC). 
Contract records in off ices having 
reference copies are cut-off at the 
termination of contract (TOC). Do no limit 
cut-offs to any lists; describe the actual 
cut-off in as few words as possible. 

~~~~~~~.8.I'l'.J:ON,~·~~~~~~~~~~~c--~~~~~~~~~~~~~-
the action to be taken during or at the 
end of the life cycle of a record. DESTROY 
means after the records are retained in 
the office for the retention given, the 
records are destroyed by agency. The 
instructions to destroy records are 
applicable to all media forms, i.e., hard 
copy, microform, electronic record, etc. 
RECORDS CENTER STORAGE means after the 
records are retained in the off ice until 
reference is less frequent than once a 
month, the records may be transferred to 
the Records Center to be stored for the 
remainder of the retention. AT the end of 
the retention, the records will be 
destroyed or transferred to the Archives 
by the Records center staff. Transfer to 
Archives means at the end of the 
retention, the records are to be 
transferred to the State Archives as 
historically significant documents. 

SUPERSEDED



DISPOSITION AUTHORITY NUMBER (DAN) 

FORM NUMBERS 

listed in the far most left coliimn, each 
record in the GS has been assigned a DAN 
for each distribution copy. This number is 
to be used (in its entirety) when 
preparing transmittals (for transfer to 
the Records Center or State Archives), on 
box labels, etc. 

the form number pref ix or actual form 
number is included, when applicable, for 
reference purposes. 
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,..~ .. 

'~ 1;; I 
GENERAL 'U>RDS RETEHTIOH SCHE.DULE 

~~•~u., 
c!'llfl!IH' • 

ICHl:OULll: NUMBER TITLI!. DATE 

STANOAR,D ACCOt;NTING OOCVME?\TS, SERIES uA11 AND ,.SF 11 I July 1982 

P'O~Ml!IER 
RECORDS :ISfUl!S TITLE AND ••• C:LA:ll STATEMENT OP' FUNCTIONIPURPO:llE 

WARRANT REGISTER. (Until 30 June 1977) Pro,·ides 1 OPR 
a record of disbursement vouchers certified for payment 2 OFM 
co the State Trea!ilurer and the account cl1ssific1uon of 
each uansaction, 

3 OFM 

2. I Al-I let.AIMS WARRANT REGISTER. Provides• record.of 1 OPR 
disbursements reladng to 'daims or refunds which 2 OFM 
require case or claim data identification. 

,·· I ' OFM 

WARRANT REGISTER SUMMARY, (Until 30 June 1977 1 OPR 
ProTidee • record of the aunun•ri:r.:adon of fiscal 2 OFM 
n1n1accions c:oncemlog disbursement vouchers. 

3 OFM 

4. I Al f WARRANT REGISTl!R (Alm 1 July 1977) !''hen uted I OPR 
••a tmnmary) Pro.ides • record of dlsliu.rseraent 2 OFM 
T011cfier• cerdfied lar r,•yineat co 1he State Treasurer 
and die account cl1as &cation of each traasaction. 

' OFM 
I I I 4 OFM 

5, Al WARRANT REGlSTl!R (After 1 July 1977/ 1""•• not I OPR 
••ed a:1 a 1um1n:1) Pl'OYldee •record o 1bur11emeat 2 OFM 
wuchers certi& tor ryment to the State Treasuttr ---··-· ·-·-·-- ~. r· 4 OFM 

(hema lrrou1h 5 abo .. lllo~te ..i.en Pan I of the form• lo Bled by hoelf, In the t•• an 2 
P1rr 2 I lhe loag tena n1ae J'• , Re1ardleae of die Olln1 method, Sep9..tate eaule• re ~e Ired 

6, Al·4 ACCRUED PAYROLL DEDUCTION WUCHER. . I · OPR 
Prowlde• a detailed account of fund• withheld or . 
deducted from lndlwlduid'e P•>'roll to ••d•ff paymll 
deducdons. · 2 OPR 

7. I A2 I VENDOR REMITTANCE ADVICE. Pto•lde1 • ieeotd I N/A 
that accompanies each vendor payment warrant m aodr, 2 OPR 
•eodor whit i11 being pa.Id. · 

' OFM 
8. I A3 I EMPLOYEE EARNINGS STATEMENT (Uridl 30 I N/A 

Sept:etaber 1978) Provide• a de111Ued .hreak&,wn of 2 OFM 
•loyee' s earnln1.s ud deducdona. · 

' OPM 

....... 0 

DISTRIBUTION RIETl!NTION 

Agency Accounting 110 Years 
Agency Acco.unting 6 Years 
(Filed wilh Disburse-I 
ment Documents) 
Stare Treasurer 3 Years 

Asency Accountins 
Agency AcCoundng 
(Filed with Disburse· 
rnent Documents) 
State Trca•urer 

10 Years 
6 Years 

3 Years 

Agency Accounting 10 Years 
A:aency Accounting 6 .Years 
(Filed whh Dishur11e .. 
ment Documents) 
State Treasuret 3 Years 

Agency Accounting 10 \'ears 
Agency Accounting 6 Years 

,.(Filed with Dlsbuioe•I 
ment Documents) 
Off of Fin Mst 6 Years 
State Treasurer 3 Years 

A9ciacy Accounting 110 Ye•rs 
~sency Accoundng G Year• 
(Filed with Dlabur•e·' 
maot Document•) ' 
NotU1ed I NOile 
State Tre•suret 3 Years 

OllPOSITION 

State Record• Qacer 
Stare Record• G.'ter 

Desrroy at Tenliaal Date 

State Record• QQ1er 
State P.ecords <eater 

De•troy at Teaniaal O.te 

State Record• Ceacer 
State Record• Genter 

De•troy at 'DetmiG•l Dlte 

State ~cords Genter· 
State Records Omter 

Stace Record• Center 
De•troy •r 'Dermiaal Dlte 

State Record• Gnrer 
State a:cord• C.enter 

Destroy ~dla1ely 
De1uoy •t Tennlaal Due 

the•e form• I• flied ly h•elf and Piatt 11• tied with dlabunennt documents, 
the form SSA-53 for ••ch of die different paft1 with differeot retention•) 

~aency Accounting 
(Flied whb Payroll 
ileaf•ter) 
A9ency Accounting 
(Filed with .. ..,..,, 
Regi•rnd .... 

.• 6 Years 

6 Yeit.rl 

Vendor IN/A 
Asency Accountlna 6 Year• 
(Filed with Di•r,rse-
raent Docwneate 
Agency j.ccount ag 12 Years 

Payee 
St•te or Agency 
Personnel 
Aaency•Copy 

?'/A 
l Year 

2 Ye1r1 

State Records Center 

State Record• Gnter 

N/A 
St1te Ricord• Qaeer 

De•trvy at TenUna1 Due 
N/A 
De1troy at Tnftttnal Due 

Dettcoy at Termlaal Date 

SUPERSEDED



• 

.•: ~
.··;,.. .i" 

G.EHERAL RECORDS Rl!Tl!HTIOH SCHEDULE 
. 

-~· :P. 
•cH•out.• NUM••R 

. 

TITLE 

I STANDARD ACCOUNTING OOCUMENTS, $ERIES •·A~" AND·"Sf" 

'"'" l"'OAM NUM91UI 
N•COADI ••Riil• :flTL• ANO PAN~ CLAll DllTIUllUTION 

NUM8ER STATEMENT Oii' l"'UNCTION/flUftPOt• 

9, A4 PAYROLL REGISTER. Provide• a detailed record of I OPR Agency .Accoundn1 
•Jency payroll1 deducdon11 and net pay of each 2 OFM State or 4sency 
employee. · Peraonnel 

3 OFM Aaency·Copy 

10. A4·1 PAYROLL REGISTER. Provldu a d<rail<d ••cord of I OPR Aaency Accouaring 
aaency payroll, deducdons and aet pay of each 2 OFM State or Agency 
employee. Personnel 

3 OFM Aaency•Copy 

11. A4-2 PAYROLL REGISTER. Provides a de~alled record of I . OPR A1ency Accoundn1 
a1eacy payroll, deductions and net pay of each 2 OFM Seate or Ageney 
employee.· Personnel 

3 OFM A9~ncy•Copy 

12. A5 MISCELLANEOUS DEDUCTION REGISTER. I N/A P•yce 
Provide• a sep11are reiarer for each qrpe of 2 OPR A!ea.cb Accoundn1 
mlacellaaeous payroll ducdon. 3 OFM Feld Hice 

13, . A5-I MISCELLANEOUS DEDUCTION REGISTER, I N/A Payee 
Provide• a •ep•re1e rer.srer '1r e~h typC of 2 OPR Apacy Accounda1 
mlacell~u• payroU ed.ucrlon. . · .. 

14. A6 ENCUMBRANCE AND LIQUIDATION REGISTER. I OPR Aa.eacr Accoundn1 
Provides 6:tr the encumbr.ance of fuad1 1dth which co 2 OFM Aaency•Copy 
aadsfy ladebcedaess. 

15. A6·1 ENCUMBRANCE AND LIQUIDATION REGISTER. 
P.rovldea '1r the encumhraace of funva wl lh which ro 

I OPR Atency Accoundna 

s'adsfy lndebtedne•• 

16. A6-2 ENCUMBRANCE AND LIQUIDATION REGISTER. I OPll A1•CY Accountin1 
Provide• 6>r lhe encumbruce of funda wltbwhlch to 
sad•fy lndeblednea .. 

17. A6·3 ENCUMBRANCE AND LIQUIDATION REGISTER. I OPR Aaen.c)' Accountia9 
Provl.dea for lhe encumbrance of funda with ..mtch to 
11ad11fy laclebtednea11. 

18, A6·4 ENCUMBRANCE A'ID LIQUIDATION CORllECTION I OPR A1ency Accouadna 
NOTICE. To •diu•t the encumbrance •Pd llqW.dation 
machine eyatem opera1ed by the OIBce of FJbaaclal 
Mapaaemeat. 

19. A7 JOURNAL VOUCHER. ProTldea a mcue of etnedna an I OPR Srate Treasurer 
accoundna uansaction Into an •aeacy'• accounda1 2 OPR Afiency Accoua.t.ia.1 . 
recorda, 3 OFll O fol Fin Ma• 

20. A7·1 J)URNAL VOUCHER. Provides• mean• of entedns an I OPR Srate Trea1urer 
•ccoundng uansacdon Into an agency'• accoua.dng 2 OPR A~ency Accoundna 
records. 3 OFM O !of Fin M~t · 

4 OPR Recehrln1 0 flee 

. 

~ •O• THt ATTORNt~~<RAL.;/,_ . rA 
U"'J!l "'*'~ •', ,Oft THC ITA 

. 

- .. --
) 

" 

' 
DATE 

!Jody 1982 

ftET•NTION 018POllTIC?N 

10 Ye•rs S1ate Records Gaier 
I Ye~r Destroy at Terminal One 

2 Years Deattoy at Terminal Due 

to Year• State Records Center 
I Year De1uoy at '&miinal Due 

2 Ye•r• Dealroy at 'Jennind Due 

10 Yeart Stare Records Center 
1 Yeat Destroy at Tenninal Due 

2 Year• Detuoy at TenDlad hue 

N/A N/A 
6 Years State Recotd• Gaier 
2 Yeata Deanpy at Tennlaal ~te 

N/A N/A 
6 Year• S.ate Record• Center 

'Yea11 State Recorda Center 
I BBC Destroy at Temlul D1te 

6 Years Seate Record• O:ntcr 

6 Yeata Staie Record• Cen1er 

6 Yeu• State Records enter 

6 Year• Stale Records Oncer 

6 Year•· Srate Record• Oin1er 
6 Years S1a1e Recordi <eater 
2 BBC De•1roy at Teralaal 0.1e 

6 Years Staie Record• Gater 
6 Years Staie Record• C'.l:nrer 
2 BBC be1tto)' a1 TerlllaAI Dlre 
6 Years Srate Records Qiuer 

FOR .'fH•1ATE ARCHIVIST 

, ; { r-15).h' #/L . .. ~ ... . .. .. . 

. 

SUPERSEDED
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'i;,~ 
~H'll 
_!.!IUllllH' 1 
L __ ·-·A 

-· -· 
•CHKD,ULI!: NUM81!:R 

I 

ITEM FORM NUMBER 
NUMBER 

21. AO 

22. Ae·I 

23. A8·2 

24. A9 

25. A9·1 

26. AIO 

27. AIO·I 

28. All 

29. All·I 

30. Al(.J 

Jl. Al2 

J2. AIJ 

H. Al3-( 

\ 
GENERAL>' ~RDS RETEHTIDH SCHEDULE 

TITLE DATE 

STANDARD ACCOUNTIN·G DJCCMENTS, SERIES ''A" AND "SF" I July 19112 

RECORO:I :IERIES TITLE ANO PAft1 Cl..A9:1 DllTAl9UTION RETENTION OllPO•ITION 
STATEMENT orr FUNCTIONIPURP09E 

CflSH RECEIPTS ,IJURNAL SUM'IARY. To ou ... .n' .. I OPR Statl!l Trea11urcf 6 Years State RecOrd• C-e•wr 
cash receipts b)· fund and source and serve as a .2 OFM Off of Fin Mat 2 BBC De•tror at ll!minal Due 
uan·smiual document ror each deposit fo'rwarded 10 the ~ OFM Agency ACcoundns 2 BBC Dc1uoy at 'lftll.lnal Date 
Stare Tre•surer, OFM A3ency A.ccoundng Agel'lcy Opdon De•uoy •t Aeeney q.tion 

CflSH RECEIPTS ,IJURNAL SUMMARY. To oummarlze· I OPR State Treasurer 6 Years State Record• Qnter 
cash receif ta ~ fund and source and serve as a · 2 OFM Off of Fin Mgt 2BBC Destroy at 'l\enninal Due 
transrnitt• documCnt for each deposit forw.arded co the J OFM Aaency Accoundn1 2 BBC Destroy at lerntinal Date 
State Treasurer, · 4 OFM Aaency-Copy Agency Option Destroy •t A9ency Qldon 

CASH RECEIPTS J)YRNAL SUMMARY, To sumra•rize- I OPR State Treasurer 6 Years State Records 'Center 
cash receipts by ftind and source and serwe as a ·2 OFM Off of Fin Mgt 2 BBC Desuoy Ill Tennlnal Dne 
uansmiual document for each deposit fonl'arded to the. 3 OFM AaenJt: Accounlins 2 BBC Deauoy •t Terminal Due 
State Treas11rer, · · (for w ~m the deposh 

I• made) 
4 OFM A9ency AccountinF 2 BBC t>estroy 1u Terminal Due 

(makin1 the depoen) 

GENERAL LEDGER. To maintain the prescribed 
general ledger Kcounts. 

I OPR Aaency Accountins 6 Years State Record• Gnter 

GENERAL LEDGER. To maintain the prescribed 
seneral ledger accounts, 

I OPR Aaeney Accounting 6 Years State Records C.enter 

ALLOTMENT AND EXPENDITURE LEDGER. To I OPR ~ency Accou.adn• 6 Years State Records O:nter 
record encumbrances and es.penditures affectln1 2 OFM A9ency·Machlae Unit 2 BBC De•troy •t lerminal llue allotments, J OFM Aaency·Copy 2 BBC Destro)' at 'terminal Due 

ALLOTMENT AND EXPENDITURE LEDGER. To I OPR A.9ency Accot1ndn1 6 Years ·Stare Record• O:nter 
record ericumbrancr:• ad e•peadltures affecdn1 
allotment .. 

PROGRAM EXPENDITURE LEDGER. Molnialns o I OPR Agency Accounting 6·Years Stiate Records ~nter 
record of expendlrarea by obJect for each program. 2 fOFM Agency·Proaram 2 BBC Destroy at Terminal br.te 

PROGRAM EXPENDITURE LF.DGER. Maintain• a 
record of em:penditures by oliiect fOr each prosram. 

I OPR Ageilcy Accoundng 6 Years State Records Gnter 

PROGRAM EXPENDITtrRE LEDGER. Maintain• a 
f«!cord of e•pendltures by objecr 15;,r each program. 

·I OPR Agency Accountin1 6 Years State Records C.enter 

APPROPRIATION LEDGER To support 1enorol lodf.e I OPR Agl!lncy Accountina 6 Years State Records ~nier 
•ccount unalloc•ted .ppropri•dona and proTlde detal • 
of agency •pproprl•tlons. · 

REVENUE LEDGER. To aupport general led9er I OPR Aaency A~icountins 6 Years St•te Record• Qnfer 
revenue •ccounrs and provide a recotd of the a3ency' s 
caah receipts, 

REVENUE LEDGER. To support generll ledger I OPR .\gency Accoundng 6 \'ears State Records Center 
revenue ·~counts anti provide a record of the •1ency's 
c•sh rece1pta, 

I ~ 

FOR THO ATTOAH•Y O~ th~~ l'~A THt ITAT~ ~ . 

' ,,..-,_~ ... ~ FOflt 1'HI! z AACHIYIST 

'(j - .'JJ)",,{AA/: 
OAA•G , u ~ 

I 

SUPERSEDED
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GENERAL tlECORM !ll!TENTION SCHEDULE 
•• 
~ 

-- ·-
•CH•OUL• NUM•&R TITLll DATS 

I STANDARD ACCOUNTING DOCUMENTS, SERIES '"A" ANO uSF" I July 1982 

ITaM "Ol'M NUM••R 
RSCOADI •1uu1:1 TITLll AND PAftl CLAll DIS'flU9UT10t<I Rl:Tl:NTION DJSPOllTION 

NUMBl!:R STATEMENT 0,, PUNCTION/PURPOI& 

34. AU WARRANT REGISTER/DOCUMENT TRANSMITTAL I OFM S11tc Treasurer 3 Ye•rs Destroy at 'lenninal Due 
AND CERTIFICATION. Forw•rds disbursetllent 2 OFM D••• Processing AVncy Option Destroy •t Aaency Quion· 
vouchers bein~iocessed for payment by tbe Seate D•t• 3 OFM Agency Accountina 6 eus State Records Qnter 
Processln1 Se ce Center. 

)5. A14-I PAYROLL WARR,\l;T REGISTER/DOCUMENT I OfM Stare Tre11urer 3 Years Destroy 11 Termln•I bte 
TRANSMITTAL AND CERTIFICATION. Transmits 2 OFM Data Proce••iaa Afncy Option Destroy at A/.eacy ()don 
payroll choses to St•te Dae• Procesdn1 Service ' OFM Agency AccoundnJ 6 eacs State Recor 1 Genter 
Ceotec for updadaJ ud paylns payroll. 

j6. A14·1 TAPE TRANSMITTAL .. Tr•n1mlts uanecic tape• lor I OFM Off of Flo Mp 90 D•y1 Destroy ar Terminal Dt.te 
central •ysrcem processina. 2 OFM Aaen~ Accoundn1 90 Days Destroy at T,ermlnal Dile 

3 OFM Data roces1in1 90 Daya Destroy at Terminal Due 

(Orhet 111 l:ocy pro,1na1111s urilizi bl tlaie Iona r.o auanU.t magnedc r1pe1 are encowa1ed r. use 1 f1C ch1 ~ retendon, but subsd ute perdnent offices r• alnina·coples. 

)7. Al5 PURCHASE REJUISITION. To order msterial•• I OPR Purcha1in1 Divl1ion 6· Year• Stat.e Records O!nter 
supplies and e pment ao1 under state mnuact. 2 OFM A.1ency Accountin1 · Post Audh Destroy sher Arid.Ir 

3 OFM A1eacy0 Copy Agency Option Destroy at Asency Q>tion 

l8 .. AU PUBLIC WOllS REQUISJ'ltON. Provides a record of I OPll Engineer lk Archltec1 6 Years Stare Record• Center 
.tt·yulifiit;,wolt.• pr.qJec1s liela1 Ai,ocessed by the ·· 2 OFM Eap le Arcb Section Aaeacy Option t>esuoy at Asencyq,tloil 
Div sioa Of ED91Merlng -~Ai 0 isC1me. 3 OFM ·Ena:a' St Art!h Work : AVncy O)tion D~~~roy at A9ea.c)'Ojttion 

4 OPR Agency Accoundn1 6 e•rs State Records Omrer 

39. A16 PURCHASE OllDER AND RECEIVING REPORT. 
Document• istued by Stace Purcbaslaa Dlvl1Ion for die 

I N/A N/A N/A purpose of otderla9 pds or •en•lces. Vendor 
2 OPR Po1ehula1Copy I 6 Years State Record• Gnter 

Recel·dna Repon (Copy 1) ' OPR A1ncy Accounria& 6 Year• State Records Garer 

4 
P•y DOcumenr 

OFM Aaea.cy Receiwln1 Poet Audit De!ltroy •her Audl1 
Unh 

Agency Accoundna (Copy I) 5 OFM A/Jency Accoundns ·.Post Audit Desuoy after Audit 
( lied whh Dupll• 
ca1e Invoice) 

40. A16-I PURCHASE ORDER AND RECEIVING REPORT 
(CONTINUATION SHEETI Same H above. 

41. Al6·2 PURCHASE ORDER CANCELLATION RE~EST. I NIA Vendor N/A N/A 
To cacel itea11• preTlously requested oa a rch••e 2 OFM Purch••ln1 Dl•l•lon 'Year• Destroy at Terminal Due 
Order. ' OFM A9eacy0 COpy I Year Deet~ •1 Thraimal Due 4 OPR, Aaency .\ccoualina 6 Years Stare cord• O!nter 

(Llquldadoo 
Docwnent) 

. ·-
• 

fl"OA THIE .A TTORNIEY GEN7K /' ~ ·,,,:: P"OR THIE 9TAT!p" AUCllTO• --.- FOR THE SfATf!. ARCHIYIS'!' 
_., t '// •. / \. .• ~...;:--:? .. ~~ ,,£.,£,, • 'd'.'7ia fiA, • /""'I;!' l/(.~tft((.~t -~;-.,..::-.·~~~ ~ 

/ .. 
) 

.. 

-

SUPERSEDED
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L -A 
iCHIEDULI: NUM9£R 

ITEM Jl'ORM NUMlll!:R 
HUM91!.R 

42. Al7 
,. 

/ 

4l. I Al7-1 

44. I A17·1A 

45. AIO 

46. I A19 

47. I A19-1 

48. I A19·2 

49. I A21 

GENERAL .. :OROS RETENTION SCHl!:DULE 

TITLE 

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

RIECORDll 1£ .. 11:1 TITLE i\ND 
ITATIEMEMT O~ ,.UNCTIONIPURPOSlt ••• CLi\11 DllTAl9UTION RETICHTION 

FIELD ORDER. lUntll 31 Jan"uary 1975) To order I N/A Vendor N/A 
materials and supi:les on conuac:t and special hems z OPR A~en'ifo Ac:cowuing 6 Years 
under general aut riry from the State Purchaslna ( ay cumeat) 

I BBC Division. 3 OFM Agency Receiving 
Unh 

4 OFM Allene:)' Accounting Po•t Audit 
( lied with Daplic•re 
Invoice) 

~ OFM Agency-CoiJL A~nc:y 01Jdon 
OFM Purchaslna lvlsion 6 ear• 

I FIELD ORDER. (After l February 1975) To order I OFM A/Jency Accountln1 Post Audit 
materlals and 9upplles on oontract and 9pecial items l Ued with DupUcare 
under general audiority from. die State Purcha1ln1 

N/A 
a voice) 

N/A Dlvlslon. 2 Vendor 

' OPR '\f.en& Accoundag 6 Years 

4 
( ay cumeat) 

OFM Aaei:acy Receiving I BBC 
Unit) 

5 OFM A1ency-Copy Agency Option I FIELD ORDER. (Contlnu•tlon Shee•l Suae •• abo••• 
1 

RECEIVING REPORT· PARTIAL DELIVERY. To I ' OPR 1f.ency Accoundna 6 Years 
re.re;n &:rti•l dell very of goods ordered by Purch•se or ( ay Documead 
Feld rder, 2 OFM Agency RecelvJn1 Post Audh 

Unit 
3 OFM A1ency-Copy Aaency Opdon 

I INVOICE VOUCHER. Serve• u 11n Invoice b:r I ~ N/A Clalman• N/A 
cl•imant not hulng M invoice form of thl'!lr ownc OPR A1ency Accoundn1 6 Years 

(SUpp;1n1 Dlsbu'rse .. 
ment) 

3 l°FM I Agency·Copy 12 BBC 
I INVOICE VOUCHER. Serwes •• • Invoice by I I N/ A Cl•iman1 N/ A 

clala:11nt not having an invoice form of their O'Mh 2 OPR A/iency Accoundag 6 Yeau1 ( uprtt• Disburse~ 
ment 

3 I OFM I Ag•ncy·Copy 12 BBC 

I VOUCHER DISTRIBUTION. To record die account I I OPR Agf!'Rc)' Accountln1 6 Years 
dlsttlbutlon of an invoice when a Purchase Order or 
Field Order is nor involwed. 

h.mNTING R-ITION. (Undl 31 Mord. 1978) I I OPR State Pdarer 6 Years 
~ord of prtadas or other •ervlce• from the 2 OFM Agency :Estimate Post: Audit 

COp1 . 
' OFM Agency Accompanies Agency Opdon 

lnToice from Pifntet . 
4 OPR Agency Accoundn1 6 Yeats 

Supports Disburse-
raent ·· ~!'. 

/' I ) I I A1ency-Copy I Agency Opdon 

.. Oft THIE ITATIE 

~~~£ I <: 
OAA.0 

-------

DATE 

I July 1982 

DISPOSITION 

N/A 
S1ate Records Center 

Desuoy at Terminal Date 

Destroy •fter Aid.It 

De11uoy •t Agency (\>don 
State Records Gnter 

Destroy a(ter lad.it 

N/A 
State Record• <enter 

De1uroy at Terminal Otte 

Destroy •t Agency q,d.ott 

State Records Genter 

De1troy after Audit 

De1rroy at Agency QJtion 

N/A 
State Record• Unter 

Dearroy at Terminal Due 

N/A 
State Records Gnrer 

De1troy at Terminal ~tf! 

State Re.cords Center 

State Records C.Aeruer 
De•troy alter hadlt 

Destroy st Agency q,rh:tn 

State Records Center 

Destroy at A,ency q,tion 

SUPERSEDED
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GENERAL RECOii 1ETEHTIOH SCHEDULE 

8CHi':DUL.ll: NUM••fl TITL• 

lTIEM 
HUM BIER 

50. 

1 

PORM MUMa•R 

A21 

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

R&CDADS Sl!•UKS TITLE AND 
STATEMl!.NT Of' PUNCTIONIPURPOJll: 

PARll.CLAIS 

1 
2 

OPR 
OFM 

DISTRl•UTIDN 

PRINTING REQUISITION. (Allor I April 1978) 
Provide• a record of pdndns or osher aervice• from the 
State Printer. · · 

State Printer 
Agency/ Accomeanic 
Invoice Imm Printer 
A1eacy/ Accom,aale 
lnwfce ftom Printer 
A1ency Accounting 
(SuppoHI Disburse• 
mcnt) 

51. A22 

52. A31 

53, ·• A37 

54. A38 

55. A39 

56, VP--050 

51, A44 

58· A44A 

FOR Tttll ATTORNl:Y OEN 
./~·~-·· -

GAA•O ) 
··\·· 

' 

(Receivin9.Repon Copy 1) 

OUTSTANDING WARRANT CARD. Provides • 
repl•cemrat for a warran1 that baa not ~en redeemed 
for an Wlusual period of dmeo 

' 
4 

i 
1 

DISTRIBVTION Of PAYROLL AND RELATED COSTS,11 
M2)90. A detailed distrlbulion of .the payroll co•ts of 2 
the einploreea that ue paid by the employer. 

APPLICATION FOR PETTY CASH ADYANCE. 
Provides a record of p10ces•lng lacem•l requeara for 
'8.ttr.~aala.. . 

CONTRACT ORDER. A purcha11e order. I 11ued •a1ln1t 
• compu1erl.zcd eontract. 

(Reccivin1 Repon Copy 1) 
(Receh•Jaa Repon eopy 2) 

ESCROW AGREEMENT. Agreement becween aaency 
and contractor tn place the retained percentage of 
proJ;tess billings with • ha.ale or tru•t· company fur 
·Public Works Conuacrs. . 

VENDOR PAYMENT· EDIT & BALANCE REPORT. 
Coat•ins enon that were cUsco't'ered when balucln1 or 
editing .. enclor payment lapui. 

STATUS R.£PORT (Obsolete). To record the appmpri•· 
don cqenditures and revenue of all state •aencles. 

ACTIVITY REPORT (Obsole1e). Det•lled trinsactions 
for tho apptoprhulon of espendhures and re•enue of all 
slate agencies. 

J 
FOR TH& ay.(-flJ AU 

1 
2 
J 
4 

1 
2 

' 4 

2 
1 

2 

' 
1 
2 

I 
z 
' 4 

1 
l 
3 

OFM 

OPR 

OFM 
OFM 

OFM 

A1cncy•Copy 
Encumbrance Copy 

Seate 1'rea1urer 

OPR j A9enC)'. Accoundaa 
OF!I Ageacy·Copy 

OPR 
OPR 
OFM 
OFM·' 

NIA 
OFll 

OPR 
OFM 

OFM 
OFM 

NIA 

N/A 
OPR 

OFM 
OFM 

OFM 
OFM 
OFM 
OFM 

OPR 
OPM 
OFM' 

I 

St•te Trea1urer 
Ageac:r. AccoUllll•1 
011 of l'la Mp · 
Snee ··Tre•••rcr 

Vendor 
Apacy ):lecei"iae 
Unit 
Apacy Accouadag 
Apney Accoaating 
(Flied with Duplic•14 
lawolce) 
A9ency•CoPJ1 . 
Parch•1in1 Di1'l•ion 

Bult or Trust 
C.Omp•ny 
Con1nctor 
Agency Acc:ouatin1 

D•ta Procesalog 
A1ency 

A9eacy Accoedna 
Asency•Copy 
Ar;••J·Cou. 
O of Fin at 

Agency Accounting 
A1eacy•Cop7 
Agency-Copy 

~~ .. ;...:/: ,~· Ir. ~f...1f. .. ,J·· ... ~-!:· ... ·. 
-~--- ... ;;:;.-... __ _,,,,.. 

.. •40 ... :;;;;;:. ~..:.!~-- . 

''I 

Ri:Tll:HTION 

6 Years 
2 Year• 

A1ency' Option 

6Yeu1 

Agency OpdOn 
3 Yeara 

Until Warrant 
tedeeftlllld and filed 

6 Yean 
A1encF Opdoa 

6Year11 
6 Year• 
2 BBC 
A1ency Opdoa 

N/A 
Post Audit 

·6 Years 
Post Aud.it 

A1eacy Oplioa 
6 Years 

N/A 

DATE 

1 July 1982 

OllPOllTION 

Srate Records' Center 
Destroy at Term inat Due 

De11rroy· at Asency <\'don 

State Record• Center 

Deeuoy at A1ency ~don 
Deerroy at Terminal Dlte 

Destroy at Terminal 0.te 

State Recoida O:nter 
DeanoJ •t Agency qtdoa 

State Records Unter 
State Reeords Center 
Descroy at Terminal Date 
Destroy at, Apacy q,don 

NIA 
Destroy afte.r ladlt 

State Record• Center 
De1ct0y after Audit 

Dea~y at Al.ency q,doa 
State Rccotdi: Genter 

NIA 

N/A IN/A 
6 Years after comple· Ss-te RecorJs Center 
don of CODIPICI 

1 BBC Deatcoy at Terminal O.te 
1 Year Destroy at Terallntll Due 

1 BBC De1tioy at Terminal Due 
A1eacy Opdon Destroy at A1eaey q,cion 
A\eacy Option Deauoy at Aseacy ~on 
I BC De11roy •• TermJall te 

6 Years St•te Records Ceoter 
Agenc~· Opr!on De•tro)' at Asency q,don 
Agency Opnon Desuoy •• A1ency ~tion 

IFon'Tott: STATE ARCHIVIST 

;: t:. -;:,. 7£.. _,,, L • 

I 

\ 

SUPERSEDED
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' ....... · 1 •• 
K. }· 
P/1~! ; 

_........-110'11 ... 
__J_ •u111m1~: ~ ( - _ .. Pi 
,.__, .. 
ICHl!DULE NUMBER 

I 

ITl!:M P:ORM NUMBll:R NUMBER 

59, A46 

60. AS! 

61, AS2 

62. SF 110 

63. . SF Ill 

64. SF 200 

65. SF 294 

66. SF 294A 

67. Sf 993 

68. SF 5525 

69. OAR·S3A 

70. A"56 

GENEf!AL ' ''JRDS RETENTION SCHEDULE 

TITLE DATE 

STANDARD ACCOCP\TING OOCUMEN rs, SERIES "A" AND "SF" I July 1982 

RECORD!I IERll!:S TITLE AND PAfti CLAll CHITAIBUTION RETENTION DllPOllTION ITATE'-'ENT OF FUNCTION/PURPO'lt 

ACCOUNT CODE DESCRIPTION. Used ~ a9encies ' I OFM Off of Fin M1t I BBC De1uoy at Te11111nal lluf: 
on the Management Accounting System to efine pro,rarr 2 OFM Agency Accoundng 1 Year Destroy at Uormlnal Due 
aad •ub-pio1rsm account numbers by name for encry nro 
the Mana1cm.ent Accoundng System file. 

ESTIMATED EXPENDITURES. To 11ubmlt allotment I OFM Off of Fin Mat I BBC Destroy tit Termfnal Dite-
1chedule1 to the Mana,ement Accountio1 Sy1tem at 
lt'fel• below "tJmgram 1 and "object," 

STATUS REPORT. To rec:onl che •ppropri•don I OFM Agency Accounting I BBC Destroy •• Terminal Otte 
e1:penditure11 and cevenue of •II •••le agencies. 2 OFM Agency·Copy Agency Option DeStroy at Asency Q>tion 

3 OFM Agency•Copy Aaency Opdoo Destroy at Aa;ency q,don 

PERSONAL SERVICES CONTRACT· FILING FACE I OFM Off of Fin Mgt 3 Years Desuoli at Tenninal Date 
SHEET. To Ii.le personal services in(ormation whh •he 2 OPR Ai ency . 6 Years State ecords ~ter 
OfRce of Financial Management and the Leglalatlwe 3 OFM Leal• Budget Comm 6 Years State Records O!n1er 
Budget Com.mince. 4 OFM Dept of Rewenue 4 Years Desuoy •t Terminal Dlte 

ANNUAL SUMMARY OF ALL PERSONAL SERVICE I OFM Off of Fin Mgt 3 Year.ii · Destroy at Terminal D•te 
CONTRACTS. Provides a record of all Personal 2 OFM Aaency .3 Years Deatroy at Terminal Date 
Senlce Contract• l1sued hy each a1ency durlns each ' fiscal year. 

CLAIM FOR INDEBTEDNESS OF STATE OF WASH· I OPR Agency Accoundn• 6Years State Records Unter 
INGTON TO DECEASED EMPLOYEE. To oubmlt • 
clalm for l•bor and services performed hy a dece••ed 
employee for which reimburaement waa ne•er recei•ed. 

EMPl.OYMENT & PAYROLL RBPOR'f. To report num· I OFM Off of Fin Mgt 'Year• De11ro1 at Terminal Date 
her of employee• by county and 11pe ol employment · 2 OFM Agency P•yroll . 3 Years Dea1roy •1 Terminal Date 
statue. 

EMPLOYMENT;. PAYROLL REPORT. To ··r;r 
C.Omfcrehensive Employment ed rralnlng A.ct ( ETA) 
emp oyees by councy and type of employment •tatus. 

I OFM 
2 OFM 

Off of Flo Ms• 3 Years Deatroy at Tamia•I D•te 
Aaencr Payroll 3 Years Deiltroy at Te•ln•I lhte 

AFFIDAVIT OF LOST OR DESTROYED WARRANT. 
To certify tlle losa or destrucdon of • warrant. 

I OPR Ageacy Aecoundng 6 Years State. Records ~nter 

AFFIDAVIT OF FORGED ENDORSEMENT. To certify I OPR State Trea1uret 6 Years State Records Qnrer· 
chat the name as tigned on •he back of a warrant la • 2 OPR Aaency Accounrln1 6 Years Stare Record• Gnter 
foraery. 

QUARTERLY REPORT OF WAGES PAID. To ....... I N/A Social Sec Admln N/A N/A 
names 11nd amounts paid to emplo1eea for Old Aae 2 OPR OASl/Dopt of Pennanenr Records Center -Sanl.._' lllawance (OASI). 

'3 
Empl Security 

OFM A1ency Payroll 4 Years Dearroy at Tennln•I Date 

PROPERTY MANAGEMENT SYSTEM INPUT DATA I OFM A1ency Accountins 1 Year Deeuoy •• 'Jenninal Date 
SHEET. To collect data concernlna fixed asae1a 
owned hy agencies. · 

/ . -
•o• TH• ATTOAH&~L~~ _, JL l'O~ THIC ST ATE rOI TOR~ J .... ffOR THI.: ;ATf!. ARCHIVIST • · 

. .0. ~'74/, ,. • 'V _,.,.- ~:t~ 
GAA40 ..... - . . 

.. 
"•; 

SUPERSEDED



1 
- ! ~

·.1 

GENERAL RECOllLIS RETEHTIOH SCHEDULE 

!'!!!!!-
... , -- --

•cH•OUt.• NUMallR Tl'!Lll 

I STA"IDARD ACCOUNTING OOCUMENTS. SERIES "A" AND "SF" 

.,. ... l"OAM NUMa•R 
R•CORO• •11:1HllS TITLlt AND PAR1 CLA•• Dli!T•H9\JTtON 

NUM•llR STATEMENT OP' P'UNCTION/PUAPOSlt 

71. A57 DOCUMENT TRANSMITTAL 111 CERTIFICATION. To I OFM D•t• Processing 
p•n1mh automttcd encumkiancc Md li-1uidadon uans· 2 OFM Aaency A.Cmundng 
·~dons IO a computer service center for proces11ing. 

72. A58 PROPERTY MANAGEMENT SYSTEM BATCH I OFM Aaeacy Accountin1 
CONTROL. ·Cover sheet to conU'OI barcbc• of Property 
Man•aement Syaraa Input Data Sheer•, fonn A56. 

n SF 276 REQUEST FOR PUBLIC RECORD. To request public 
infonnadon from • atate a1ency. 

l OfM Aaencr Office 

7-1. llOP IOI COPY CEN'tER REQUEST. (Uadl 3/80) To ••1•••1 I OFM State Printer 
ttproducdon of pdn1ed m•terhil from atate •1imc1e.s. (Bil Ila;. 

2 OFM Plant ork Reque11 
3 OFM Seate Printer 

~ OPll 
(Bllllaa Se1"p) 
A1eacy Accounrins 

"· A24 COPY CENTER REQUEST. (Alter 4/80) To re1u••• I OFM State Printer 
reproducdoa of priDted ma~etial ftom 11ue •~enc et. 1em1a;. 

.I OFM Plant orl: Retaue•• 
3 OFM S1•1e Prl!!oter 
4 OPR A1ea.cy Accountlna 

76. IAC-Gl7 VOUCHER FORM/STATE AGENCIES USE. To I OPR Outdoor Rec CotDm 
prowlde a record of e:1pendhute• made br stare 2 OPR Scare A1ency 
•1encie• on outdoor rccre•doa prolec••• 

77. IAC-G30 DEED OF RIGHT TO USE LAND FOR PUBLIC I OPR Outdoor Rec Coll'lld 
RECREATION PURPOSES. To recoed. the re•tdcdon 2 OPR Srare Aaency 
of rt-al propeny ~ outdoor H:treado• us~ 

78. 1.AC-GJI ESTIMATED PROGRESS SCllE~E .DEVELOPMENT I OFM Outdoor Rec Comm 
PROJECT~ To rcpon co the F. ml Gct•emMC111t 2 OFM S.:ate Aaeacy 
on demand, pro9re11 on federally fuaded P•iecra, · 

19, IAC·OJ2 INTERIM PROGRESS REPORT?: DEVELOPMENT, I . OFM Outdoor Rec Comm 
PLANNING OR MAINTENANCE MANAGEMENT. 2 OFM S.•te Agency 
To proYide a narradwe de•cdpdon ol wor• accomplleh· 
ments to accompany vouc~r repona, 

eo. IAC-GJ5 FINAL PRog;cr REPORT ONiJlEVELOP!IENT, I OFM Outdoor Rec Colnnl 
PLANNING R MAINTENANC MANAGEMENT• 2 OFlt St•tr. Aaeac' 
To record la aanadft lorm. the total work acmmpllahce 
on • proiect. 

81. IAC-G37 APPLICATION FOR OUTDOOR RECREATION I OPR Outdoor Rec Comm 
GRANT·IN·AID ASSl5rANCE. To P"'•lcle re'fOlred · 
inform•tloo &o a1'ow con1lderadoa·ol fundia1 araat for 
an outdoor tecreatlon aequtahloa or development 
projecc 

•o• TH& ATTO•N&Y ~ ./" ;{' 
,.Oft THll STATll rUDl~O .. _. 

ti~,.,,;-· .. r ~·-~-j:.,... ....... 
_,./ ·-.::..~ .... 

OAA..SO _. -
) ) 

i 

bo\TE 

I July 1982 

RIET.NTION DllPOllTION 

90Days 
3 Yesrs 

Destroy at Tenni.nal Dare 
Destroy •• Tcrmin•I Dlte 

I Year Dcs«roy •t Tem&inal D•tc 

Until record reaumed Destroy lmmcdi•1ely 

6 Years Slate llecord11 (~n1e1· 

3Mon•• Datrdy •t Terminal Date 
3 Month• Dea1roy •t J"ennin•I Date 

6 Ye••• State Recor da Galer 

6 Ye•r• State Record1 Gnrer 

JMo•lh• De11roy •• Termh1•I D&1e 
) Month• De•tro}· at Term in•l bt.te 
6 Ye•ra Sc•te Records Gnter 

Permanent Re1ah1ed ~r Outdoor Rec Cbnm 
6 Yeua S1t.1e Record11 Center 

Pennaoeat Retained at Outdoor Rec Guan 
6 Yean •leer Slatt- Record• Cetuer 
Te-1aadoa 

Penoaneat· Retained at Outdoor Rec Cbmn 

'"" ... Destroy ac Tennla•I Dlte 

Perm•neot Retained at Ourdoor Rec <Dmn 
5 Ye••• Deeuoy •• Terminal Date 

Permanent Re11daed It Outdoor Rec Gtum 
'Year1 Destroy·• Termlo•l i:.&e 

Pe,.anent Retained 11.t Outdoor Pee Gtmm 

FOR TH• 'l.T& ARCHIVIST • 

• 0 '7)1/e,, i:/ • ' 

• 
' '· 

SUPERSEDED
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~ 
•• J ,.., .. 

c .... ! 

c.~·-··p; 
ICHllOULK NUM911:fl 

N~I."e~ .. I FORM NUMlll!:R 

82. I IAC.()52 

83. I IAC·953 

84. IAC·060 

85. SF 146 

·~ ·f'..; li;~~f;{. . . . 

GENERA' 1CORDS RETENTION SCHEDULE 

TITLE 

STANDARD A~COUNTING DOCUMENTS, SERIES "A" AND "SF". 

Rllti:ORDI lllRllCS TITLE AND PAR' CL.All OllT•UllUTION RET•NTION ITATEMENT 0,. F'UHCTIONIPUfllPOSW. 

VOUCHER FORM•ORV NON-CAPITAL PROJECTS. I OPR Outdoor Rec Comm Pennaoen1 
To n:1,uest reimbursement for state agency ezpi!!ndhure: 2 OFM State & Local Aaenc S- Years 
for of ·road vehicle non·caphal profecrs •. 

VOUCHER FORM·ORV CAPITAL PROJECTS. To . I OPR Outdoor Rec Co~ J Penoanent 
request relmhtn1ement11 for 1t•te •&f'!RC)' eqiend(turea 2 OFM s·tat_e at Loi!= .. Asenc 5 Years 
for off•road vehicle caplcal projects, 

STATEMENT OF )UST COMPENSATION. To comply I OPR I Outdoor Rec Comm· I Peno•nent 
with federal and state laws relat1a9 tO just compeaaa- · 
tion for rhe •c~l11don of real pro~rz •ad to assure 
lh•t the owner •• been rna~e b:owte 1e•hleo · . 

I · 1 I DECLARATION OF SIGNIFICANCE OR NON-SIGNIF· I OPR Leid A1ency 16v .... 
ICANCE. To Jndlc•te a proposal's impact. •r.n die . 2 OFN ApproY•l A1ency 3 Years 
mftronment and If an F.nTiaonmeatal Impact t•tement 
i• required. 

I 

~· t, .. :··~ '.~ 
: • .. 

·4; ::A",Jfll 
. .. ~,.;r:t'* ' ' 

I -

DATE 
I J~ly 1982 

DllPOllTION 

Retained •t Outdoor Rec Chma 
Destroy •t Terminal Date 

Ret•laed at Outdo>or Rec Cham 
Oeauoy at TermlnaJ Date 

Retained at Outdoor Rec Coran 

State Records Center 
De•troy at Terminal Date 

·~~ 

•oft THE STATE~ 

-. 
ll"OR THZATE ARCHIVIST 

_/) . - ".'.liJ/-{ ,£,A. • 

•Oft THE ATTOftNE~L~ 

CAA .. 0 ... 1 -. 

SUPERSEDED



{\ 

SUPERSEDED



GENERAL SCHEDULE 

Title O~e Schedule Number 
GSOl-01 Outdoor Recreation Funding and Grant Monies October 31, 1991 

Item 
Number Form Number 

Records Series Title and 
Statement of Function/Purpose PartlClassl Distribution Retention 

GS 1-1, outdoor Recreation .Funding and Grant Monies covers the contract and financial records associated with Outdoor Recreation 
projects. They are used by Agency of Outdoor Recreation, Department of Ecology, and Agency contract and accounting offices. 

The Deed of Right is considered to be for perpetual use and is an Official Public Record for both agencies involved. 

Disposition 

for,A:hj. Attorney Gene 
~6...-c!: f~t1\~f~ 

' 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEOULE 

Schedule Number I Title Date 
GS01-01 Outdoor Recreation Funding and Grant Monies October 31, 1991 

Form I Records Series Title and 
D.A. Number I Number Statement of Function/Purpose I class I Distribution I Cut Off Retention Disposition 

GS01-01-1. 1 I !AC I OUTDOOR RECREATION GRANT RECORDS Provides a OPR Outdoor Rec, Comm Completion of 15 Years Records Center Storage 
record of projects for which an agency requests Project 

GS01-01-1.2 I I outdoor recreation grant money. Includes OPR Agency Completion of I 6 Years I Records Center Storage 
applications for grants-in-aid, voucher forms, Project 
progress reports. 

GS01-01-2. 1 I !AC I OEED OF RIGHT Provides a record of the OPR Outdoor Rec. Comm Completion of I 75 Years I Review for Disposition 
restrictions and permission of property for 

GS01-01-2.2 I I public outdoor use. The county where filed OPR 
Project 

Agency Completion of I 75 Years I Review for Disposition 
retains minimum of 6 years. Project 

GS01-01-3. 1 SF 146 DECLARATION OF SIGNIFICANCE OR NON-SIGNIFICANCE OPR Agency Calendar Year I 6 Years I Records Center Storage 
GS01-01,3.2 To indicate a proposal's impact upon the OHi Dept. of Ecology Ca lender Year 3 Years Records Center Storage 

environment and if an Environmental Impact 
Statement is required. 

For t~pJ~,tor~~Y Ge~er~:l_,.' "' :i,. Fol,~ Diren~oa;f. ~ 
/J1,.,,¥U, .. , ...• ··.t.4 ;\.-'· A.~..;.,, · ~ n. 

( ... :....::y~....;.___J__~ _____ _J 

SUPERSEDED



SUPERSEDED



Schedule Number 
GS01-02 

Item 
Number Form Number 

Title 
Agency Financial Reporting Systems (AFRS) 

.Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHH 

Date 
November 5, 1991 

PartlClassl Distribution Rete.ntion Disposition 

This schedu 1 e covers 'Agency Financial Reporting System' ( AFRS) reports, which are issued daily, weekly, monthly, and "on-demand." 
The reports listed in this schedule are available in hard copy or microfiche as requested by agencies. These records are used by OFM, State 
Treasurer, and agency accounting offices, each of which may have a different retention period, depending on the specified use. 
AFRS reports are backed up on tape and retained for ten years by OFM. Any agency not. using AFRS in conjunction with OFM should apply the 
functions of the following series to agency specific forms and reports used in lieu of. 

ForAthe Attorney Gen~r 1 
.AJ.,.1.~-. . F /' 

~{)I....-·(.~ ... 

F~ditor chivist 'V,1/, 

"J-/q ~ 
For the Director of OFM 

• , ,Ii) __ O~ .!/;~ 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 

-
Schedule !lumber Title Date 

GSO 1-02 Agency Financial Reporting Systems IAFRSJ October 31, 1991 

Form Records Series Title and 
D.A. Number I Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GS01-02-1.1 ) DTR ..f'IJ TAS REPORTS Treasury Accounting system OFM State Treas. Date of 3 Years Destroy 
f i nanc i a I reports. Issuance 

GSOl-02-2.1 I DTR9 ·1 ~~ROCESS REPORTS These reports are a OFH State treas. Date of I 45 Days I Destroy 

GSOl-02-2.2 I /, 
reconciliation of the agency's in-process Issuance 
accounts. · OFM Agency Date of I 45 Days I Destroy 

Issuance 
GS01-02-2.3 I I I OFM I FSMG I Date of [ 45 Days I Destroy 

Issuance 

"° H 2-3. I I Die ~ D!I LY HDR!ING PIPERS Ao•• I F loud• I Ropo" i op OF! Agency Date of I 90 days I Destroy 
System IAFRS) daily working papers. These . Issuance 

GS01-02-3.2 I ~ reports display the detail activity for OFM FSMG I 90 days I Destroy 
· financial and statistical data on a daily 

basis. 

~ . GS01-02-4. 1 I DZOT~ OTHER DAILY REPORTS Other Agency Financial OFM Agency Date of I 90 Days I Destroy 
- Reporting System IAFRS) daily reports. Issuance 

GS01-02-5.1 I HAP JiONTHLY APPROVED ALLOTMENT /REVENUE REPORTS OFM Agency Hgt. · Date of j 3 Yrs I Destroy 
hese are summary level reports of agency Issuance 

GSOl-02-5.2 I inancial and statistical status at a given OFM Agency Accnt Date of I 3 Yrs I Destroy 
point in time. Issuance 

. _............, ------~-~ 

For_;B;~~~:.:. G~!.~r,}~;.,: «·'.~ 
. . ' 

F~~ For the S~e Archivist · 
~a .. -~~e.J. / • 

For the Director of OFH 

~+\-~ ~.c 
~{' ,,• 
"' 

C/ ·--.. J , 

SUPERSEDED



Schedule Number 
GSO 1-02 

Form 
D.A. Number I Number 

GS01-02-6. 1 HCP () 

j/ 

GS01-02-7. 1 I H~ 

GS01-02-7.2 I // 

GSOl-02-7. 3 I 
/ 

GENERAL RECORDS RETE~ " SCHEOULE 

Title 
Agency Financial Reporting Systems (AFRS) 

Records Series Title and 
Statement of Function/Purpose Class/ Distribution 

MONTHLY COMB. APPROVED & ADJUSTED ALLOTMENT I OFM I Agency Hgt. 
REPORTS Honthly combined approved and adjusted 
allotments reports. These are summary level 
reports of agency financial and statistical 
status at a given point in time combining 
approved and adjusted allotments. 

I MONTHLY FINANCIAL STATEMENTS REPORT I OFM I OFM 

OFM Admin. Agency 

OFM Agency 

Cut Off 

Date of 
Issuance 

I Date of 
Issuance 

Date of 
Issuance 

Date of 
Issuance 

GSOl-02-8. 1 I MSW vf oNTHLY GEN. LEDGER TRIAL BALANCE/STATEWIDE ; OFM ; Agency 

I 

j Date of 
LEVEL Monthly General Ledger trial balance at · .Issuance 
the statewide level. 

Date 
October 31, 1991 

Retention Di spas it ion 

3 vrs Destroy 

Agency Option Retention for Months 25 and 99: 2 
yrs. Other Months: Destroy at 
Agency Option. 

Agency Option Retention for Months 25 and 99: 2 
yrs. Other Months: Destroy at 
Agency Option. 

Agency Option Retention for Months 25 and 99: 2 
yrs. Other Months: Destroy at 
Agency Option, 

I 4 Years I Destroy 

Fo; ~~£ra ..... -· .._,~--- ~~ ~ _ For the Director of OFM 

" . (., ,.· 

SUPERSEDED



GENERAL RECORDS RET','TlON SCHEDULE 

Schedule Number Title Date 
GSOl-02 Agency·Financial Reporting Systems (AFRS) November 1, 1991 

. 

Form Records Series Title and 
O.A, Number Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GS01-02-9. 1 MTR Ci . MONTHLY TAS REPORTS Monthly Treasurer OPR State Treas, Date of 6 Years Destroy 
Accounting System reports to disclose receipts, Issuance 

GS01-02-9.2 ~· disbursements, and transfers. OFM Agency Ace" Date of 90 Days Destroy 
Issuance 

GS01-02-9.3 OFH Revenue .Acc. Date of , 3 Years Destroy 
Issuance 

GSOl-02-9,4 OFM Wildlife Ace, Date of 3 Years Destroy 
Issuance 

GS01-02-10, I MW/ MONTHLY WORKING PAPER REPORTS Inc 1 udes al 1 OFM Agency Date of 4 Years Cutoff for Project/Grant is 
financial and statistical detail activity, Issuance· Termination of Project/Grant, 

Destroy, 

GS01-02-11.1 QW//Q OMWBE QUARTERLY REPORTS Office of Minority and OFM Agency Date of 4 Years Destroy 
Women's Business Enterprises quarterly Issuance 
disbursement and goal performance reports, 

GSOl-02-12. 1 WWP _(f WEEKLY WORKING PAPER REPORTS Includes all OFM Agency Date of 90 Days Destroy 
Qi: financ.ial and statistical detail activity, Issuance 

GS01-02-13, 1 wzo' OTHER WEEKLY WORKING PAPERS REPORTS Other OFM Agency Date of 90 Days Destroy 
Agency Financial Reporting Systems (AFRS) Is.suance 
weekly working paper reports, 

"' --· ~ A 

For the AtJJ~;J;/;:_8,,~ fir/IP I/A ~- Au'oi;r(r / _// r,J~ftl AJC~1~~ 
. . 

For For the Director of OFM .. 
I'-- ·vd ~ K · Sll;t)rhlurn) . , 

SUPERSEDED



Schedule Number 
GS01-02 

Form 
D.A. Number I Number 

GS01-02-14. 1 

GSOl-02-15.1 

HRS 
r: 

~) 

DRS Q 
rj 

ff 

GSOl-02-16.1\ IRS dJ 
~ 

GENERAL RECORDS RETEN ' SCHEDULE 

Title 
Agency Financial Reporting Systems \AFRS) 

Records Series Title and 
Statement of Function/Purpose 

HANAGEHENT REPORTING SYSTEM REPORTS Provides 
supplemental analytic information within agency 
management series for statu~ oi allotment, 
disbursements, accruals, encumbrances and 
variances at varying levels for varying time 
frames. 

DISBURSEMENT REPORTING SYSTEM REPORTS The 
Disbursement Reporting System (DRS) provides 
both automatic and user requestable reports for 
an agency's vendor history information 
including disbursements, Internal Revenue 
Service 1099 reporting, and the Office of Women 
and Minority Business Enterprise information. 

IRS100-IRSl10 Reports relating to the Internal 
Revenue Service 1099 reporting process. 

Class\ Distribution 

OFM I Agency Acc. 

OFH I Agency 

OFH Agency 

Cut Off 

Unt i 1 
Superseded 

Date of 
Issuance 

Date of 
Issuance 

GSOl-02-17. II !APR~ THE ALLOTMENT PREPARATION SYSTEM The Allotment OFM Agency Date of 
Preparation System (TAPS) reports summarize the Issuance 
agency's allotment, Full-Time Equivalents, and 
revenue status. 

Retention 

Agency Option 

Agency Option 

I Agency Option 

J Agency Option 

For~~~~N7"2! ~~ For the ~~Archivist 
/,.{ / ~.4,:/ ' 

"' - I -

Date 
October 31, 1991 

Disposition 

Destroy 

Destroy at Agency Option EXCEPT DRS 
338: This report must be retained 
for three years. 

I Destroy 

I Destroy 

For~~~~F~ 

SUPERSEDED



\ 

SUPERSEDED



Schedule Number 
GS02 

Item 
Number Form Number 

Title 
Standard Budget .& Allotment Records 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHE' -

Date 
November 5, 1991 

Part[Classl Distribution Retention Disposition 

Agencies are to retain access to financial data for a minimum of ten years, at a level necessary to prepare any adjustments to historical 
data as required by RCW 43.B8.D30(4). The media of storage is left to the discretion of the agency but is to. be the most cost effective 
means of providing access. At a minimum, information is to be retained at the agency/fund/character/appropriation type/program/object/ 
sub-object level for expenditures and agency fund/souce level for revenues. 

F~r the Attorney Gene.r-al 
":' ~ f."' ·~~··" ,),;; ; 

. . 4C:0-"( .. /i44,, .. ~ ,ff.:'41 

For the Director of OFH 

,.. 

SUPERSEDED



GENERAL RECORDS RETENT"-" SCHEDULE . 

Schedule Number Title Date 
GS02 Standard Budget & Allotment Records November 5, 1991 

Form Records Series Title and. 
D.A. Number Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GSOH.t CAPITAL ANO OPERATING BUDGETS Agencies are OPR OFM(machine read) Biennium 25 Years Review for Disposition 
GSOH .2 required to maintain budget detail provided in OFM OFM (copy) Biennium 6 Years Records .Center Storage 
GSOH .3 accordance with the current OFM budget OFM Agency Accounting ·Biennium 4 Years Records Center Storage 
GSOH. 4 instructions. Machine readable formats are the OFM Agency Offices Biennium 2 Years Destroy 

main media for transmitting the data. 

GS02-2. t ALLOTMENTS Agencies are required to maintain OPR OFH(machine read) Biennium 25 Years Review for Disposition 
GS02-2.2 allotment detail provided in accordance with OFM OFH Biennium 6 Years Records Center Storage 
GS02-2.3 the current OFH allotment instructions. Machine OFH Agency Accounting Biennium 4 Years Records Center Storage 
GS02-2.4 readable formats are the main media for OFM Agency Office Biennium 2 Years Destroy 

transmitting the data. Provides a record of 
documentation necessary for the establishment 
of operating and capital allotments. 

GS02-3 .1 WORKLOAD PERFORMANCE ANO PERSONNEL REPORTING OPR OFH(machine read) Biennium 25 Years Review for Disposition 
GS02-3.2 Agencies are required to report actual activity OFM OFH Biennium 6 Years Records Center Storage 
GS02-3.3 for comparison against estimates to track OFH Agency Accounting Biennium 4 Years Records Center Storage 
GS02-3.4 performance I in a format specified by OFH). OFM . Agency Office Biennium 2 Years Destroy 

GS02-4. 1 FINANCIAL REPORTING Agencies are to retain OPR Agency Accounting Biennium 10 Years Records Center Storage 
GS02-4.2 access to financial data to prepare any OFH OFH Biennium 10 Years Delete Backup Tapes 

adjustments to historical data (RCW 
43.88.030(4)). Provides a record of 
expenditures and agency/fund/source level for 
revenues at the agency/fund/appropriation 
type/program/subprogram/object/subobject level. 

, 

For~ney ~e[! . ,{a, ~~,!//) !l,•~~·r:··· ,,,._... . -,,4f N' . ...._ 
/, 

For t~r~v~;,,/. · 
tr /Uf- AA/ ' ~.c¥{.o~ 

. . . . ' 

SUPERSEDED



SUPERSEDED
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.;~,;}: GENERAL RECORDS RETENTION SCHEDULE 
...... 1:us1 ; 
a11:111:u· .. 
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SC:i-tEOU:..E NUM9ER 

3 

ITEM 
ll'QRl,.I NUVl!ll:R NU"'ll!IE!R 

I, SF 573 

2. SF 573 

3. SF 573 

4. 025 

5. 825 

6, 150 

7. SF 570 

8. SF 115 

9, SF 314 

10. SF053 

TITl.E 

PERSONNEL FORMS USED STATE•lDE 

RECORDS ll!IOE.S TITt.ll COPY CLAlt 

APPLICATION FOR EMPLOYMENT (Type Al I OFM 
Pro"Vidl!!• • record of applicant• whose a1met were not 2 NIA 
placed on the register, (Formerly PER. 20-2!02} 

APPLICATION FOR EMPLOYMENT (Type B) I OFM 
Provide• I recoal of ap~icanta whole nMles were 
pl•ced on the regl•ter t register e1filred before 2 N/A 
appointment was made. (Formerly P R. 20·2502) 

APPLICATION FOR EMPLOYMENT (Tr• 0 I OFM 
Provides • record of ·~Ucanta aeleete for employ~ 
ment. (Fonnerly PER 0·2502) 2 N/A 

POSITION ACTION REQUEST, (Approved) Prorideo I OFM 
• record of ori~nal or ;i:•ted posiuona requested by 
u •1ency. (O 111ole1e orm. see GS 3-2) 2. OFN 

3 OFM 

POSITION ACTION REQUEST. (Dio':froved) I OFM 
Prorides • record of original or updat po1hlon1 2 OFN 
req11e1ted br an •sency, (Obsolete Form, See GS ).2) 3 OFM 

CLASSIFICATION QUESTIONNAIRE, To demlbe I OFM 
the dltle• and reapon111Ibi.Ude• of one employee'• 
potldon. (Olt1110lere Fonu) 

2 O~M 
3 NA 

CLASSIFICATION QUESTIONNAIRE. To demlbe I N/A 
the dude• ud reapon1lbllltie• of one employee'• 2 OFM 
Po•ldoa. 

i 

3 OFM 
4 OFM 
5 N/A 

6 N/A 

PERSONNEL ACTION FORM. Pro•ldeo o ttcvrd of I OFM 
m•k':J neceaaary changes Jn an emplo)ree' • personae 
reco to •eep Ir In • current status, (Obsole1e Form. 2 OIFN 
See GS 3·2) · 3 OFM 

EMPLOYEE RECORDS TRANSMITTAL. Tron1mito I OFM 
•a. emplo1ee' 11 per111oanel record• when the employee J OFM 
Je tran•fened co • new •geacy. , 

LEi\.VB REQUEST. Pro•lde• a recotd of an emplaye1 I OFM 
teqaeat for redod• of absence. (Formerly Reque•t e 2 N/A 
lot Leaye o Ab111ence) 

I 
,_ 

,n 
FOR TH• AT TORN< "ll!!jl rl/J/.. fl"OA TME S~A{IE AUOIT~~ 

rJ . , 7-~~ 
Ga.t..!lo 

DATE 

. i July 1982 

Dl•TRl8UTION ":ETEN1'.ION CISPOSITION 

Dept of Personnel 
Applicant 

30 D•ys 
N/A 

Destroy •t Terminal D•te 
N/A 

Dept of 'Per•onnel 30 Days after Espba- Destroy ·at Terminal Date 
, don of Register 

N/A Applicant N/A 

Dept of Personnel 5 Years after Terrnlna• Destroy •t Termlnal Date 
don of Employment 

N/A Applicant N/A 

Agency PersOnnel 5 Years afler Tenn.in•• Destroy. at Terminal Date 
don of Employment 

Destroy at A1ency Option Field OIOce Aaenc{ Op1ion · 
A9ency Su•pen111e Copy Until etum of Copy I Destroy llD!llecll•tely 

~~ Per1oaael Aaency Option Destroy at Aaeocy Option 
Id !Ree A1eacy Option Destroy u: Aaency Option 

Aaency Su1pen1e C:Opy Undl Retum of Copy 1 Deauoy lramedl•tely 

Dept of Personnel Until Superaeded or 60 De•troy •t Terminal Dote 
Daya after Position 
Al>Ollohed 

A1ency Per1anael 
Employee 

Same•• •bo..-e 
N/A 

D,1troy •t Termlnal D•te 
NA. 

ln111tmc1lon111 N/A N/A 
Dept of Personnel UntU 2 Years afte-r Destroy at Temalnal Da1e 

Saperse11lon or Po11 .. 
tlan Abolli•hed 

A~encr, Personnel S1U11e 1111 above Destroy ••Termini) D•1e 
F eld fflce Same a111 above Destroy at Tennlnal Dste 
Employee Suspense N/A N/A 
Cop{ 

N/A N/A Emp oyee Peno1nent 
Copy 

A1ency Per•onnel 7 Years •fter last State Records Cent~r 
action 

Field Olllc• Aaeai{ Opdon Desrroy at Aaency 'Option 
Ase~cy Suapen•e Copy Uatll etum of Copy l De•rror Immediately 

GaJnlng: Aaency 1 Year ·Destroy al Termlnal Date 
Lo111ln1 Asency 3 Years Delllttoy •t Terminal Dare 

A'ency Personnel 
NA 

3 Year• 
N/A 

Deatroy at Terminal Date 
N/A 

-...... -. 
FOft ?tTATE ,t.qCHIVHT 

-' ()_ ,,, ..... • - - .. . 
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~.·~ GENERAL RECOt<tlS RETENTION SCHEDULE 
. ' . 
__iJ 

•CHt:Du-U;: NUweE1t 

J 

ITltM 
.. 4,IMaEA ... ORM NUV•l£R 

11. SF 6954 

12. SF7100-Ml 

13. SF 7895 

14. SF 9818 

''· '·~·:ia 

~ I ~ 

16. I SF 9622 A It B 

17. 

18. 

19. 

:io. I SF 16 

21. I SF 30 

TITLE 

PERSONNEL FORMS USED STATEWIDE 

AECOAOS SC1tl•• TITLll: CCPY CL.A.IS DllTllU•uTIO,.. 

LEAVE RECORD. Mnlnta.ln• a record of the •1110unt I OFM Agency Personnel 
of vaiious type• of leave accrued and taken by iodi.-ic 
ual employees. (Fonaerl,• Leave of Ahscnce Reco~) 

PAYROLL ACTION RfiPORT. Pro•idea a record of I OFM Data Pioceasin1 
added ot deleted employee• from 1he comriuced payroll 2 OPll Aaeru:::y Payroll 
and to effect all ch•nae• to master paym I records, 

SALARY; ATTENDANCE, LEAVE AND OVERTIME I OPM Aaency P1!r110nnel 
RECORD. Provide a a record of .:a emplr;?:ee' s ~yror 
records, d•1• wodted• wase• faid, etc. ( ormer )' 
Employee• Peh'llanent Recor Card) 

EVALUATION FOR PllOMOTION. Pro•idea • coa• I ' OFM Dept of Pertonnel 
densed. record of,aa emplofiee'• quallficadona which 
m••~ lhat employee ell1ih e for promodon. l OFM A1eacr Personnel 

J NIA Employee 

EMPLOYEE PERFORMANCE EVALUATION. Pao· I OFM A1ncy Pa90QQel 
wides a record of ewalu•don of ata ed';loyec' • peritr- ·2 NIA EmJ1Jo1ee 
ftlMICe. (Fonlieily Employee B••lua oa RePoril 

RESUEST FOR CERTIFICATION. Proolde• o .. cont I OFM l}etc ef Peraoanei 
of • vlslna che Depanmenc of Persouel of ncani: 2 OFM Afenii Persoanel 
po1ldoas needed to lie fllled ud 1e~1da1 aune1 of ' OFM F eld lliee 
ellgihtc P.ersonnel. (Obsolete Form) 4 OFM Aaencr·Copr 

5 Ol!M Aae••r·Copy 
6 OFN Aaency Suspense 

Copy 

VOLUNTEER OFF·llOUR TRAINING. Pmoldoo • 
I 

I IOFM I Depc of Per900nel 
cecord of employee1 compledaa couraea of tnlaiaa 2 OFN A1encr Pecaonael 
dud•a other dlma woikln1 hours, 

RECORD OF IN·SERVICE TRAINING. P..,vldu • I 
record of employee• recel't'lna formal cdlolna C111·ehf:. 
job,. . 

I 
2 IOFM 

OFM 
I Depc of Peraonael 

Aaeacy Per1onnel 

EMPLOYEE SUGGESTION EVALUATIONS. Pro•ldel I OFM Employee SuJ1e1rJon 
a record of lhe evaluadoa• of la.dlTldu.al au.sa•doa• Awardl: Boa 
made by Staie Employee•• (Oltsolete Fona) 2 OFN AJ•BCJ"Olli .. .ui.1 

eTal .. doa · 

ATTENDANCE LIST. To ldendly ponldp.,110 la I OFM A1eaCJ•CopJ 
aaency meecln9s, 1raJalag 1ea•loaa UT mafereacea. 

TUITION REIMBURSEMENT REQUEST. To requut I OPR Aaeocr. Accoundna 
tuition relmbUrsemert by a atate ~Jolee who J•rd· 2 OFM Dept of Persouel 
cipa1ed lo a qualified courae conducte by an •c•· 3 NIA Applleoot 
donal laadtailon, vocadonal School or profe1sion1I 
orsanl:r:ation, --, 

FOR THE 4TTORN•Y GE•.tt~~ ~· ''if· , 
(> , AAL.Ni • ri!/1-c<Tlw. ... . t. 

l"OR THE ST.,....-A~D~~~ 
... .. -- · .•. ~""'.- .. ~ ·- -

:JAJI.,, ........ 
) . ) 

., 

"IETl!NTION 

Unril 5 Years •her 
T ermlaadon of Employ· 
ment 

90 Day• 
5 Yeara 

D.\Tll!: 

I /uly 1982 

CltP091TION 

Des1roy at Terminal Date 

Destroy at Terminal D•re 
Deauoy at Terminal Date 

S Years •her Temain•·I Deetroy at Terminal Date 
don of Eraploylnen1 

Until Siaperaeded or 
~1is1er Eaplre1 
5. Yeue after Termln•· 
ti'n of EmploymHt 
NA 

5 Ye•r11 
NIA 

5 Yea11 
Aaeacy Option 
Ageac1 Option 
Aaencp Opdoa 
Aaenc~ Opdon· 
Until etum of Copy 2 

sYeua 
5 Year• after Termln 
don of Employmeat 

Deatroy at Terminal Date 

De1troy •t Te1111btal Date 

NIA 

Desuoy Ill Tennlaal Date 
NIA 

Deauoy at Terminal Date 
De1t~y at Aaency Option 
Dettroy at Agency Opdon 
De1rmr •t Aseney Opdoa 
Dettroy •t A1eacy Option 
De1uoy lawDedlately 

De1uoy at TermJaal Da1e 
Dea1roy at Terminal Date 

2 Ye•r• ~ De•1roy •• Tenaln•I 0.1e 
5 Year• afrer Tennlna Deatioy ac Terminal Date 
don of Emplo7meat 

4 Yeare Destroy 11 Terminal Dare 

2 Year• Deauoy at Terminal Date 

1 Year Destror at Termlaal Date 

6 Year• State Rccorda Center 
5 Years D'suoy at Terminal Date 
NIA NA 

ii-QA 'f"Hf!/JTATE .t."ICHIVIST 

J,,0 ..yy,,t,,,,,,;;_,. 
v , 

-
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GENERAL Rl::"'JRDS RETENTION SCHEDULE 

SCHlli:OULE NUMBER TITi.:i 
-·- -- - ---- ---- -QATlli: 

3 PERSONNEL FORMS USED STATEVllDE 1 July 1982 

ITIE"' l"O"AM NUMlllER Rf:CORDS Sl!:Rlltl TITLE COPY eLAll DllTIU9U'fl0N 9'1:Tt:NTION CllPOtlTION NUMfll.R 

22. SF 53 SCHEDULE OF GOALS. (12·Monche) To document 1 OFM Agency M•n•aement 5 Years De•uoy at Terminal Date 
11fion~ran1e 30als of each operadng: •ctlvlty. 2 OFM A9ency Superrisor 3 Year11 De•uoy at Terminal Date 

3 OFM Preparer 2Yea11 Destroy at Terminal Date 

23. I SF 54 I SCHEDULE OF GOALS. (S Year11) To doc11ta1eat I OFM A9ency M1111agement 5 Year• Oes~y at Termlaal Date 
lon1"ran1e 1011l11 of each operatloe: activity. 2 OFM A1ency SUpe"lllOr 3 Years Desrroy at Temlln•I Date 

3 OFM. Preparer 2 Year• Destroy •• Terminal Date 

24, I SF 55 I SOU!DULE OF OBr.:CTIVES. (12 Naothsi To docu• I OFM A1ency Man•1emear 5-Years Oesuoy •t Terminal Date 
meol 11hort-ran1e ob ectlve• of each operating activity 2 OFM tlrency Supe"l•or 3 Ye•rs De•tro1 at Terminal Date 

3 OFM reparer 2 Years De•tror at Terminal Date 

25. I SF 56 · J SCHEDULE OF OBJECTIVES. (5 Year•) To docu- I OFM Aaency Maaae:emeat 5 Yea1 De9troy at Terminal Date 
meat lon1"r•n1e obJecdvea of each opendn1 acdvitf1 2 OFM A1eacy SuperYlaor 3 Year• De•uoy It Termia•I Date 

J OFM Preparer 2 Year• De•uoy •t Tenalaal Date 

26. I SF 57 J REPORT OF ACHIEVEMENTS .. To documeo• 1 OFM Aaency M•n•P.meat 5 Yeus De1uoy •t Terminal D•te 
achievement• of· •a organlz•tion1 prOe:ram, etc., u.d 2 OFM A1ency Supe"laor 3Yeua De1tro1 at Terminal D11ue 
che reanltu.t aavla1.. · 3 OFM Piesi-rer 2'Yeara De1croy at Termln•I Dace 

;:: I 27. I SF 76 I FLOW PROCESS CHART AND PROCEDURE STUDY I OFM Aaenc:r Office 1 Year De1ttoy It Te~ad D•te 
SHEET. To er:1mlae1 docwaenr llld lmproye proce-
durca ,lad •J•tema oa • atep·b,,..step. blial1, · 

28. I SF 137 I VEIUCLE ACCIDENT REPORT. To repon oo accl- 1 OPR Tort Oahn• 6Yean St:1te Record• Center 
deac lnvolvln1 ~rate employee• and •t•te •ehtcler. 2 OFM Aaencr · 3 Years D'attoy at Terminal Date 

3 NIA Employee NIA NA 

29. I SF 138 J CLAIMANT'S REPORT OF ACODENt, ·To be .;,.,. I OPR Tort Claim• 6 Years State Records Cecner 
tered followlif aa accident ln•olvlna 1 11ate •eblcl 

I I fore clat .. w 1 be considered. 

30. I SF 141 I COMPLETED DEVELOPMENTAL ACTIVITY I OFM O.ca Proce1lln1 ZYe1n Desll'Oy at Tenntnal Date I REPORT. ·To document lnfon:aadoa about de'tel~ 2 OFM A9eacy Per•onnel JYe .. 1 Destroy at Termloal Date 
menial 1cdYJty ahd 1111 lndJvJdnal• compledn1 the 3 OFM Hunaan Resource 5 Years De1uoy at ·Terminal Date 
acdYJty, DeYelopmenr 

31. I SF 142 I REQUIRED DEVELOPMENTAL ACTIVITIES. To I Ol'll 0.111 Procea1inl 2 Years De1uo; ac Terminal Date 
Uar Clevelopmenral •ctlvltiea n.qu.lted ror 1pecl1I fob z orN Aaency Petsonnel 3 Years De1troy •t Tenalnal Date 
cl•a•e•• ' OFll · llum1111a Resource 5 Years De1tro1 •t Termlnal D•te 
l . 

0eYe1opmeat 
32. I SF 143 I ?:E=:PNENTAL ACtm111!1. To I 8ftf .. ..... - ... 1., 2Yeon D~1uo1 at Tenalnal D;re 

I .... '"1 ocd>!tlH '° .. olfe ... hr 2 ftaemiy l'enoanel )Yean De1tray •t Temdna1 Date 
~ .,..c1 •• , .. 3 OFM Hueiaa Resource 5 Years Desrroy •t Termin1l Date 

DeYelopnaeat 

3J. I SF 144 I HUMAN RESOURCE DEVELOPllBNT NEEDS . I OFM D•t• Proceesln9 I 2Ye•rs I De•troy at Teimin•I D•re 
SURVEY BY .PAYROLL NAME. To !deadly de••••r z OFM A9eacr Pereonael 3 Year• Dettroy at Terminal Date 
mental •cd•Jdes needed by Jndlvid.aal employees o J OtM Haman Reaource · S Yeua Destroy at Termlnal Date 
•n .. ency. De•elopment 

··.i:.. 

fi'OR THIE ATTOANEV GI ~GA THiCiTiTi! A-'llCHIV,llT 

~ -~'i 
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< GEHERAL RECORDS RETEHTIOH SCHEDULE 

~ . . 
•cH•DULa NUM••R TITL& DAT• 

3 PERSONNEL FORMS USED STATEWIDE I July 1982 

1Tat.t P'ORM NUM8Bft 
111•coftDI ll:IHll:I TiTILIE il'ND PAR' CLAll DllTIUIHJTION R&T•NTION OllPOltTION 

NUMBaR ITATIEMENT t)'I'" l"UNCTION/PURPOI& 

HUMAN RESOURCE DEVELOPMENT NEEDS SURVEY I Data Ptocesslos 2 Years Destroy •t Termln•I Date 
I 

34. SF 144A OFM 
BY COURSE TITLE. To ldcodfy rho number of 2 OFM Asency Per.onncl J Year1 De•troy at Terminal Date 
employee• within a iob cl••:I needina qecUied de•et .. 3 OFM Human Resoarce 5 Yean Deauoy tt Temdnal Dete 
opment acdwitlea. De-.elopmenl 

35. SF 147 HUMAN RESOURCE DEVELOPMENT ACTIVITY ! OPll H•m• ReH•ICe ~Year• Det!'°Y at Termlna~ Date 
TITLES. To idendfy deYelopmen11I actividea other • Dav~t 
those litted In Human Resource Dewelopmental C11alo1 l OPll IA--P-1 5Ye ... Deauor at Tenda•I Da1:e 
such as c:ollese cow1e1 In which 11ate employee• plan J ORI H-- 5 Years De•ftOf •t Terminal Date 
to p•rticipate. De .. eloPme•H 

36. SF 574 APPLICATION FOR PROMOTION. To apply for pm· I OFM Dept of Pe110aael 2 Year• De•Ho)' •t Tenalaal Date 
modoa •hbin •t•tc eovcmmeat. ·2 

~ A1ncr Personnel I ~ear l>e•troJ •t Teml11al Date 
3 Employee NA N/A 

37. SF 575 APPLICATION FOR '11\ANSFE!11 REEMPLOYMENT I OFll Depi of PerlOanel 2Yeua i>e1uoy •t Tcrmi.a•I Dace 
OR VOLUNTARY DEMOTION. o applp lor ua,,.fcr 2 OFM A,eacy PerlODffl j Ye•r• after 1'emiliu De•croy ac TcmlMI Dace • 
of employmeoc, reemploJIHllt or wlunt..,. dnlOtloa doa. of EMIJ.ormca• 
wllhla. a111e toffmment. 

~ 

38, . HEPB-029 EMPLOYEE PERFORMANCE EVALUATION. To I OFM l••d1udan Per*OUel 3Ydra Deauoy •t Tenaln•l Dace 
e•al~•~pe.rfolPJ~ce 91 ! islas.eea.ta a·~ edwe .. 

' doa tnadtudoa;·· · · · · · · · · · 

39, HEPB-15D POSITION DESCRIPTION. To de1crllie dude1 of o I OFM lo11ltudon Personnel 60 Daya aher Po•i· Destroy •t Terminal Date 
poaldon la • biaber edacadon. inadwdoo. don Aboll•hed 

40, HEPB.011 PETITION FOR CREATIONl;llODIFICATION OR I OPR Uilt.er Educadoa 6 Ye.,. •~er Unit i• Slae Records Center 
COMBINATION OF A COLL CTIVE BARGAINING p.,-1 Bo...t Dluolwed 
UNIT. To n:Oece creA1ioa, .odlQcatlom or eomblaadoa 2 OPll had111d• or OfOce 'Year• alt,.- Ualt I• Deeuoy at. T~nola.t D11ce 
of • collecd•e bu,ralaina Unit. Dla1ol•ed 

J N/A Ealployoe/O.aoolu· II/A N/A .... 
41. HEl'll-012 PETITION FOR CERTIFICATION OR DECERTIFICA· I OPR IU1h•r Educadon 6 Y eaini after Uait ls Stt.te Recotd1 C•cer 

TION AS EXCLUSIVE REPRESENTATIVE FOR A Pereonoel Board Dl••l•ed 
COLLECTIVE BARGAINING lJNIT. To requeH ccnll· . 2 OFll la•dtudon or Office ' Yean •Iler Ualt Is De••soy •1 Terminal Dace 
lcadon or decenlflcatlon •• u c:a:clu•l•e repre•eatad• P1•11ollt'ed 
"' • collectl•e Nq:alnln1 uab:, J N/A Employee/OraulP· N/A N/A 

don 

o. HEPB-014 lJNP AIR LABOR PRACTICE CHARGE AGAINST I OPR Hlahor E.i..codeo 6 Year• •her Ch1111e Stace llecosda Cea.1er 
EMPLOYER. To record u(alr labor c.'9arae• .. ialaat p.,....elllooal l• Re11ol•ed 
u.employe1. 2 OFll laMltllliooorOfflce 5YoM•ohorChor .. Deairoy •• Te ..... al Date 

1. aeeol•ed 
N/A 3 N/A l!ePlorHIOt,.W••· N/A 

oleo ' 
43. HEPB.015 UNFAIR LABOR PRACTICE AGAINST EMPLOYEE I OPR lllaher Educ•doa 6 Year1 after Charae S.a1e Record• Cenler 

ORGANIZATION(S). To recocd. unfair labor 11racdce Personael Boan! la resolved 
a1aln11c employee oraanhr:atlon(e). 2 OFM loadtudon or Of&ce 5 Year• after Charae l>e111of •t Termloal Da1e 

11 re1etlved 

·. ~ 

•o• TH• ATTO•NKV 2fl;ii ~· ,: 11"01': THI: IT ATlt /, UDI TO .... ~ ' •OAT~~··~ . ,. '11#4 -·~·· -~ . ··~;?~-:e:: ..... ~ 
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GENERA, .iCOROS RETENTION SCHEOULE 

'<---""7 
•CHllDUL• HUM•ll:R TITt..E 

3-1 'l'ASlll1'GT01' STAH EMPl.OYEES' PERSONNEL II.ECORD FOL.DER 

ITEM 
NUMBER 

I. 

l"ORM NUM91!:R RECORDS SERIES Tl:rL! ANO 
STA Tl!:MIENT OF FUNC TIONIPURPOSI! PART ICLA9!1 DISTRIBUTION 

Personnel Record Folders (Containin_s info~arion as 
described in Personnel Board Rule ]';i'i-46-060) 
(See below) 

PERSONNEL RECORD FOLDERS 

Personnel Bo•rd R'fe 356-46°060 AGENCIES - PERSONNEL RECORDS 

Each agency shall milint•in a record of eaCh employee shl)Win1 the name~ 
tide,· position held, du: unh: whhin the division to Which astiped, the 
.11~lary, chanae• lo em)'loyment status, attendance, leavrs, anil S>Jch othet 
information as may he necessary for the administration of regulations. All 
personnel records, including employee service- records and ratinas! shall be 
open to the lnapecdon of the Personnel Board and, dependin1 an the 
funcdonal reqauement of the content of each indivldnal record, Hall 
accompany the employee throu9hou1 hi11/her 1ervice career • 

. 

'OFM I Personnel Office 
of Employing 
A9ency 

!'OR TH• ATTO•NoYZiL~ 
GAA 0 IO 

ffOR TH£ •".J~C ~ 

,,,.· ~~ 

AIET!!NTION 

Until employl!'e 
rransfers or ternU~ 
naies employment 
with the State of 
Washington 

(1 Year after linal 
cerminstion or retire 
men11 records ·will 
be transferred to the 
St•te Records Cen
ter where the)' will 
be retained for 5 
Years) 

DATii 

I Juli' 1982 

Ol!IPOllTION 

Retain in en1ployin1 •gene)· Personnel 
Office undl in•c•ive or uansfer to 
gaining agenc)• 

Note: Contents of foldc-rs should be 
screened •nd diswsable ile!nl retd)ved 
&>rior to 1ransfer of records to S.ate 
Records Center or 10 gaining •&ency. 
See Geaenl Schedule r.b. 3 for 
d11po1able hems. 

l""OR TH~TA Tit A"CHIYllT 
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Schedule Number 
GS03-03 

Item 
Number Form Number 

Title 
Insurance Records 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SC '.E 

Date 
October 31, 1991 

PartlClassl Distribution Retention Disposition 

GS 3-3 covers Retirement, Industrial Insurance, medical, dental, life and long term disability Insurance. These are used by agency 
personnel/payroll, Department of Personnel, Health Care Authority, labor and Industries, and DRS, each of which may have a different retention. 

This combines previous GS 3-5, State Group Insurance Forms; GS 3-3, state Employees Retirement Systems; and includes (new) Industrial 
Insurance records. 

For ~e !_ttorney G~.n.er~} 
.{_)"°//. ·' ; ' ,. ( ., ' ' /') • . ( ~. r: .,, . ': ...... ,It. -.~i: /l,,1 ,~-f-. 

/ 

'-' 

SUPERSEDED



GENERAL RECORDS RE 10N SCHEDULE 

.. Schedule Number I Title Date 
GS03-03 Insurance Records November 7, 1991 

Form I 
Records Series Title and 

O.A. Number I Number Statement of Function/Purpose Class Distribution Cut Off I Retention I Disposition 

GS03-03-1. 1 I HCA I INSURANCE ENROLLMENT RECORDS Provides medical' OPR Agency Pers/Pay Termination of I 6 Years I Records Center Storage 
dental, life and long-term disability records Employment 

GS03-03-1.2 I I for each employee. Includes request for change OFM Health Care Autho Calendar Year. I 7 Years I Records Center Storage 
of beneficiary, change forms, insurance 
accounting ·adjustment forms, request for 
certification/addition of dependent child, 
termination of enrollment for LWOP, self pay 
enrollment, non-smokers certification, and 
waiver records. 

GS03-03-2. 1 I F212 I QUARTERLY REPORT OF HOURS AND NOTICE OF ACCOUNT OFM Agency Payroll Fiscal Year I 3 Years I Records Center Storage 
GS03-03-2.2 BALANCE For Industrial Insurance OPR L & I Calendar Year 6 Years 

( 

GS03-03-3. 1 I 1· INDUSTRIAL INSURANCE CLAIMS FILES Documents OPR L & I Action on Claim I 75 Years I Destroy microfilm 
occupational injuries and illnesses. Note: does Resolved 

GS03-03-3.2 I I not include copy retained in employee's OFH Agency Personne 1 Action on Claim I 2 Years I Destroy 
personne 1 f i 1 e. Resolved 

GS03-03-3.3 I I OFM Employing Office Action on Claim I o Years I Destroy 
Resolved 

GS03-03-4, 1 R--FE124 RETIREMENT SYSTEM SERVICE CREDIT CONTRIBUTION OPR ORS Monthly 10 Years Records Center Storage 
GS03-03-4.2 REPORTS Provide a record of notification to OFH ORS (copy) Monthly 3 Months Destroy 
GS03-03-4.3 employers of special reporting conditions and OFH ORS Monthly Until Filmed Destroy 
GS03-03-4.4 transmittal input warnings. OFH Employer Monthly 1 Month Destroy . 

For t~.,.Ge~e:_al For the Director of OFM 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 

Schedule Number Title 
GS03-03 Insurance Records 

Form Records Series Title and 
D.A. Number I Number Statement of Function/Purpose Class Distribution Cut Off Retention 

GS03-03-5. 1 / 633009 ·/ CONTRIBUTION ACCOUNTS RECEIVABLE Provides a. OPR ORS 
GS03-03-5.2 record of corrections to the monies transmitted OFM ORS/OP 

for service credit. To correct overpayments or 
GS03-D3-5.3 I I balance due, charge interest or receive OPR DRS/ACCT 
GS03-03-5.4 penalties in accordance with timely accurate OFM Employer 

reporting. 

For ~~;_:~~N' tfaJ ·~~~t?7· 
v ..( C:::./ -~. 

Inactive 
Entered in 
Computer 
Fiscal Year 
Unti 1 
Superseded 

75 Years 
0 Years 

6 Years 
o Years 

h · 'st 
For t~i~,?#' · 

I , 

Date 
October 31, 1991 

Disposition 

·Microfilm After 5 Years 
Destroy 

Records Center Storage 
Destroy 

For the Director of OFM 
.6)~,,,,P.,.f<. ~ 

11"'""¥•-
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GENERAL SCHEDULE 

Sc he du le Number 
GS04 

Tit le 
Investigative and Audit Records 

Date 
November 5, 1991 

Item 
!lumber Form Number 

Records Series Title and 
Statement of Function/Purpose PartlClassl Distribution Retention Disposition 

For 

The State Auditor's office monitors: ( 1) agency programs to reduce waste and fraud; (2) audits accountable records concerned with the 
accounting for availability and status of public funds. 

Several agencies have i nterna 1-aud it offices who conduct accountable record audits and invest i gat i ans; recommend p·o 1 i c i es to promote. 
economy, efficiency and effectiveness and to prevent fraud and abuse; and report problems, deficiencies and progress to the agency head, 
Some series included in this schedule reflect the State Auditor's office's authority to the agencies to destroy audited records (OPR) at a 
retention less than the six (6) years required (RCW 40.14) when the specific records are no longer needed beyond the audit. 

Correspondence, or subject f i 1 es, policy fi1 es, pub 1 i cat i ans, reports to higher authorities and any other record not spec if i ca 11 y 
described in this schedule must be scheduled by·each agency individually; obtaining retention and disposition approval from the State Records Committee. 

NOTE: This schedule does not authorize disposal of investigative files that result in substantive changes in agency policy or procedure 
. or are unusually significant for documenting major violations of criminal law or ethical standards by agency officials or others. The 
disposition of significant investigative files must be scheduled by submitting a Records Retention Schedule, SSA 5381 for review and approval 
of the State Records Committee. · 

For the Di rector of OFM 

SUPERSEDED



GENERAL RECORDS RETEr SCHEDULE 

Schedule Number I Title Date 
GS04 Investigative and Audit Records October 31, 19g1 

--
Form I Records Series Title and 

D.A. Number I Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GS04-1.1 I I INTERNAL AUDIT PAPERS ANO REPORTS Resulting OPR Agency Fiscal Year 3 Years Destroy 
from audits performed internally by the agency. 
Used in conjunction with audits performed by 
the State Auditor's office, and of external 
audits by grantees. Consists of audit reports, 
correspondence, and supporting working papers. 

GS04-2. 1 AUDIT REPORT AND FINDINGS Provides information OPR State Auditor F isca 1 Year 6 Years :Transfer to Archives 
GS04-2.2 resulting from an agency audit performed by the OFH Agency Fiscal Year 3 Years Destroy 
GS04-2.3 State Auditor's office. OFM Attorney General When Resolved 6 Years Records Center Storage 

GS04-3. 1 WHISTLEBLOWER INVESTIGATIVE REPORTS RCW 42.40 OPR State Auditor Case Closed 6 Years Records Center .Storage 
GS04-3.2 Records resulting from investigations of known OFM Agency Di rector Case Closed 2 Years Destroy 

or alleged fraud and viol.ations of laws and 
regulations. Cases related to agency personnel 
and programs and operations administered or 
financed by the agency. 

For tje }ttorney Gener~ 
.JJ(;4u_.E fu!ll' ~ 

IF~ State, Au~ / 
e~~,h .. // For tho/}l~e Archivist 

j{JJ ~,¢'// . For'~~K·o~ 
(/ . c::7 I . 

SUPERSEDED



SUPERSEDED



Schedule Nunber 
GS05 

Item 
Number Forn Number 

Title 
Administrative Screening of Files 

Records Series Title and' 
Statement of Function/Purpose 

GENERAL scHr"111.E 

Date 
October 31, 1991 

Part I Class I Distribution Retention Disposition 

It Is occasionally unfeasible to establish cut-off dates on certain files whereby dated portions of the Records Series may be entirely 
removed Iron the office area by transfer to the State Records Center, filming or destruction. In 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 transmittal to the State Records Center at a later date. 
The records containing the highest percentage of transitory materials combined with long 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 nemoranda 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 infornation and publications after the information or publication has been received or sent. 
4. Reservations and confirmations. 
5. Requests to be added to mailing lists after the addition has been made. 
6. Invitations and announcements of meetings. 
1. Copies of inter- or intra-agency memoranda, bulletins, and directives of a general information and non-continuing nature. 

Administrative s~reening is limited to the above listing 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 subject files released to the State Archivist for historical purposes 
are subject to additional screening deemed necessary after a period of ten years retention. 

, 
For~~¥\~F~ l~lai 

,,.._,, 

SUPERSEDED
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9CHllr.DULllr. NUN•llr.fl 

6 
ITEM FORM NUMBER 

NUM11£R 

I, GAP 58 

2. GEN·PUR·008 

l. GAP 109 

4. GAP 110 

5, SF 267A 

6. SF 267A 

!iENERAl 

TITL• 

PURCHASING FORMS WITH STATEWIDE USE 

RECOROI ll!l:Rle:I TITLllr. ANO 
STATEMENT OP l"UNCTION/PURPOIE . 

REQUEST FOR QUOTATION. Solicitation of prices 
from Teador (Non .. Se•led Bid). 

INVITATION 'fO BID. Sollchadoa of sealed bld1 ·from 
vendors. (Fonnerly GAP 64 and 64a) 

CANCELl.ATION OF BID. (Obsolete Form) 

PURCHASING CONTRACT DOCUMENTS PACKAGE 
(INCLUDING CHANGE NOTICES~ luuod hy S.01< 
Pwch•slo1 Division for use.by agencies••• term 
contract fOr •peclOed aoods or •ervlces. 

REQUEST AUTHORITY TO SELL OR l!XCHANGE 
STATE PROPERTY (Until 31Octoher1975). To outh· 
orize the aale or esch•n1e of aurplus property la lln 
•sency' • lnYentory. 

PROPERTY DISPOSAL RE~EST IAlt<r I Novemher 
1915) 1DJSPOSAL BY AGEN ) To authorl1:e the ·1ale· 
or es.c •age of surplus J:lroperty In an a9ency' s lnwe1ttot: 

Provides lnscrucdons •• co dlapoaldon of property 

Evidence thar Instructions •• to diaposldon of property 
•re forwarded to •sency 

•OR TH• •TTOR~Rtj'f~- /7 •on THO~ .... ~~ 
. , 

"' ~· 
8AA·IO 

/" 

.'OROS RETENTION SCHEDULE 

DATI 

I July 1982 

PA.RT CLAll DllTRlllUTION Rl£Tl!:NTION D11POllTION 

I N/A Vendor N/A N/A 
2 OFM Purch1sinF, .. 6 Ye•rs State Records Center 

Buyer's File 
A9ency Option Destroy It Agency Option 3 OFM Asency-Copy 

I N/A VendOr N/A N/A 
2 OFM P.urchaslnfi .. 6 Years State Records Center 

Buyer' 11 F le 
Destroy at Asenc)' Option 3 OFM Agency•C.opy . Aaency Option 

I OFM PurchasiOg - 6 Years State Records ~enter 

N/A 
Bids/Quotes 

N/A N/A 2 Vendor 

I OPR (Successful. Bids ~ 6 Years St•te Records Center 
Orlpnol) 

6 Years St•te Records Center OPR (Unsuccessful 
Blda - Otlgin•D 

Until Expiiaitlon of Destroy •t Terminal Date 2 OFM Purch••ln1 ' 
Contract 

' OFM Purchaslns (Con· A1ency Opdon Destroy llt A1ency Option 
•r•c• SecdOn Work 
Coprl 

Destroy •t A1enc)' Opdon 4 OFM Purch•sina (ONer- As.ency Option 

N/A 
•Ilona lnfotn1iat on) 

N/A ' Vendor N/A 

' OFN "•···•·Copy Undl Contract ex• Desrroy at Termin•l Date 
plres, la c•acelled 
or superseded 

l OPR Purchasing 6 Years State Record• Center 
2 OFM Sellla1 or Exch•na- 5 Yet.rs after hem De•uoy •t Terminal D1te 

Ing A9eacy .. sold or exch•n9ed 

1 S"FI Agency Accolllldnt 6 Years St•te RecDrds Center 
Purch•1ln1 or Proii 2 Years De1troy •t Terminal Date 
erty DI :r:••I 

5 OFM Purcha na • SUs- Aaency Option Deinoy at Asency Opdon 

6 
lease Copy 

Agency Opdon Desuoy •r Asency Op.tlon OFM j.ency-Copy 

I OPR Afien.cy lnYencory 6 'fears Seate Records Center 
0 nee . 

2 OFM A~eacy lnwll!ln1ory. Until '1'°"•1 ls Dlllltrroy ac Terminal D•te 
0 lice recelv firom Swpl Ult •· 

Propeny to dispose 
of /.roperty 

Destroy •t Terminal Date 3 OFM ~ency Inventory 3 ears 
0 flee 

4 OFM Surplus Property 3 Years Destroy •c Terminal Date 

.; 

OFM Surplus Property De•uoy •t Aaency Option l E•tra Copy 
OFM Surplus Property Eatra Cotty Descroy •t Asency Option 

7 OFM Eatra C.Opy Agency ption D es1roy •c A9ency Option 
I 

fl'OR THIE ITATll AftCHIYtST 

- -

SUPERSEDED



\!'. I 

GENERAL REco .. -s RITllNTIOM SCHEDULE 
i 

. .__ -~ 
•cH•OUL• NUMe•R TITL• DATIE 

6 PURCHASING FORMS lllTH STATElllDE USE I July 1982 
ITllM I 

NUMBER f'OAM NUMBER "" R•COflO• $1!flll!• TiTLIE AffO 
STATIEMIENT OP' P'UNCTION/flUAPOllE PART C·LA.SS DISTIU•UTION flE.Tl!.NTloN· DllPOllTION 

7. lsF 267A PROPERTY DISPOSAL R\\l..UEST (Alm I November I OFM A.fiency Inventory 6 Years State Recqrds Center 19751 (SURPLUS PROPER DISPOSAL) To authodz• 0 lice 
the ••le or e:achsnse of surplus pmperty in lbl •1ency• s 2 OFM Afiency Inventory Undl property disa Dearroy •• T ermiaal Dace Inventory. 0 fice r•edof 

3 OPR Agency Accou1uin1 Years . Suate Records Center 
with 1'arrant 

4 OPR GA Accoundna CS Years &ace Records Center 
(Llquldadon Copy) 

2 Years 5 OFM Sarpln• Propeny Deaaoy a1 Terminal Date 6 OFM Suiplua Ptoperty A1ency gecton Destroy at: Aaeacy Option 7 OFM Extra Copy Aeency pdon Deattoy ~t A9ency Option 
8, (GAP 116 I Rl!INSTATEMEN)" l.f.'l""fER. (Obool .. e fo1m) I I OFM Purch•1Jn9 • · 6 Yeai• s .. ce Record• Center 

OFM 
Reqldeldoo Fil .. 

Aaency Opdoa l Aaeacy•(;opr De1uoy •• Ageacy Option 
3. OFM A1ency-Copy ·A1e11cy Opt.Ion Deattor •t Agency Opdoa 

9. I GEN·PUR· 007 I PURCHASE AUTIIORITY.; Authorize• 1111 51-eac~ to I" I OPR Aaency Accoudaa 6 Ye•.r• Stare Records Center accomplish ha on pulcha1e1. (Formerly S 19 4A) P•y Document 
Destroy at T~rminal O.te 2 OFM Aaeaqr Info Copy 2 Year• 

3 OFM M;eacy. Info Cop, AVacy Option Desuoy at Aaencr Opdoa 

I : 
OFN Pmcllulaa 6 ear• State Records Cauer 

ISF ~26 ·I RECEIVER'S REPOR'r. (Ob,.lete Fona) 

OFM Purdlasla' l Year De1uoy at T ermiaal Due 
(lnlo Copy . 

10. OFM Purchasiaa 
' Y • .,. r•""'' a1 T enalaol Dare 2 OFM A1eacy 2 Year• De1ttoy at Terminal Dace 

11. IGEN·PUR.015 I PRODUCT/SERVICE COMPLAINT REPORT. A#eaey 11 OFM Purch•.Ja1 (Olrec- 6 Years aher correct State Re'conl1 Center fomal eom£1alnt •&•in•t ~roduc11 or 11nlce1. ( ormer- r.. (Acdoa lie• i"e action · ly Parcts., a1 C.Ompl•lat epan) 
1 

.... , 
OFN o acdoa :fialrcd Aaeacy Opdoa. De•uoy •1 A1ency Option 2 OFM PurchaaJ01 ( uyer) Agency Opdon · De•tto)' a1 Agency Opdoa 

' OFM A1onc1 Aseai:y Opdoa Dea1roy •t Aseacy Oi>doa 
12. ISF 350 , .... ~ .. ·-· ·-----~· .. )' OPR Purchailn* 6 "ean S1a1e Records Center requirement for bld bond aubmtnal •• ladlcaed oa & 2 N~A Ven•r NA NIA lnYltatlon ro Bid. 3 N.A Bondln9 Company N/A N/A 
13, ISF 351 I BID BOND. To bind a principal who aai..11• a Wd to I OPR Purc .. a1Jn1 6 Yeua Staie Records Cencer the 1ta1e on a ainale project or purc:haae to M ohlla•d 2 ~(A Vendor Nf.A N/A reaaldnl from the autlmlttal ad acceptaace Of lhe Prlncl 3 /A Bond.11111 Company NA N/A pal'• M . 

14. lsF 352 1 .. N __ ,, __ ••~' 1' OPR Purcho•las 16 Year• I State Records Center prlncl al to IUI obUpdoo IO par or perform In accordanc 2 N/A Vendor N/A N/A with :Ce term• and condldoao ol 11Hi coab1tcl on1eied la 3 N/A Boacllna Company N/ A N/A with the 111a1e. 

15, l·sF 770 I RECORD OF COMPETITION. ~. documeat •••bol quo• I OFM Aaency IJ Yeot• IDe•troy ••Terminal Date radon• from vendoni. · · 

- .---HAL ' /':' ATTORN•Y I::. . 
•oR TH• . ~ ~At-,h· •l 

,,~ ) 

~o .. TH• ''•zu~~~~ 
.~':..-:.:;.·~-:.~ -::'.":":.____.,. .-

ll'OR Tf}'J llTAT• AACHIVit~ ,. 
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OAA-10 .. -" , , 

) ) 

-
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ICHll:DULI': NUM•ll" 

7 

l'TEM 
NUMeER 

t<°ORM NU"48ER 

I, .A20 

2. A20 

, .. A20-l 

4. AH 

,, AH-I 

6- I AH 

7. MO 

8. A43 

9. GEN-MT-013 

10. SF 6855 

II. GEN·MT-008 

GENER> .. coROS RETEHTIOH SCHEDULE 

TITL£ 

TRAVEL RECORDS - FORMS USED STATEWIDE 

RECOADS ll!Rll'.I TITLE AND 
!ITATEMltNT OP' FUNCTION/PURPOSE PA.AT ICLAH DISTAll!IUTION AETl!:NTION 

TRAVEL EXPENSE VOUCHER. To cl•im reimburse· 
ment £or uavel expense. 

I IOPR I Agency Accowninsl6 Ye•rs 
Supports Disbursew 
meot 

2 IOFN IAaency•Copy 12 Yeus 

TRAVEi. VOUCHER WORKPAPERS. Documents· that 
11ub!l1anri•te entries on Travel Ezpense Voucher. 

TRAVEL EXPENSE ADVANCE. (Obsoleto Form) 

RELOCATION AUTHORIZATION, To OUlhorize ..,,e. 
meat of personal belonaJnas of new or ttan•feaed 
employee. 

RELOCATION AUTHORIZATION • TRANSFERRED 
EMPLOYEE. (Obsolete Fonn) 

I 

2 

I 
2 

3 

I 
2 

3 
STATE VEHICLE USAGE REPORT. To reJ>Ort qun:e,. I 1 
ly •tiite •ehlcle uaage. 2 

TRAVEL AUUIORJZATION .. To ~que11t • tr••el auth· 1 l 
orlz•don or •d•ance fundla.. · 2 

OUT-OF·STATE TRAVEL REPORT. (Obsole1e Fonol 

3 
I 
2 

GASOLINE Ir OIL DELIVERY TICKET. Records .... o-- l 
Hne 1111d oil u•ed to se"lce motor Tehlcles. (formerly 
HWY·l32.0281 Ga• a OU fnTolce) (Dept of Hl1hw.r1 2 
OIDclal Delivery Ticked 3 

OFFICIAL TRANSPORTATION REQUEST. (Obsolete I 
Form) · , 2 

MOTOR POOL TRIP TICKET. To record a1al1nment ofl I 
tl•te owned vehicles to Individuals on official •tate 2 
busiaes1 •. (F:onaerlY. HVY 530..003, Mocor Pool Trlp 3 
Ticket) (Dept of Hlahways Pool Ctlt Trip Ticket) 

, 

OFN ·IA1ency Dl•lslonsl,IPost Audit 
Sectional or Unh 
Office of Employee 

OPR IAaeocy Accountin1l6 Ye•rs 
Suppona Disburse· 
meot 

,OFM I Aaeocy .. fUed withl2 Vieau; 
DuplJc•te Diebura1 
mcnt Document• 

,OFM 
OPR 

1
NIA 

OFM 
OPR 

N/A 

Parcha1ln1 3 Ye•r• 
Porch•sin1 (Valid• 6 Years 
ed hf. Insurance Co. 
Emp oyee N/A 

Purchaslas 3 Years 
Plll'cha•lna (Valida 6 Ye•r• 
ed hy Insurance Co 
EmPJoyee N/ A 

OFM I Oii of Fin Mar 
OFN A.9ency . 

2 Year1 
2 Year• 

OFM 
OFN 

NIA 

Director 1 • Year 
A_.aency AcCouadna Po•t Audit 
(When a•ed 10 1a1k"1 
•d••nce ruadlo1) 
Employee I N/ A 

,OFM I OH of Fin Ms• 12 BBC 
OFM Asency AccouAdaa Asency Oplion 

Ol'N Aseacp Suspense None 
Copy ; 

OFM A1enc~ Accoundn 6 Ye•rs 
OFM Motor ool 3 Yeara 

OPR A1enc)' Ac:i,:::rJn 6 Years 
OFM Reiaains la Ir: Until •II numbered 

form request• •re used 
rmm book 

OFM I Motor Pool 5 Y e•r• 
OFN Asency Accoundna 6 Years 
OFM Ageocp- Q.fflce of None 

Peraon utln1 
Vehicle 

DATii 

I )dy 1982 

Qll~OSITION 

State Reconh. Center 

De11roy at Terminal Date 

Deauoy after Audit 

State Record• Ceott"t 

Destroy ar Temiaal Date 

De1uqy at Termia•I D•ce 
Srace Recoalt Center 

N/A 

De1~y •t Tennlaal Date 
State Records Center 

NIA 

Destroy at Ten.iaal D•1e 
Deatroy at Temhlal Dare 

De••ror a Termi••I Date 
De1uoy after A•dlt 

NIA 

De•tro)' at Ter..tnal D•ce 
Recoromead DIM more .th1.n 6 mon1h1, 
then deatmy 

De11troy 

Scace Records Ct'tuer 
Destroy at Term.iaal Date 

State Record• Gaier 
Destroy ·~ completion of use of all 
requeata in boolc. 

De•crov at Terminal Date 
St•te ltccords Ceater 
Deattoy 

,,.--- IJ 
•OR THS ATTORNEY 00~ rl/J/. -

~A. 
POA THll •TATK AUD!~-;;~~ .. 

;~~J 
l"OR THIE ~-T~ ... cH1v1•T 

..LcC:___. __ "m$u' I - ---v 
OAA•BO .. 7 
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GENERAL flECllMDS RITENTION SCHEOULE 

__ .E) 
•c:HaDULC NUM••R TITLC OAT• 

7 TRAVEL RECORDS• FORMS USED STATEWIDE I July 1982 
tT•M P'ORM NUMe•R RltC:O .. OS IS:•Ulll TITL.lll ANO 

NUM811:R STAT•M•NT OP' l"UNC::TIONlflURPOlll Fl'ART CLASI DllTRlaUTION RST•NTIOH DllPOllTION 

12. HWY U3·10' DEPT OF HIGHlrAYS RECEIPTS. (Obsole,. Fom) I Ol'R 11.cncy Aceounda1 6 Years Siate Records Cen1er 
2 OFM 19hw•y• Accrg 'Year1 Destroy at Tennla•l Date 
3 OFM · lllP.••r• A ceca Po11: Audh: De1croy after Audit 

13. REQUEST FOR OUT-OF-sTATE TRAVEL. !Ob1ole1e 
·fonn) 

I OFM Aaency Po1t Audh Destroy after Audit 

14. CONTRACT GAS • AUTO SUPPLY INVOICES. I OPR Aaeacy Accountina 6 Year• Scace Records Oncer (Obsolete Fonn) 2 N/A Vendor N/A . N/A 
15. CONTRACT GAS II AUTO DELIVERY TICKETS. I OFM Apaey Accoualln1 5Yeara De11uny •t 'l'ermin•l Dau~ (Obsalete Form) 2 OFM Reeeivln~ Staff None Deatmy 

Personae 

16. · DEPT OF IUGHWAYS GAS DEl.IVERY NOTICE. I OPR A1eacr Accotmdn1 'Ye•r• Siate Recotd1 Center (Obsolete Form) 2 OFM ·oept of Hlahw.yt 'Yo•r• De•troy •• Termin•I Date 
17. GEN·llT .OOZ VEIUCLE llAINTENANCE/SERVICE ORDER. Pio•lde 1 OPR. GA AocoW1tlo1 6Y-• State Rec0td1 Center a me1a1 of documendna maln1mance and/or 1e"lce 2 OFM U1er A•ncr 'Year• Desuor •r Ttnnin•t Da1e performed on •t•re ·motor ftl•lcle• aa• the co1tla1 3 OFM Vehicle Record• OliJ:•ldon of Traa1fer whh Vehicle thereof. )li:ket Ve cle 

I 

PO• TH• ATTO•N•V~ '~ ,OR TH& ITA:'rll: AVOt 
,.Oft T7-TATI A .. CHIVtlT 

·--.--::~ ...... "r /J _ u-;_,,1~ • ·-::;~--~ 
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~~~~=: GENERAi. nECORDS RETENTION SCHEDULE 

ilf~1;1:u::. r -- p, 
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SCHllDUl.11 NUM811" 

8 
ITHM F'OR"' NU ... ll'l.:A NUM81!R 

I. 

2. 

3. 

4. 

5. 

6. 

7. 

TIT'-11 

BANKING ANO LOCAL FUND RECORDS 

RECORDS SCRlal Tl TL• AND 
STATl!:MINT OP' FUNCTION/PUflPol& 

CANCELLED AND VOIDED CHECKS AND WARRANTS, 
Files of cancelled checks and wanan11 drawn of local 
fund account11 documentins the cherk rep.1en .. 

BANK STATEMENTS. ProYide1 a means bf recoacllln1 
office records of an accofull whh tho1e of the bank in 
which funds arC" 4C!po1ite~~ 

BANK DEPOSIT.SLIPS. Prowide1 a record of deposita 
of funds •t a ba~k or similar Jnadtudon. . 

CHECK REGISTERS. Records accountabillty of each· 
check wriuen •&•Inst the account -ad provld"s a · 
ruanlna balance thereof, · 

LOCAL FUND RECEIPTS. A record of monle• recelwe1 
throuah norm•I o.l'eratioo1 other th•n approprl•ted fund1. 

LOCAL FUND CORRESPONDENCE. Pro•idu fu"he• 
documentation of local fund acdvhy. 

TREASURER'S RECEIPTS ANO LETTERS OF TRANS. 
MIIT AL. Provide• a record of uan1ler of moale1 frorn 
•1enclea to the Office of Stace Treasurer, 

/ -~ 
•OR TH• ATTORHO .. Lo(L~ -A" frOft TH• •TA.T• A .. 

I .'IE(,,r _.--
GAA•IO 

~ 

PA.RT 

I 

I 
. 

I 

I 

I 
·2 

I 

I 
2 

OAT• 

I July 1982 
CLASS DISTRIBUTION Rll:Tl!.NTION DllPOSITION 

OPR Asency Accoundos 6 Ye•rs State Records Center 

OFM Agency Accouado1 5 Years Deatroy •t Terminal Date 

OFM A1ency Accoundoa 5 Ye!trs Destroy at Tennlnal Date 

OPR Asency Accouri.rina 6 Ye•r• State Recorda Center 

IQPR Alenct Accouo.dng 6 Year• Sr•te Record• Center 
OFM 0 er fflce a Ye•t• De•uoy •t Terminal Due 

OFM A1eacy Accouodaa 5 Year• Destroy •t Tertnln•I Due 

----···· ..... 6Yei;.-·-· ·--·· 
St•te Record• Center OPR Scare Tre••urer 

OFM Aaeacy Accounting 2 Year• Deatroy at Termln•I Date 

.. 

ll'"On T7.TAT• AllllC:HfVllT - . ~/} -
. 

--~ . 

.. 

SUPERSEDED



SUPERSEDED



Schedule Number 
GS09 

Item 
Number Form Number 

Title 
Records Common to All Offices of Record 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHEDULE 

Date 
October 31, 1991 

PartlClassl Distribution Retention . Disposition 

This schedule provides for the disposal of certain records common to most offices, It covers administrative subject files; facilitative 
records such as suspense files, tracking and contra l records and indexes, and transitory do.cuments; it applies to records created in electronic 
form or in paper copy. 

This includes the previous schedule GS 4, non-records. 

For tlj.e,,.St-ate Audit~/ / !For the sd'j;(Jrchi~,~~ L 
/':'cfU.#d ~-~ .. ,// A.1L, ?/4'~ A 

For the Director of OFH For ~e Attorney Generjl, . . 
,IJ-b;.u,,. .. -E-/4~,,p ,42, 

/ - .--'7 - ~. I c.../ ' ' ··--· 

-

SUPERSEDED



GENERAL SCHEDUI' .. 

11tle Date Schedule Nu1ber 
GS09 Records Common to All Offices of Record November 26, 1991 

1te1 
Nunber Fm Nu1ber 

Records Series Title and 
Statenent of Function/Purpose PartlClassl Distribution Retention Disposition 

General Correspondence RESCINDED ..• schedule retention and disposition (on SSA53b) for approval .by State Records Committee. 

It is important for Agencies to schedule correspondence as part of the subject file it is included with so the records may be accurately 
described. This approach will allow proper appraisal of the records and facilitate preservation of significant records. 

The State Records Con1ittee has deternined that the disposition of General Correspondence should-not be governed by a General Schedule .. 

jFty the Attorney Gener') 
l-Ot4<.,:_.c:: f;p;,.p ;(i-:2, 

u 
''For~attJ#{foi--/. -~/-~or the~r~~fA'./ 
~~.f. '\::;?{~'l·#.,•··c.,,c iA!/-, 'if"/t(c,A.d 

{~ I , 

For the Dire~ of OFH . 
'. I~ ~11Vt'drJL1 J 

SUPERSEDED



I 

Schedule Number 
GS09 

Form 
D.A. Number I Number 

GS09-l. I V , 

I 

GS09-2 .1 

GS09-3. 1 / 

GENERAL RECORDS RETENTION SCHEDULE 

Title 
Records Common to All Offices of Record 

Records Series Title and 
Statement of Function/Purpose Classl Distribution Cut Off. 

TRANSITORY RECORDS: Consists of notes; phone I OFM I Office of Record I Da.i 1 y 
messages; fax or transmittal letters; routing 
slips; routine requests for information 
(non-policy), draft copies once final copy is 
approved; shorthand notes or mechanical 
recordings once transcribed; copies of 
completed forms, bulletins, correspondence 
prepared for reference and informational 
distribution. NOTE: DOES NOT INCLUDE POLICY 
DOCUMENTS. 

READING OR DAY FILES: Extra copies of I OFH I Office of Record 
correspondence, memos, reports, etc., assembled 
by subject or chronological files for ready 
reference, preparation of periodic activity 
reports, etc. 

OFFICE ADMINISTRATIVE FILES In general, these I OFM I Office of Record 
records are copies of documents submitted to 
other offices for action: office organization, 
staffing, the expenditure of funds, including 
budget records; personnel including training 
and travel; supplies, office services and 
equipment requests; internal activity and 
workload reports,. work progress, statistical 
and narrative reports prepared in the office 
and fornarded to higher levels. 

Monthly 

Daily 

Retention 

O Days 

30 Days 

30 Days 

For~:~-~t:r~~ F_9!?the Sta~ A4~i~O.f? ,./' / 
./!;/ ,, ' .. u. ..... ,/, . '~. / / ' . /) 

o<IJ'_Uu~;o -(ff., \---,fp~;yt'l'£<!e'1.--

the S~rchivist For~ ~/J4/ 
{./ c.:.7 --...-.;;;.--·-· I . 

Date 
October 31, 1991 

Disposition 

Destroy 

Destroy 

Destroy 

Fora'.fZ.~ 

SUPERSEDED



Schedule Number 
GS09 

Form 
D.A. Number I Number 

GS09-4.1 

GS09-5. 1 

GENERAL RECORDS RETEN" SCHEDULE 

Title 
Records Common to All Offices of Record 

Records Series Title and 
Statement of Function/Purpose Classl Distribution 

SUSPENSE FILES Contain documents arranged in I OFM I. Office 
chronological order as a reminder that an 
action is required on a given date or that a 
reply to action is expected, and, if not 
received, should be traced on a certain date. 

Cut Off 

Action Taken 

NON-RECORDS Material designated as non-record I OFM I Receiving Office I N/A 
may be disposed of by state agencies as soon as 
it has served its purpose. Non-record items are 
limited to the f o 11 owing: catalogs or published 
materials received which require no action and 
are not needed for documentary purposes; misc. 
notices not related to the functional 
responsiblity of the agency, i.e. notices of 
community affairs, holidays; stocks of outdated 
publications or forms. 

Retention 

o Years 

For ~;_:ez~AP ~ '~o e'st~·te ud~.tqr.,:'' // ...-j 
I ._ "' • .t.<--·~ - --;:,iYt';' '61! ,.,;, ... • ~~ .. "~A- ....... ~ .... 

e S~chiv/ti,...,/ 
For thA/ ~///! /d~/ . 

v <--' ' 

Date 
October 31, 1991 

Disposition 

Destroy Copy or File Original with 
Subject Matter 

Destroy 

For~_off.~ 

SUPERSEDED



SUPERSEDED



Schedule Number 
GS10 

Item 
Number Form Number 

GENERAL scµ· 'E 

Title 
Disposition of Directive I Administrative Paper Copies 

Records Series Title and 
Statement of Function/Purpose Paitlclassl Distribution 

Date· 
October 31, 1991 

Retention Disposition 

The previous edition of the General Schedules included GS 10, Identification and Disposition of Directive and Administrative Papers. However, 
GS 10 has not provided meaningful records disposition authority for Directive and Administrative Papers. 
It is important for Agencies (executive levels), Commissions, Committees and Boards to schedule or19inals and copies individually, so that they 
may be accurately described. This approach will allow proper appraisal of the papers by the State Archivist and facilitate preservation of 
significant records, · 

These papers may include Minutes of meetings, agendas, dockets, regulations, directives and policy statements, procedures, reports, news 
releases and news clippings; speeches and writings; correspondence. 

The State Records Committee has determined that the disposition of Directive and Administrative Papers should not be governed by a General 
Schedule. GS to is therefore RESCINDED. 

Foi .t~:. At~orneyf~e,,a 1 .. 
IJ'6u.-1c>-~e.. .. IC4>t1v" r42i For~~oK~~ 

SUPERSEDED



~ ,. 

··~ 

Schedule Number 
GSll 

Item 
Number Form Number 

Title 
Records Management Operating Records 

Records Series Title and 
Statement of Function/Purpose 

GENERAL S""QULE 

Date 
October 31, 1991 

PartlClassl Distribution Retention Disposition 

GS 11 covers records (forms, reports, surveys, etc.) dealing with the subject of records management, These records are used by the State 
Archives, agency records officers, agency accounting, and all offices creating and maintaining public records. 

Items include Records Transmittal, Microfilm Transmittal, and Records Retention Schedule. 
This schedule applies to both hard copy and electronic records . 

• 

For,1.t~~Attorney Gen 
/.J[;4<..;,,._.tE > ,. /--:1 

~'~1< 
"telAr~hivi For the Director of OFM 

. ,. -- • l 

• 

SUPERSEDED



GENERAL RECORDS RETEN' .. SCHEDULE 

Schedule Number Title Date 
GS11 Records Management Operating Records October 31, 1991 

form Records Series Title and 
D.A. Number Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

. 

GS11-1.1 SSA TRANSMITTAL Provides an itemized list by box of OPR Archives Last Record 6 Years Records Center Storage 
records transferring from office of record to Item Destroyed 

GS11-1.2 storage (essential, microfilm, inactive OFH Office of Record Last Record 1 Year Destroy 
records). Item Destroyed 

GS11-1.3 Of M Records Olli cer last Record 1 Year Destroy 
Item Destroyed 

GS11-2.1 SSA HICROFILH SERVICES Requests for service and OPR Archives FY 6 Years Records Center Storage 
GS11-2.2 work order itemizing labor and material costs Of M Microfilm Bureau FY 2 Years Destroy 
GS11-2.3 of microfilming. OfH Office of Record FY 2 Years Destroy 

GS11-3. 1 SSA RECORDS SCHEDULES (Essential, General or OPR Archives Last Reeds 25 Years Transfer to Archives 
Retention) Provides detailed identification and Series Disposed 
disposition of records. . of 

GS11-3.2 OfH Office of Record Until 1 Year Destroy 
Superseded 

GS11-3.3 OfH Records Officer Unt i 1 1 Year Destroy 
Superseded 

GS1H.1 DISPOSITION NOTICES Provides an itemized list OPR Rec Offer/Rec Ctr Calendar Year 6 Years Destroy 
GS1H.2 by box of the destruction (in-house or Records Of H Agency Calendar Year 1 Year Destroy 

Center) or the transfer to the State Archives. 

GS11-5.1 SSA REFERENCE REQUEST Provides a record of an OFH Records Center When Returned 6 Months Delete computer data 
GS1H.2 agency's request for the temporary return of OFH Agency When Returned O Months Destroy 

record(s) from the Records Center. 

for ~orney Gener/?.. . ~he~~ 
/ for~chi~ For~ Di rector of i it:).u, J 

"'.~ _/... .. ··"- ... ~ ~ J.lt<4f - 1.zv.~ dl e,4,ttL,,, uwt.J~-K · 'JJJ · ·~ ., -
J • . 
I 

SUPERSEDED



•m!ERAL RECORDS R&TE!I' SCHEDULE 

r----------------------,-------
1 sch~dule Nurr:bet ITitle . 
i _GSll ____ _Eords Management Opeuting Recor·ds 

I I Fero r Re<:crds Seriea Title and I . ! I D.li. Number 1 Uurnbei I Statement of ~nnttion/Pnrpose [Ciass 

las11~~- . -+--

\ GS!l-6.2 ! 

RECORDS MANAGEMENT FILES Reports of holdings, OFH 

i 
i I•~' 1 - ~, I I 11 ... !l I 

\ 

gs11~s.1 OFH 

I 

I 
I \ ackr.owle_d~emerit of iriquiI·ies aud req~ust~ that 

I ! '"' .... "' "'" '""'"' f"' "'". I I 

. I _J~~-=-·-"'--~--'-,~-:-:-~~~ I ~- · IFo~SEl!te Auditor IF'.X)~z:t~N'~ -- ·~-rt_t;:;;l&J 

G$I 1-9. i !.CKJIOWLSDGEMEllT FILES Pr·ovides a record of om 

--------, ! 

I
D°'e 
Mar-ch 2, 1992 _________ ,_)__ _________ _ 

Distribution Cut Off ! Reten~ Dispositicr, 

Records Officer i Until 
Superseded 

Office [ Until 
Superseded 

Pnblic Disclosnrel Final Reply ta 
0ffief.r Request 

I 
i 
i 
i 

Public Disclosure! Calendt:r Ye-Eir· 
Officer er Dfficel 
respcndi1tg 

Receiving 
Ageucy/Of f ice 

Hont.ldy 

l Years ! Destr·oy 

2 Yeats D~stroy 

2 yean DESTROY 

2 yeats I< ES TROY 

:1 ruonths DSSTROY 

i 
----~----.--------. -- . I 

IFo~~ .. J 

SUPERSEDED
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i 

I 
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Schedule Number 
GSl2 

Item · 
Number Form Number 

Title 
Forms Management and Printing/Copy Records 

Records Series Title and 
Statement of Function/Purpose 

GE~ERAL SCHED''·-

PartlClassl Distribution 

GS 12 covers forms and material dealing with the management of forms. 

Date 
November 12, 1991 

Retention Disposition 

These are used by agency forms management offices, stockrooms, and all offices creating and maintaining the specifications, ordering, etc., of forms. 
This schedule applies to both hard copy and electronic records. · 

v~i'~~ For the Director of DFH 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 

! Title Date !Schedule Number 
GS12 Forms Management and Printing/Copy Records November 12, 1991 

Form Records Series Title and 
D.A. Number Number Statement of Function/Purpose Class Distrib.ution Cut Off Retention Disposition 

GS12-1.l FORMS HISTORY FILES Includes one record copy of OPR . Forms Management Discontinued or 6 Years Records Center Storage 
each form created by an agency with related Superseded 

GS12-l. 2 instructions and documentation shmiing OFM forms Management Discontinued or 2 Years Destroy 
inception, scope and purpose of form. Superseded 

GS12·2.l FORMS CONTROL FILES. Includes specifications, OFM Forms Manag.ement Discontinued or 2 Years Destroy 
ordering procedures, and control records. Superseded 

GS12-2.2 OFM Office Discontinued or 0 Years Destroy 
Superseded 

GS12-3.l A PRINTING REQUISITION AND COPY REQUESTS Provides OPR Printer Completion or 6 Records Center Storage 
a record of printing or other services Cancellation 

GS12-3.2 performed by the State Printer or Copy Center QPR Agency Accounting Completion or 6 Records Center Storage 
or in-house reproduction/printing office. May Cancellation 

GS12-3.3 include the following supporting documents: OFM Forms Mgr or Completion or 2 years ·Destroy 
purchase order, copy of vendor invoice, monthly Office Requesting Cancellation 
statements, month to date transaction report, 
charge-back invoice, delivery receipt, job 

·sample, and/or master. 

~-". - ? A .·~ 

For ~:l:~rf',,NJ Jai ~- -·.Ff ,:z /_ /7 l~s(3'jl Archi~),f ~ . For the Director of OFM 
- '"T"' 'V 

1~10. ·- •• o,.. k .. ~ ,.;J, ,,_) 'C;t - ~ - -, 
~ 

. 

SUPERSEDED



SUPERSEDED



I ~II!.::.;; f":) 

(, . 
' "' ' ' GENERA: :CORDS RETEHTIDH SCHEDULE ~ .. ' 

lt;,,:t : 
_;,_ 1"?.lll:tt:.;, ·. 

c .. i:Y 
9CHl:DUl...IE NUM••fl T!TLI! DATI: u RECORDS COMMON TO MAIL AND M!lSSAGE CENTERS I )Uly.1982 

l"OAM NUMltER RECORDI lltRll!!.!I Tl1'Li: AND 
ITATEME:NT OF FUNCTIONtPURPOllE PART CLAll DllTfU9UTION RETl!HTION OllPOllTION 

3533 APl'LlCA TIClN & VOUCHER FOR RE FUND OF POST· I N/A Poar OUice NIA N/A AGE & F.EES. Used ro obtain reluod of ·posta1e. In the 2 OPR Mall & Messase 6 Years State Re1:ard1 Center event of spoil•se or unused st•mp•, metf'red envelopes, «;:enu~r 
•ramped en•elopes or to close out • Postal •ccounr, · 

3601A I APPLICATION FOR POSl'AGE METER LICENSE. u •• I N/A Post Office IN/A IN/A ro procure license to obtain ud use • po~rage meter •. 2 OPR Mail a Me1s•1e 6 Years St•te Reconl1 Center 
Center 

3- 16001 I APPLICA'llON FOR DOMESTIC MoNEY ORDER. l N/A Paaon IN/A IN/A Applicatlon and receipt (or issutint~e of a dnmestic: 2 OPR MaJI & M~11sa1ie 6 Ye•r-' State Records Cen1er mon~y ~n1tero Cenit!.r . 

•• 13851 I ASSIGNMENT OF NUMBER BLOCKS FOR REGIS• I OFM Mail & Mess•1e I 3 v •••• I Desuoy •1 Termlnal Date-TERED, INSURED, CERTIFIED & C.O.D. MAIL. Center 
Maintains • record of rhe a91Jpment of coauol numbers 
for reslstered, lnsurf!d, cenified and C.O.D. mall, 

5, h538 leox RENT RECEIPT. Receipt for money recel'."ed for I /A P•uon IN/A IN/A rental of Poat Office hoz. 2 QPR M•ll le Me•••1e 6 Years State Reeorcle Center 
Center 

~r "· '3811 lcERTIFICATE OF MAILING. U•ed 10 satisfy require~ I OFM Mell & Me•••1e l3Yeuo I Destroy at Terminal Date 'ment of proof that mail was dispatched. Cenler 
7, 15375 I al ANGE OF ADDRESS CARDS. Nodl;cotlon th•• • I OPM Mail & Nessa1e 1 Year l°u""Y at Tenalaa_I DBte patron M~ ch•naed malling address, Ce~ter 
ti. h~12c IDAILY CA.SH REPORT. Mel11taias a record of dally I /A Po11 Office NIA N/A Income and e:J:enclhwe• for the •arioaa l'O•t•I uan1 .. ' Pill MaJI & Message 6Yeara State Records Center •cdo•• Jayo)• ng fund11, . Center 

J----9". 13602 !DAILY RECORD OF METER REGISTER READINGS. l N/A Post Office IN/A IN/A A dally record of postap meter traasacdons, .2 OFM Miil ie Me11a1e J Years Desnoy at Terminal Dace 
Center . 

3877 IFIR.\t MAILING BOOK .. Maint•lnt a record of the asalp I OFM Mall & Me11a9e 13 Vear• I Detrroy at TermJn1l Date ment of control numbers for resJ•1ered. insured, certified Center and C.O.b, mall, . 
II, lo10A I IN~IRY FOR THE LOSS OR RIFLING OF MAIL I ~ r' A I Poor Olllce . IN/A IN/A . MA TER. U1ed to aad•fF Inquiries eoncemlnJ mail OFM Mall Ir: Measage 5 Years De•troy •• Terminal Date that has been recel•ed .. wlth e•Jclence of 1ampe as by Center 

aaauthorlzed person•• 

12. b149 I 1RREGULARl11ES IN THE PREPARATION OF MAIL I N/A Po1t OffiCe IN/A IN/A MATTER. Received from 1he Post OOlee with d•i• 2 OFM Mall II Me1sa1e 3 Years DeeuOy •1 Termtaal Date concernlns the Improper prepatadon of m11ll matter. Center 
,~_..-n. 13849 I MAIL ARRIVAL NOTICE. Notice 1ha1 mall for which I OFM MaJI & M,ssa9e pve•r• I Destroy at Termln..t Date roust be receipted has been·receI,.ed·and may he pleked Ceater up • 

. «l'(..<.V" ~,~ ...... = .. 

• 
OAA~•O 

SUPERSEDED
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~
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8CHaOULa NUM .. 111 

13 

ITl:M 
NUfi!l,BIUt FO"M NUM•llR 

/14. 
wl5 .. · 
/.; 
~· 
~/:S~ 

.,~~/ 
vi'~ 
1,/21. 

22. 

23. 

24. 

25. 

3582A 

3544 

3800 

3603 

l811 

3606 "'<· 

. 286~ 

39,, 

PS3'42 

GENERAL RECORDS RETENTION SCHEDULE 

TITLa 

RECORDS COMMON TO MAIL AND MESSAGE CENTERS-

.. aCOJllDI ISRlll8 TITLa AND 
ITATl:MaNT OP' PUNCTION/flURPOSI: IPA.RT ICLAll DltTfUBUTION 

POSTAGE DUE BILL. Notifh:•doa horn Po•t Office j I 
thar mall maucr bas been rccciYcd for which addldonal 2 
po1nap i• ncce1ury. 

POST OFFICE RECEIPT FOR MONEY. Recelpr• I I 
lsaucd by the Poat Of Dec for m:tncy rec:cl.-ed. 2 

RECEIPT FOR CERTIFIED MAIL. Recehod f...,. I I 
Post Office ladlcatin1 Cerctflcd Nall has been received 2 
for dl•parch. 

RECEIPT FOR POSTAL METER SETflNGS. RecelpH 
l1om che ~olt Office lhat •pproprlate funds have been 
recdwed to co'ftl uaaae of"poatap meter. 

RETURN RECEIPT REGISTERED, INSURED AND 
CERTIFIED MAIL. Nod&catlon ttiat rc1laiered1 
la•ured ad cerd&cd mall Mia bcea rec:el•ed hf the 
addre••ee. · 

SENili;lt'S STATEMENT AllD··cER11FICilTE. OF 

dlBULIC Mh.~LING. A ICCOrd. of fiol •.• ~ .. !l. rJi!.t ~~· . .,_. 
apaitc ~ · • • •· ' • 

RETURN RECEIPT· INTERNATIONAL NAIL. Used 
110 •edfy mal1laa h~a hnn re~el•ed by 11h-;. Adcfreetee, 

SPECIAL DELIVERY NOTICE. Serveo ro natl(J 
addreaaee of Soecr.t Dcll•err ••llln1 dw ••• 
·uade_ll•enhle d:ue to •bsettce of adcfreaaff. 

STATEMENT SHOWING NUMBER OF COPIES OF 
SECOND CLASS OR CONTROLLED CIRCULATION 
PUDLICAUON MAILED, Nalntalaa * recqrd ahowlna 
·number of aecond ·clas• or coacrolled dreul•doa for · 
which poata~ la collec11ed, 

I 
2. 

I 

l 

I 

I 

I 
2 

APPLICATIONS Ir PERMITS FOR SPECIAL NAILING 11 
PRlVll..EGES. PoS11 Office 11.pprow•I• for •peclal mall· 2 
Ina •u1t:->r:lzadona, · 

N/ A Posr Ofllce 
OFM Mail It Mesaase 

Center 

N/ A Po al Office 
OPR Mail Sr: Me•••1e 

Center 

N/ A Poat Office 
OFM Mall a Mes•a1e 

Ceater 

N/ A Post Olflce 
OPR M•ll a Me•••1e 

Ceater 

OFM I Mall a Meusae 
Cealer 

OfN ·I· Moll a. N•u••• 
Cen~l 

OF:li4 I Mall a Me•~··e: 
.~ler. 

OFM Nall a Me•.••1e 

N/A 
QPR 

Center -

Post Office 
Mall a Me•••ae 
Center 

N/ A · 1 Poa11 Office 
OPR Mall a: Me•••1e 

Cenur 

APPLICATIONS ANQ PE~ITS f<!!l,~IN!i Jllm• 
OUT AFFll!ING POSTAGE. AarbollHrlo•• for bul~ 
mall1al for which poauae will lle·•ffl•ed a1.Poa1 O.fRc4 

l ' IN/A 
.2· OPR 

Post Office 
M.ilaMe••al' 
Center 

APPLICATIONS AND PERMITS FOR USE OF METER 11 
POSTAGE •. i\,plicadona aad penaha for uae of po:•t•a 2 
meter la Ueu o pos1a1e •ramp1, · 

N/ A I Po•• Office 
OPR Mol(aM .... ,. 

Rl£Ta.NTl0N 

N/A 
3 Year• 

N/A 
6Yeara 

N/A 
3Yean 

N/A 
GYeara 

l Year 

=3 YHI• 

3 Year• 

1 Yeu 

NIA 
6 Year• 

N/A 
6 Year• 

N/A. 
·6Yea~. 

N/A 
6 Year•. 

DilTI: 

I July 1982 

OllPOllTION 

N/A . 
De1uoy ac Tendnal Due 

Dest~y a1 Tenain1I Date 
S111e Records Cea.1er 

N/A 
De1uoy •1 Termln•I 0.1e 

N/A 
Sc11e Record.a Cencer 

Deauoy -• Tennlnal O.te 

Oe1uoy ~ Tennla•I Dae 

Desuoy •r Terminal Date 

··• De1uoy •IE Teradnal br:e 

N/A 
Staie Record• Cearer 

N/A 
S1ate Record• Center 

N/A 
· Scace Record• Center 

N/A 
State Records Ce1uer 

v'' 26. METER MAILINGS. A record of all m•lltnae u.-ln1 
poa1a9t- me1er. 

I 
2 

NIA I Poat OflJce 
OFM M•ll le. Measaae 

Center 

N/A N/A 

P'OR TH& ATTOftN~!R~J.~ ,J 

~~~~-~1 
OAA·IO .. 

) 

3 Years De11roy at Terminal Dace 

~ 

•OR THE STATS AU~~~ !"OR, THE.2 ARCHIV•tT 

~?.'(; £ • .~.;.,.,. ~ ~M' 
) 

.. 

SUPERSEDED
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13 
ITEM 

NUMB EA FORM NUMBER 

27, 

28. 

29, I 3602 

30. I 3602PC 

PO" THil: A TTOPH•• 

eAA ... 

GEllERAf 'CORDS RETEllTIOll SCHEDULE 

TITLE 

RECORDS COMMON TO MAIL AND MESSAGE CENTERS. 

RECORDS SERIES TITLI! ANO 
STATEMENT OF' FUNCTION/PUAPOllE PART 

POSTAGE STAMP REQUISITIONS AND LOGS. A 
record of postage stamp• ,pirchascd In qusndty. 

I 

IVEIGHING AND DISPATCH CERTIFICATES. Post I 
Oflice verification of wei9ht and dispatch of mailings. 2 

BULK RATE MAIL STAl'EMENT. Verification by Post I 
Office of bulk mail di1patched. 2 

BULK l\ATE MAILING STATEMENT· THIRD CLASS I 
Ml\IL. Verification by Po111 Ofrice of hulk mallia1 of· 2 
third class m1il. 

, 
FOR TH• ITAT• AUDIT0Lif"? ..._ ...... _._,.. __ . ~ 

~-
• 

CLAIS 

OPR 

Nit\ 
OFM 

N/t\ 
OFM 

N/A 
OFM 

OATt: 

I July 1982 

Dl!ITRIBUTION RltTE.NTION DllPOllTION 

M•il & Message 
Center 

6 Yems State Records Center 

Post Office IN/A IN/A Mall &: Message 3 Years Destroy at Terminal ll1.tc 
Cenrer 

Poat Office N/A N/A 
Mail le Mess•ae 3 Years Destro~ at Teradn.t bate 
Cen1er 

Post Office N/A NIA 
Mail It Mes•••e 3 Years Destroy •t Termln•I 0.1e 
Center 

-
FOO THE "l'ija ••CHrvon , • I 

-4L11·, M4<m 

SUPERSEDED



SUPERSEDED



GEl!ER!.L SCHEDu 

, ------,--- -------------r--- -------1 
jSchedule !lumber ·~1tle iDate j 
i GS!4 I ·\gene; Informa~io11 rech~ologr Plann 1ng :iecords ·]January 291 1.932 . ; 
~ _________ _L ______________ . -- . o· ---. -··-1"--------! ----------------~ 
! Item ! I Records Series Title and l ·. \ · · I 

L~~~~~J __ f~~ :'i~ber __ j ____ ~cement of ~ur.ct i on/Purpos:_____ j Part~~'.'.:.] Di strib~t i~ ___ L __ ~::".~! on_l _______ ~~~~~~~~--------_j 
I , 
l RU ·13. !05 Agencies oi the executive and judicial branches of state government :;hi ch use or intend to use information technology ! 
' are requ:re6 to document their intended use in an Agency Information Technology Plan. PlaMdng and ac.quisit;on authority is j 

approve·i bi the Information Services Board (!SB) and implementation authority is approved by the Department of !rformat1on Se•·'11ces. I 

•his General Schedule mar be aoplied to these planning, aporoval and acquisition records for computer systems !hardware and/or software), !t 
does not apply to t~e retent on or disposition of the data contained in the system. Th• data is required to be scheduled as a unique 
recbrd series ind !he retent on and disposition aaproved by the State Records Commjttee. RCW ID.II 

! 

I 
i 
! 
i 
I SUPERSEDED



:JEHERAl RE )' RETEl·lTION SCHE~ULE 

.------.------------,--··-··-------,-·----. ------------------·--·--------------·------·---·---i::-:--------------·------·--------1 
isc!iedu!e •lumber !Title . . . · Gate ! 

L--~~~-------·------·---1 -''"'.'' "'""'""" '"""°'"" f "'_'""''~ __ 
1 

_______ 
1 

____ ·--··---- J anuar2 29. -~~~-----------j 
I ; . . . I 
J farm 1 • Records Series Title and . . . . . . [ . . . 

~~A. Humber llumb~~+---~tate~en~-~~unct1on/Purpose ___ Class 01str1b~~~-- -~~-~~-----· • -~~~~~~'~ __ )_,_~~'..~~~~-----_! 
I GS!H. I ., I!lfORMATIOl·I TECHi.IOlOGY AGENCY Pll.illll/IG Provides\ OPR . DIS/ISB I Calendar '/ear. a Years I Records Center Storage ! 
j GSIH.2 . a record of the use of IT in support of an Oft.I Agency 1

1 
Biennium 2 Years I Destroy , 

1 l agency's strategic business plans, policy 1 I ! · 
! / I direction, ! reports of studies. Includes I 

1 
! 

I· i J strategic & tactical planning; security and i I j 
· I disaster recovery plan111n9; prOJects ! , 1 ! . 

GS!4-2. 1 
GSIH.2 

GSIH.! 
GSi·l-3.2 

acquisition oianning; system definition l I I I 
! p'ogram specifications. RCW 43.105.017 12) 1 I 

1 I . . 
UPDATED TACTICAL PLANNING ?rcvides a record of 1' OFM OIS/ISB Calendar Year \ 3 '/ears Destroy I 
significant changes to the IT planning or an OF!·I .4gency Biennium 2 Years : Destroy · 
agency's annual updates. Includes copies of 
expenoiture forms, agency hardware & software, 
portfolio of proJects, major revisions, & 

existing systems review. 

,;CQUIS!TiOli .;PPROVAL REQUESTS Submitted for 
apomal of acquisitions; inciuaes 
justification, cost benefit analysis, vendor 
participation, MWBE agency plan, acquisition 
~etnod, implementation schedule ! post 
imple~entat1on ~evie\i. 

I 

I 
II OFM DIS/ISB J Wilen Rec'd 

OPR Agency\! Biennium 
I I 

II I ' 
I , I 

I , , 
I I I 

I I : i 

; Years 
6 Years 

Records Center Storage 
Records Center Storage 

I i i I· ! 

! i I ____ · _______ _ ________ _l __ l _________ l _________________ J __________ c ____ j ______________ ---·--·----·---------~ 
r;~~-~~~~~,;r~--:ne~--f#- ' . lfor th~at.:..~~~~ - L,,, f for L::e :'8l" 'rc!i~~.#' • I for \b .ctor 0' I 
; ./J[;4.<.At:>--£. NV.42i I ~'"'--r·--~ --- _ _:r_K~-~-;,,, ____ I ----- -·--------·-· L-----·-------·------.. ··· ---··--·-----·----------!.----------- ----·--- . ·--

SUPERSEDED



GE 1iERl.L RECORDS RETEii! 1CrlEDULE 

"j 

I 

r~-~-. ~---~----·------------···-·---·-··:--~-------··-----·------·-------. -------------. ----------------·---r t'\-------------·------------1 
::;cneat11e Humoer 1 T1~le ;uate J 

~-___::,---r- _ j !.gency Information Technology o~~ng F.~cor~-----,---------,--- IJanuar~ 29, 1992 _______ J 
i I Form I Records Series Title and ] I I ! i / 
i D.A. Number j Number --t---~~~ent _~~unctio~/Purpose . ~~ss Oistrib~~~4 Cut Off 1--~~tenti~-+----D·~pos_~~------~ 
~5!4-4.1 1 1

1 

IMFOR!.\Al!Oll TECHllOLOGY PROJECT PLAIHIIMG I OFM OIS I Calendar 'tear l 1 lears 1 Destroy J 

! GSIH.1 i DOCUMEllTS Provides a record of feasibility OFM Agency . 'i Biennium 1 2 ·:ears \ Destroy i 
i i studies, project management plan and updates 10 1 I I i 
' / om, DIS, or tile Legislature. Includes project i ' I 

i I description requirements or system obJecthes, i 1' l I \' i 
i I cost benefit ana!ys's, aiternative_proposals, I [ I ! 

r1sK assessment, structure l organ1zat1on, I I I J ! 
oudget.1 resources, and implementation! 'I .

1 

! ! 
11grat1on strategy. ! j' 

. I I I 
PAPERS OF DIRECTION Provides a record of advice! OFM I DIS j Calendar lear i 1 Years \i Transfer to Archives J 

from superiors and advice to or from others I OHi ' Agency Biennium ' 2 Years Destroy 

1

, 
showing ho» things are done and reports on •hat \ 
could be done to improve. Includes copies of 1 , 
formal issuances, directives, briefings of ,. I I 1· 

presentation materials or suriey data. . 

I 

GS\4-5.1 
GS!4-5.2 

I 

I i I I l I "l 
1 __ J_L_____ I -----

1
--------.---- --

for the Altor:ey .Genera!.{;
1 

, IFor~te Auditor \For tht5Ja9 A~ . ,, 

L-- At;;e.,(..__c; lJ_l\P ~--.l ~~---~------~ I~ 
J 

-- ----

SUPERSEDED



) 

SUPERSEDED



GEllERAL SCHF"'''.E 

Title Date Schedu 1 e !lumber 
GS14-01 . Information Technology Services December 27, 1991 

. Item 
Number form Number 

Records Series Title and 
Statement of Function/Purpose PartlClassl Distribution Retention 

GS 14-1 covers records pertaining to Information Technology purchased services. This includes but is .not limited to, services 
acquired for: equipment maintenance and repair, security, computer hard1me and software installation and maintenance, key entry 
services, programming and systems analysis services, development and implementation of information services. 

NOTE: This does not include personal services, which are acquired under the policios of OFH. 

Foj,'\~!/;_~~;t~,,,,,o j(?,1 

Disposition 

' 

SUPERSEDED



Schedule Number 
GS14-01 

Form 
O.A. Number I Number 

GSl4-01-1. I 

GSl4-nl-l.2 
GS14-01-l.3 
GS14-0l-1.4 

GS14-01-1.5 

GS14-0l-2. I 
GS14-0l-2.2 
GS14-01-2.3 

GS14-0l-3. 1 
GS14-01-3.2 
GS14-01-3.3 

GENERAL RECORDS KtTElillOH SCHSDULE 

Title 
Information Technology Services 

Records Series Title and 
Statement of Function/Purpose 

TELECOMMUNICATION SERVICE ANO ORDER REQUESTS 
Provides a record of an agency's request for, 
changes or termination for services: SNA 
network, data circuit, telephone voice 
answering, conference call, etc. 

Classl Distribution 

OPR I OIS Accting 

OHi DIS/Office 
OPR Vendor 
OPR Agency Acct 

OFH I Agency/Office 

SCAll SYSTEM AUTHORIZATION REQUESTS Provide a OFM OJS 
record of an employee's request for, change or OFH Office 
termination of SCAN remote access. OFM Vendor 

EQUIPMENT MAINTENANCE SERVICES Provides 
documentation of request from customer to 
provide equipment services/repair; on-site or 

OPR Agency 
OFH DIS 
OPR Vendor 

Cut Off 

Fina 1 Payment 
of Contract 
Termination 
n/ a 
Final Payment 
of Contract 
Termination 

Processed · · 
Termination 
n/a 

Fiscal Year 
Fiscal Year 
n/a 

· off-site. 

GS14-01-4. 1 

GS14-0H.2 

GS14-0H.3 
GS14-01-4.4 

GS14-0l-4.5 

For the jttorney General. 
_,(Jt;M_;,;._. c:: 

CUSTOMER SERVICE AGREEMENT Provides 
documentation for·the provision of Information 
Technology Services. Includes documentation, 
supplements, service estimate, contract 
amendment, and accounting systems. 

OPR I OJS Acctg 

OPR I Agency Acct 

OPR I Vendor 
OFH DIS/Office 

OFM I Agency/Office 

Fo~~ 

Final ~ayment 
of Contract 
Final Payment 
of Contract 
n/a 
Termination of 
Contract 
Termination of 
Contract 

tate Archivist 

~~ 

Retention 

6 Years 

3 Years 
n/a 
6 Years 

o Years 

6 ~onths 
0 Months 
n/a 

6 Years 
5 Years 
n/a 

6 Years 

6 Years 

n/a 
2 Years 

I 2 Years 

I 

Oate 
December 27, 1 gg1 

Disposition 

Records Center Storage 

Destroy 
n/a 
Records Center Storage. 

Destroy 

Destroy 
Destroy 
n/a 

Records Center Storage 
Records Center Storage 
n/a . 

Records Center Storage 

Records Center Storage 

n/a 
Destroy 

Destroy 

' 

SUPERSEDED



GENERAL RECORDS RET.f'' --~II SCHEDULE 

Schedule Number Tit le Date 
GS14-0I Information Technology Services December 27, 1991 

. 

Form Records Series Title and 
D.A. ~umber Number Statement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GS14-01-5. I AGREEMENT FOR LEASE ANO PURCHASE OF DATA OPR ors Acctg Final Payment 6 Years Records Center Storage 
PROCESSING EQUIPMENT Hardware and software. of Contract 

GS14-01-5.2 Provides documentati'on of the contract for the OPR Agency Acctg Final Payment 6 Years Records Center Storage 
provision of lease and purchase. Includes of Contract 

GS14-0H.3 equipment identification. OHi DIS/Off ice Expiration of 1 Year Destroy 
Lease 

GS14-01-5.4 OFM Agency Office E;:piration of 1 Years Destroy 
Lease 

GS14-01-6. 1 PROPERTY DISPOSAL REQUEST To authorize· the sale OPR Agency Biennium 6 Years Records Center Storage 
GS14-01-6.2 or exchange of surplus property. OFM DIS or GA Biennium 2 Years Destroy 

. . . 

For the ~z~~.J!~~'.~[i{~;:.,,, lt2i IF,.6 -· Ji -~ /} For~~te Archivist For-t..o.Ato~2/ ' 1to :? ~ / / ~ 

, -'1- 'd' e><___ 
- ,/j . ~Qv ~-/ / ' 

.. . . -, --, 

SUPERSEDED



\ 

\ 

SUPERSEDED



Schedule Number 
GS14-02 

Item 
Number Form Number 

Title 
Electronic Record lnf ormation Management 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHEDULE 

Date 
August 3, 1992 

Part I Class I Distribution Retention Disposition 

General Schedule 14-2 provides the retention and disposition for copies of a master application (data base, spreadsheets, etc) which are 
used for administrative purposes i.e. manipulation for specific reports. These copies may serve to update the master application, However, 
these copies do not contain data which wouldn't be found on the master application·. 

EXCEPTION 1: 
The electronic master application, documentation regarding hardware and software requirements, indexes, cross references explaining coding, 
formulas used for abstracting data, or summaries of the data are not covered by this General Schedule. The retention and disposition of the 
records described in Exception 1 must be inventoried (form SSAl-E), scheduled (form SSA-53b) and approved by the State Records Committee. 

EXCEPTION 2: 
Documents which establish and support Agency Policy: intra/inter-office ·correspondence, reports, etc which are prepared or received 
electronically must be retained on paper or computer output microfiche (COK); filed with executive records, scheduled (form SSA-53b) 
with the retention and disposition approved by the State Records Committee. These Policy Records are considered Official Public Records 
and .will be transferred to the State Archives for their enduring value. 

For /.hh;_e A Attttoorney Gene 
~"'-'"!: 

For the Director of OFK 

n-olai 

--------·· 

SUPERSEDED



GENERAL RECORDS RETENT! CHEDULE 

Schedule Number Title Date 
GSH-02 Electronic Record Information Hanageoent August 3, 1992 

Form Records Series Title and 
D.A. Number Number Statement of Function/Purpose Clase Distribution Cut Off Retention Disposition 

GSH-02-1.l WORD PROCESSING FILES Records such as letters, OFH Off ice No longer 0 Years Delete 
reports, manuals, directives, tabulations, etc. needed 
created, revised, issued electronically, These 
computer copies may be retained for revision or 
reisstiance purposes. THIS RETENTION AND 
DISPOSITION APPLY TO THE COMPUTER COPY WHEN IT 
IS PRINTED TO ANOTHER KEDIA (PAPER, MICROFICHE, 
ETC) AND THE .RETENTION & DISPOSITION OF THE 
OTHER HEDIA IS AUTHORIZED BY THE STATE RECORDS 
COHHITTEE. 

GS14-02-2.l FINDING AIDS OR INDEXES (COPIES OF) Includes OFK Office Until 0 Years DELETE/DESTROY 
lists, registers, cross reference, and other Superseded 
finding aid copies (on any media) used to 
provide access to records. 

GSH-02-3.l DATA BASE AND SPREADSHEET DATA (COPIES OF) OFH Off ice Until 0 Years Delete 
Copies of the Kaster Files used to collect, Superseded 
retain, retrieve, update, transmit, issue or 
present data or information. Hard-copy 
printouts created for short term administrative 
purposes is required to have retention and 
disposition authorized by the State Records 
Committee. 

A < ,,. -
For the,2~!:1- t;;/117 faJ 

' - ft,_~- '\. -~ Fo~ 'ArchiviB~ For the Director of OFH For A....., .._?°h-14'!---.. 
- c . if. _e. •/. 

. . 

SUPERSEDED



Schedule Number 
GS15 

Item 
Number Form Number 

Title 
Reports Management Records 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHE 

Date 
October 31, 1991 

PartlClassl Distribution Retention Disposition 

This schedule covers records (reports, surveys, distribution justifications and lists, etc.) dealing with reports management. These 
records are used ·by the State Archives, agency reports managers/officers, and all other offices creating and maintaining reports. 

This schedule applies to both hard copy and electronic records. 

For the Attorney Genera.! 
A /J . 

L1 ,_ .,,> YAn - //J. ~~~ 
'--' -· 

r the~ Archivist Fo~ '?})t'~Af§/• 
' 

For~~!{~~ 

SUPERSEDED



I 

Schedule Number 
GSt5 

Form 
D.A. Number I Number 

GSt5-t.t 
GSl5-t.2 

GSl5-2. I 
GSl5-2.2 

GENERAL RECORDS RETENT SCHEDULE 

Title 
Reports Management Records 

Records Series Title and 
Statement of Function/Purpose Class! Distribution 

REPORTS CONTROL FILES Case files maintained for/ OFM I Report Manager 
each agency report created or proposed. OFH Office 
Included are surveys· of distribution needs, 
copies of procedures, recommendations, cost 
statistics, revisions to report format. 

PAPERWORK REDUCTION ACT FILES Provides a record' OFM I Report Manager 
of the number of hours the public spends OFH Office 
fulfilling agency reporting requirements. 
Included are reports, exhibits or attachments, 
correspondence, directives and statistical 
compilations. 

Cut Off 

Discontinued 
Discontinued 

Discontinued 
Discontinued 

Retention 

6 Years 
2 Years 

6 Years 
2 Years 

For the Attorney Genera·! 

l~:ifo.;·, , . r l?. _ //J ~;~Av the ~Archivist For~/'i~~/' 
- ~n' ...... -... -.,-:;;-;-o-·1·n'7V...---n:.fj!;.i1 

I ·. 

,_, I 

Date 
October 3 t, t 99 t 

Disposition. 

Records Center Storage 
Destroy 

Records Center Storage 
Destroy 

For ~ Oirectort OF)!... . 
1 

, 

'fCW1.Ji I\.~ 

'" 

SUPERSEDED



\ 

/ SUPERSEDED



~ --.- , 
" ) 

~ 
I \ . 

GENERAL "-"'"ORDS RETENTION SCHEDULE 

•C ... 0'1 .......... TlfL& 
-- ~ -

' OAT• 16 .Properry Man1aem~r Sy11em Re11on1 I F ebtuory 19114 

,, ... 
PO"M NUM••W RIECOfllOI 11: .. ltt TITLI, cory CLAll DllTIUeUTION ... T.NTION Dlll'OllTION NUMaa111 

I, A-'6 DATA INPUT SHEET. Provide• muy lnforat.•doa. l OFM Aaa1cy '°DO,.• De11ro")' •t Te_,."1 Datr 
m11cera.laa. 111et• dl1ir are ro be ecacered. laro dae 
PntpertJ a11eme11 Sy11e.. 

a. I A·'9 I REPORT REQUEST. R., ..... rePort~ - ... D ... l 
Proce11Ja1 Settlce Ceater, · 

OFM A,..,cp !NI Daya o..,..,, atTe..toal 0.e 

3, I Pll-100 I EDIT ERROR REPORT. Sbow1 enot• ,..de lo cute• l OFM Apacr !NI Daya Denror M T••iaal D•te 
proce11. 

4. I PM-110 I EDIT ERROR CONTROL REPORT, Sbawo catala al · 1 
lapa11 aad 1amher of enor1, 

OFll. Aaency 90 Daya Pe11rop at Tellliaal 0..e 

'· I P11·160 I 110RIC FILE ERROR UST. Sllowa l"IJU•• la wor• Rte l OFll Aae•cr !NI Daya Dutl01 at Tenolaal Dote 
diat ire ia error. 

6. I Pll-110 I 110RIC FILE CONTROL REPOR1'. Sba•• --of l 
....... la ...,.,, Bio lir 'l'Ph 

01'11 A .... q 90 Dar• De1110J 111 Temleal Dqt .. 

7. 

1 
..... 200 'UPDATE REPORt', Sbw1"'1dch1t .... wote ..Wod I OPll Aaeaq 90 DaJ• De1uar It T•mlaal oar:e 

· ....... a1 .. .. I l" .. P11•210 UPDATE CONTROL REPORT. Sroowo tol*I• of I-• ·r Apa.er 190 Dar• I o. ... o, .. T ....... Dal• ..... _ ., .. me so ••r.t m •• 

'· I PN-J40 I LOCATION CODE REPORT. Sliowa all ua .. o la• l fll A,..,., 90 Dqs Doatrap as T....iaat Date .............. -
10, I ..... ''° r.~~= ~':,"llT. Sbowo all aaa .. a teqaeated l · 0"1 Aaeacr I 90 llaJ• IDu11 .. y at T..iaot Dote 

11 • .... Q.llSSIPICATION CODE REPORT. Slio- all ooaeraf a I oN I A,.."' I 90 o.,. I°""''°' •• Tenolaal ~ .. 
-ated la• pardnlar du•• 

u. ... ,. DEPREaATION LEDGER. Pro•l•H clepredoll0tt I l I or11 I Aaeaey I '°Dor• I Do11ro1 at Tanolaal Date 
................... 11 ....... 

Jl/ , l~ Pll-J90 AGENCY FINANCIAL REPORllllG S\'STEll IAPlllll I 1. lo.,. I 11, .. .,. 
I '° °"'' I De•'"'' as Tor.taal Dote 

ef;J' . 
OIGANIZA TIONAL CODE REPORT. Prowldee a 
=·of~ ..... UHM 19 AFRS·arpalaall-

l4o. Pll-400 ASSET REPORT. Protl•aa a lllllhia of "-late I I I 01'11 i A, ... ., I ,0 Da71 I Daauor .. Tlllllaal Dote 
6Ma1

'011 all••••.. . . ,,. Pll-410 GENERAL LEOOEll INTERPACB. Slolwa -ddJ I i )OFll I AJ••CJ I '° llaY• I°""''°' .. T_ ... Do•• 

' '!#~~ "· 
....... 1a11 .. Of ..... "' ea .. ec .... Code far •• 
daa1 ol a11et. 

Pll-'.!00 DATA TRANSMITTAL TO STATE"1DE ASHT. I 1 loN I A..,.., I 90 D•r• I Daatror at T ...... I Doro 
UPORllllG SYSTEll. Ptoridea a ,_..,. of all 

.(\).. . • 8M4 •••••• owr IJOO. for •1• Waace 11in__.,. • 
. ~liaala. 

P'Ofl TNll 

I ·~~ I ~~ I ~.-2~.vu«.' 

SUPERSEDED



~ 
. 

GENERAL RECC 1 RETENTION SCHEDULE 

N TIT&;ii ·-1 OATa 

" Ptopeny Nu•JelHllt Syece• Rcpon1 I F.elnaq 1984 
IT ... POflMHUN••ll N-N 

R•CORDI ••RIU Tl'f'Le COtt' CLAal DWT"l8UTIOH llllet'•NTION ~·~Oll'llOll . 

n. Pll-510 ADDED REPORT. P"'Yldeo o 1111 ol eueto odded IO 
Piopltlf Maa11mm1 Sy11em. 

I oni "'""' !IO D•r• be-r a1 T-iaot bale ... I~, . 
~~I 1,. Pll-530 

f;..)' I zo. 
-~ 

CHANGES REPORT. Prorideo o U11 ol 81Hll I Ol'JI "·- I 90D•r• I Duaor 11 T...iool Daae cllMpd IO Ptopeny MuaptH11t S,11ea ... ,er 811 •cw•• 
DISPOSED REPORT; PmridOI o llOI ol oooe10 I OFll "'""' I !IO o.,. I Doo,.., 01 Teaolool llalo dl1po1ecl of frqm Property Naa11etHnl S,11n1o 

ERROR REPORT. PIOYldH 0 Wot .. hHI ol OH•ll I OFll "•..., I !IO Daro I 0.HIOJ " Toaolool Diie ant so a work 811 errOr U11 foi cacrecdoa • ... 
21. Pll-550 PifR.GES l.8POaT. Prol'ldH • U11 of 111111 

, ...... -·-.., ..... _ ... s,_ 
I OFll " ... ., I !IO Daro I Do11JOr u Teaoliool llo1a 

22. Pll-'90 SUllllARY ltl!PORT. P10wldeo • o ... ., ,.,. o , .. OFM "- I'° 0a,. Io • ..., .. T...iooJ Dua ~of p_, ..... ,_, s,., .. _..,&le .. ''"· 
otll I 2Jt .~IWlll. 
I' 

SllNNARY OF.llllNl!llLY. FU;E.AC11Yl1Y. P•Yl ... 1· 1 1oni I"'""'' I to·o.,. . ·' l·Deo..., u T-1ol Dito 
OI ":'in: 'wldo a lollr ol p--·· II S,01• _.,.. • •cdtltr per_. 

' 

i'Oli 

·"'-

SUPERSEDED
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Schedule Number 
GS17 

Item 
Number form Number 

Title 
Electronic Hail 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHEI 

Date 
November 5, 1991 

PartlClassl Distribution Retention Disposition 

Office Vision (and other E-Ha i l systems) contain the following reco~d creating features: calendars, notes and messages; mail , and 
document preparation or word processing. These features are to be treated as two records series for retention and disposition purposes. 

Exception I. Pol icy Documents. (Applicable to senders only)-Retain correspondence and reports prepared and transmitted on E-Mail, which 
establish agency policy. These are considered an Official Public Record or otherwise have enduring value, and must be stored on cylinder 
(disk or tape) and/or paper copy for 1 to 2 years. Paper copy must be generated, filed with executive records, scheduled on a Records 
Retention Schedule, form SSA53b, and approved by the State Records Committee; and transferred to the State Archives. 

(Receiving office) Retain policy.documents on cylinder (or other magnetic media for alternate systems) or on paper then discard monthly 
·or remove from cylinder (magnetic media). 

Exception 2. Documents Transmitted on Office Vision or other E-Mail but primarily residing in another program and/or data base - Discard from 
E- Mail system as soon as administrative purpose is served, Retain in original electronic file per Retention Schedule, form SSA53b, for that 
record. 

Contact your agency Records Officer for further information. 

, 

For1thJ At.tt1orney Gen~! 
~-<Et:utV'42i ~~~- ir the ~Archivist . F~~&,. Fo~~~1<:~ 

u I· • 

SUPERSEDED



GENERAL RECOROS RETENT SCHEDULE 

Schedule Number 'Title !Date 
GS17 Electronic Mail October 31, 1991 

I I I I 
Form I Records Series Title and 

D.A. Number I Number St"atement of Function/Purpose Class Distribution Cut Off Retention Disposition 

GS17-1. 1 I I CALENDARS Provides a record of appointments, to OFM Elected Monthly 1 year Print monthly then transfer to 
do lists and meeting schedules in either Officials, Agency State Archives with executive 
electronic storage or printed out in paper Directors, records 
form. Cabinet members 

GS17-1.2 I I OFH Agency Offices Monthly 90 Days Delete or Destroy 
GS17-1.3 . Of M DIS Daily 90 days Delete.back up tapes 

GS17-2. 1 I j ELECTRONIC MAIL Provides a record of notes, OFM Agency Office. Oa i ly 0 Delete and destroy paper copy 
GS17-2.2 messages, transmittal letters, correspondence, OFM DIS Daily 30 days Delete back up tapes 

reports, .requests (routine and non-policy). ' 

GS17-3.1 I I ELECTRONIC MAH (POLICY) Provides a record of OPR Senders Monthly 1 year Generate paper copy and file with 
correspondence and reports prepared and executive records; transfer 
transmitted on E-Mail, which establishes Agency 

GSll-3.2 I j policy. I OFH I Receivers I Monthly I O month I Discard/delete 
GS17-3.3 OFM DIS . Daily 30 days Delete back up tapes 

For ,t;~~.-~.tt~rney ~ene?~~ ;(,' 
./.J~<'······~··· 1< .. y,,f111,, m~ f~Ar~lV'./ /Foi;J;Y. State Auditor ./ 

.V:~/ ..__ y / /'.") 
For the Director of OFM 

f'~K·~~.> 
ti \._./V'J'-_,'frl:..(C...<:.._~ 

c.:: -= I 

SUPERSEDED
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I 
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Schedule Number 
GS18 

Item 
Number Form Number 

Title 
Attorney General Records 

Records Series Title and 
Statement of Function/Purpose 

GENERAL SCHED 

Date 
October 31, 1991 

PartlClassl Distribution Retention Disposition 

This schedule covers informal letters and formal opinions by the Attorney General's office to the agency head and/or local office within 
or representing the agency. Copies may be distributed to governing agencies, i.e. Auditor's office. 

Working files, investigative records, policy files, reports, and any other record not specifically described in this schedule.must be 
scheduled by each agency individually, obtaining retention and disposition approval from the State Records Committee . 
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GENERAL RECORDS RETENTION SCHEDULE 

Schedule Number !Title I Date GSl8 Attorney General Records 
I I I I 

October 31, 1991 

Form j Records Series Title and 
D.A. Number I Number Statement of Function/Purpose Class Distribution · Cut Off Retention Disposition 

GSl8-l .1 I I ATTORNEY GENERAL OPINIONS Provides a record of OPR Attorney Case Closed 75 Years Transfer to Archives 
published, numbered [formal) opinions of the General's Office 

GSIS-1.2 I I Attorney General's Office. OFH Agency Director I Issued . I 6 Years I Destroy 
or Legal Office 

GSl8-2. I I I ATTORNEY GENERAL LETTERS Provides a record of OFH Attorney I Calendar Year I 75 Years I Transfer to Archives 
informal correspondence with agencies, General's.Office 

GSi8-2.2 I I prosecuting attorneys, and political OFH Agency Director I Calendar Year I 6 Years I Destroy 
sub-divisions. or Legal Office 
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Ralph Munro 

FOR THE RECORD 

Archives and Records Management Division 
Olympia, Washington 98504 

(206) 753-5485 

A guideline for the disposition of public records and private papers 
held in the offices of elected and government officials of state 

qoverJllllent. 

INTRODUCTION 

As an elected or appointed official of Washington state government, you 
are responsible for safeguarding government records. 

These records ensure continuity and consistency in administration, 
protect the rights and interests of the state and the people it serves, 
are essential to responsive and responsible government, and document our 
state heritage. 

This guideline directs your attention to the policies and procedures 
governing the disposition of the documentary materials that may 
accumulate in your office. It provides information to help you 
distinguish state records from non-record materials and private papers, 
discusses the impact of automation and identifies sources of additional 
information. 

WHAT LAWS GOVERN RECORD-KEEPING? 

The Legislature has passed and the Governor has approved a number of 
laws that govern the keeping of government records. A major body of law 
relates to the disposition and protection of public records by state and 
local agency officers and offices. 

Most of the documentary materials you create or receive as a public 
official are subject to the provision of the General Records Act 
(Chapter 40.14 RCW). This statute and related regulations define public 
records, establish public ownership of them, and provide legal 
procedures for their disposition. 

Another of these laws, the records section of the Public Disclosure Law 
(Chapter 42.17 RCW), ensures appropriate public access to records. Other 
laws with which you should be familiar provide for the protection of 
essential records (Chapter 40.10 RCW) and penal provisions for the 
illegal destruction or damage of public records (Chapter 40.16 RCW). 
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WHAT ARE PUBLIC RECORDS? 

Public records are documentary materials regardless of physical.form 
that are made or received by any agency of the State of Washington in 
connection with the transaction of public business. 

All correspondence, memos, case files, photographs, maps, motion 
pictures, tape recordings, data sets, computer disks and tapes in your 
custody must be measured against this statutory definition (Chapter 
40.14 RCW) to· determine whether they qualify as state records. The 
essential qualifying characteristics relate to evidence and information, 
not physical form or format. 

Most documentary materials of an official nature in a state government 
office meet the legal definition of public records. However, a few 
categories of materials have been excluded. 

Library materials acquired solely for reference, stocks of publications, 
and extra copies of documents retained solely for convenience, reference 
and distribution are considered non-record. 

WHAT ARE PERSONAL PAPERS? 

Some documentary materials accumulated by public officials do not 
qualify as public records. These materials may be considered personal 
papers (and·private property) if they relate only to an individual's 
personal affairs and do not affect the conduct of agency business. 
Examples include: 

1) papers accumulated by an official before joining government 
service. 

2) materials relating solely to an individual's private affairs, such as 
outside business pursuits, private political associations, and 
professional affiliations when not associated with the person's public 
position or paid by public funds; and 

3) diaries, journals, or other personal notes that are not prepared or 
received in the process of transacting state business; 

Personal papers, if maintained in your office, should be filed 
separately from state records to facilitate the application of laws that 
relate only to the latter. 

Some personal papers,. wherever stored, may be of historical value. You 
may offer, or be asked, to donate these papers to the Washington State 
Archives. Archives staff is available to help you identify those 
personal papers that are of historical value. 
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DESTRUCTION OR PRESERVATION? 

Clarification of the distinctions between public records, non-record 
material and personal papers is important because state records must be 
preserved unless their destruction has been approved by the Washington 
state Records Committee. The committee's approval is contingent upon 
evaluation of the administrative, legal and research value of the 
records. 

Many state records are found eligible for destruction as soon as· they 
are no longer needed for current use. 

Some state records should be sent to the State Records Center for 
temporary, economical storage until they are eligible for disposition. 

State records determined by the State Records Committee and the state 
Archivist to be of enduring or archival value must be transferred to the 
state Archives at the end of their retention.' 

THE IMPACT OF AUTOMATION 

While the use of automation in most public offices facilitates the 
conduct of public business, it can contribute to the loss of necessary 
records. 

Electronic mail and word processing systems make it simple for the riser 
to delete documents. As managers, you must provide guidance to your 
staff to ensure that these decisions are made properly. Such guidance 
should be based on current, approved records schedules. A decision to 
retain a document in electronic form should be accompanied by a decision 
to maintain . the abil·i ty to access that document. 

FOR FURTHER INFORMATION AND ASSISTANCE 

This guideline provides a brief introduction to state records management 
issues. Additional information sources are listed below. 

Your agency's Records Officer. Your agency has a records officer 
appointed irt accord with Chapter 40.14 RCW who can provide you with 
assistance in implementing the records management 'requirements presented 
here; Your agency also has a public disclosure records officer who can 
assist in interpreting those laws. 

The Division of Archives and Records Management. The Records Management 
Section, 586-5534 (scan 321), answers specific records management 
questions and provides information in such areas as files management, 
records scheduling, disaster preparedness and recovery, and the use of 
micrographics. The Archives Section of the division, 586-1492 (scan 321) 
can assist with identifying records of historical value that should be 
placed in the State Archives, and distinguishing public records from 
personal papers. The phone number of the State Archivist is 75~-5485 
(scan 234). 
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