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FOREWORD

Records Management is concerned with the Aﬂﬂ
management of information. Public records
are recorded information, regardless of ‘yﬁ
physical form or characteristic, T&EF
ineludes—cQpies -gfy that H

or received by any agency of the State of
Washington in connection with the
transaction of public business. (RCW :
40.14.010)A11 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
institutiensy

Archives and)Records Management, a
division of the 0Office 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-higher-education
sti ns



INTRODUCTION TO THE GENERAL-REQQRDSVRETENTION SCHEDULES

third of the total

General Records Retention Schedules (@S}

are issued by the Washington State Records .
Committee {SR®) to provide retention and‘aJT
disposition authorization for recor

common to sever§l or—ati—agencies of WA

State Government . (includingInstitutions
;ui4ﬁ5ﬂmEbikhnmattcﬁ“‘tﬁ““‘“‘*‘"”“*i%

MmiSSi0ns, ey | Lo
f Pt e
Records that are UNIQUE to gghr'agency are
not listed in the GS. () i
on scheduling unique\rec¢ords, see your

include GS series
ppendix to or 2nd-

Officers. should adopt
used by an office as

authorizations must\be¢ used by an agency
to the greatest ext -possible. These
schedules are design to cover records
common to most agencies. The descriptions
are not form number/name specific. An
agency’s unique version\of forms still
perform the sane f,nctlons and are covered
in the schedules:

The"Féetenti6n, and disposition
authorizations in the €S are to be :
implemented without further approval from

tg3_§Bg;_mIEE:E?é‘é?ﬁeptten—%hat~records
créated before I92I-must—be—offered teo—the
State Archivist. Retention periods stated
are considered to be the minimumdimassimam-
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=83b> and provide justification
for the deviation.

The GS are issued in a looseleaf format
for ease of updating subsequent additions
and revisions. The National; Archives
estimate the GS comprise/an estimated one-
lume of records
maintained by agencieg./By following the
retention and dispositien instructions in
the GS, your agency ¢ ealize
significant savings ce and labor;
while ensuring. prese and security
of valuable records
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The current edition’s imnstructions to destroy reccords are applicable to
include all media forms, i.e., hard copy, microform, electronic record,
magnetic media, etc.

A disposition author1ty 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 as voluminous have been authorized to
be retained less than six (8) years,.

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

~ G8 3 now contains common records of the Combined Fund Drive.

@GS 3-2, Personnel/Payrcll "P" series; GS 3, Personnel Forms and GS 1-1,
Pr1nc1pa1 Federal Tax Returns series are comb1ned as GS 3,
" Personnel/Payroll/Position records.

GS 3-3, State Employees Retirement Systems series and GS 3-5, State
Group Insurance FOrms are combingd with) Industrial Insurance (L&I ferms)
‘records as @S 8-3, Insurance Records,.

GS 4, Non—-Reccrds, has been| combined with GS 9, Records Common to
Offices. ' :

GS 4, Invest1gat1ve and Audit Reports series is added by the Off1ce of
the State Auditor.

GS 9, item #3, General Correspondence is rescinded. Records falling into
this series must be submitied on the Records Retention schedule, form
§5A53b, 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 55A53b, and approved by the State Records Committee.

GS 11,'Records Management Records, includes Public Disclosure Reguest
series. :

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

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

GS 18, Attornéy 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.



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,
pelicy 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 wvalue. 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): nmicrofilm containing data
converted and recorded directly from a computer. Generally used
instead of hard copy printouts.

CUT=0FF: 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 office 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 Archlves) on box labels, etc.



DISTRIBUTION: the agency or office responsible for the most

" important copy of a record is identified and given the longest
‘retention; alsc 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. '

BELECTRONIC 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 informatiom the records contain. The
desgription should be understandable to those who have no knowledge
wregarding/the record or government function.

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

INFORMATION TECHNOLOGY: includes equipment, software, servicés, 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 RECQORDS

MAGNETIC MEDIA:

MEDIA: the physical form of recorded information. Includes paper,

film, disk, magnetic tape, and other materials on which information
can be recorded.



MICROFORM: any form containing greatly reduced images or
microimages; includes cards, Jjackets, 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 reguired 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. RCW40.14.010 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 flled with or kept
by an agency of the state.

RECORD: recorded information regardless of physical form (maps,
reports, photos) or media used and includes copies 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 CENTER 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 .



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 efficient economical control of
records & information used & kept by agencies of state government.
RCW40.14.20

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

NOTE: if a record
series is considered
to have historical
significance, the
receord series will be
appraised @as
"arehival®™. This
'permanent” retention
1S not reflected in
the retention column
of the record
schedule. A notation
is made in the remarks
column as Yarchival.™®

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.



G_S NUMBER

TITLE

1 Standard Accounting OFM,
1-1 Funding & Grant Monies IAC
1-2 Agency Financial OFM

Reporting (AFRS)
2 Standard Budget & OFM

Allotment
3 ' Personnel /Payroll/ PER,

Position
3-1 Employee Personnel File PER,
3-2 Employee Incentive Progranm SEC,
3-3 Insurance DRS,
4 Investigative & Audit 0SA
5 Administrative Screening SEC .
6 Purchasing GEN
7 Travel Records GEN
8 Banking Records TRE
9 Common Records SEC
10 Directive & Administrative SEC
11 Records Management SEC
12 Forms Management SEC
13 Mail & Message Centers GEN
14 Information Technology DIS
14-1 Services DIs
15 Reports Management SEC
16 Property Management GEN
17 Electronic Mail SEC
18 Attorney General Issued 0AG

_ AFFILIATED AGENCY

GEN, TRE

HEPB

HEPB
OFM, GOV

L&T, HCA



WHEN TO USE THE GENERAL

SCHEDULES

~ RCW
40.14.040 ,
state law,
requires an
"inventory..
. of all
public
recoeords at
least once
during a
biennium for
disposition
~scheduling

and transfer

"action.

~alIn erder
to purge
records,
‘gpagencies
need the
general and
agency
specific
schedules to
determine
cut-offs &
in-office
retentions.

~ To
transfer
Records to
the State
Records
Center or to
destroy on
site,
agencies
need the
schedule to
prepare
transmittals

SCHEDULES AND THE RECORDS RETENTION



RECORDS ON VARIQUS 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 " 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
vanlts when arrangements have been made.

The Genetral 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, ete of the information stored.

EXCERPT FROM GLOSSARY RECORD recorded information 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 1nformatlona1
value, not the technological characteristic of the media.



THE GENERAL SCHEDULES FORMAT

RECORDS SBERIES GROUPED BY FUKCTiON

A group of documents, 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 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.

Understanding the
series concept is
critical for
‘managing records
effectively.

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.

RECORD/ SERIES TITLES

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. '

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



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 OTHER COPIES

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

NOTE: Don’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.




RETENTIONS

An agency must
decide:

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

Would this
‘program he
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
adninistrative
value?

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

The retention pericds 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
regquested on a Records Retention Schedule, form
SSA53b, and submitted to the State Records Committee
for review, please consider the following:



CLASSIFICATION ‘- (CLASS)

CuT-0OFF

= "DISPOSITION -

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 deocuments legal
transactions. OPRs have a minimum six (6)
vear 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 offices 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.

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 office 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.



DISPOSITION AUTHORITY NUMBER - {DAN)

FORM NUMBERS

listed in the far most left column, 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 prefix or actual form
number is included, when applicable, for
reference purposes.
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GENERAL ~~CORDS RETENTION ;cus'pULE

SCHEDULE HUMBER
1

TITLE

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

. |JOATE

1 July 1982

2
mm%}s\\ FORM MUMBER B TATEMENT OF FUNCTIDN FURPOSE PaRTlcLASS|  DISTRIBUTION RETENTION OIBPOIITION
1. WARRANT REGISTER. (Until 30 June 1977) Provides { | JOPR | Agency Accounting | LD Years State Records Genter
" a record of disbursement vouchers certified for payment] 2 [OFM | Agency Accounting |G Years -} State Records Ceater
<o the Stare Treasurer and the account classification of (Filed with Disburse- .
each wansaction, ment Documents) L :
3 [OFM | State Treasurer 3 Yens Desteoy at Terminal Date
2 Al-l CLAIMS WARRANT REGISTER. Provides a record of 1 JOPR | Agency Accounting |10 Years State Records Georer
) disburzements relating to clsims or refunds which - 2 JOFM | Agency Accounting |G Years Seate Records Geater
. tequire case or claim daca identification, : . (Filed with Disburse- :
: ment Documents)
\ - \ ‘ 3 |OFM {State Trensurer 3 Years Destroy at Temiaal Date
3_:// 1-3 WARRANT REGISTER SUMMARY, {Undl 30 June 1977) 1 JOPR ] Agency Accounting [ 16 Years State Records Ceaver
Provides a record of the summarsizacion of fiscal 2 JOFM [Agency Accounting |6 Years State Records Center
transactions conceming disbursement vouchers. {Filed with Disburse- . .
ment Documents)
. : 3 JOFM }State Treasurer 3 Yenrs Desteoy at Terrmirial Date
4, Al WARRANT REGISTER (After 1 July 1977) (When used 1 JOPR | Agency Accounting |10 Years State Records Genter”
uy & sunnary) Provides u racord of disbursement 2 |OFM [Agency Accounting Years State Records Genter
vouchers cettified for rlyment to the State Treasurer (Filed with Disburse-
and dhe account classification of cach transacrion, ment Documents) ‘
3 JOFM | OFf of Fin Mgt 6 Years State Records Center
. 4 |OFM |State Treasurer 3 Years Destroy st Terminal Date
% Al WARRANT REGISTER (After 1 fuly 1977) &I‘hen not i |OPR | Agency Accounting |10 Years State Records Center
wscd as & lllﬂ'_lin:?') Provides & record of disbursement | 2 10FM | Agency Accounting |6 Years tate Records Genter
wotichers certiied for payment ta the Siate Teeasurer - (Eited with Dlsburse-
sad the accouat classilication of each transaction, ment Documents)
3 IN/A/ [NotUsed Noae Destroy immediarely
. . 4 JOFM [State Tressurer 3 Yenrs Desroy at Terminal Dute
. u .
(tems i;hmush 3 sbove llluskeate when Pare 1 of che- forms ia Bled by iteclf. In the efrent Hare 2 of theee forms Is flcd By itself and Part 1 s fled with disbursenent documenta,
Part 2 ig the long term valoe fopy. Regardless of the filing method, sepacate entries fre reduired ch the form 55A-53 for quch of the different pafte with different reventions)
6. Al4 ACCRUED PAYROLL DEDUCTION VOUCHER. 1 [OPR |Agency Accounting |6 Years State Fecords Genter
Provides a detniled account of funds withheld or | &l-’lled with Paywlf
deducted from individual’s payroll to aatisfy paymil egister]
deducdone. : 2 jOPR Aiency Accounting {6 Years State Records Genter
(Filed with Wartant
Regismer) | -
7. A2 VENDOR REMITTANCE ADVICE. Provides & record 1 [N/A | Vendor ‘ N/A N/A
that sccompanies ench vendor payment warrant to notify] 2 JOPR | Agency Accounting 16 Years State Recocds Genter
vendor what in being paid. ) (Fited with Dishurae- . -
. ment Documeats .
3 [OFM |Agency Accounting |2 Years Deatroy st Terminat Date
8, A3 EMPLOYEE EARNINGS STATEMENT (Unsii 30 1 [N/A | Payee N/A N/A . :
September 1978) Provides & deniled breskdown of 2 JOFM | State or Agency | Year Destroy at Terminal Date
employee’s eamings and deducdons. . Personnel
3 } OFM | Agency-Copy 2 Yesrs Desteoy at Terminal Date

FoR THE "m“..%ﬁ%,ﬁ
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GENERAL RECORDS RETENTION SCHEDULE

. S
u;u;:;u-ul HUMBER TITLE . DATE
1 STANDARD ACCOUNTING DOCUMENTS, SERIES “"A'" AND 'SF" ) ) 1 July 1982
NI'.IL.B:R FORM NUMBER ’T.g:&g:glﬂ?gbﬂg?&h’."ﬁuﬂf-“' " [rAntjciass DISTRIBUTION RETENTION DISPOMITION
9, Ad PAYROLL REGISTER. Provides a demiled record of 1 JOPR |Agency Accounting |10 Years State Records Center
agency payroll, deductions and net pay of each 2 |OFM |State or Agency 1 Year - Destroy at Terminal Date
exployee, ' Personnel . .
) 3 1OFM |Agency-Copy 2 Years Deativy ax Terminal Date

10, A4-1 PAYROLL REGISTER. Provides a detsiled recordof | 1 |JOPR JAgency Accounting |10 Yeara - State Records Center
agency payroll, deductions and net pay of each 2 |OFM [State or Agency 1 Yenr Destroy at Terminal Date
employee. Personnel )

3 JOFM [Ageacy-Copy 2 Yenrs Dertroy at Terminal Daee

11, Ad-2 PAYROLL REGISTER. Provides a derailed recotd of L. “JOPR [Agency Accounting [10 Years State Records Genter
agency prymll, deductions and net pay of each 1 [OFM |Statc or Agency 1 Year Destroy at Terminal Date
employee. ' {Personnel

3 |OFM [Agency-Copy 2 Years Destroy at Terminal Date

12 AS MISCELLANEQUS DEDUCTION REGISTER, 1 IN/A [Payee wza N/A
Provides s sepaiate register for cach rype of 2 |OPR Afu.ca Accounting ' |6 Years State Records Geater
miscellancous payroll deduction, 3. |OFM [Ficld Olfice 2 Yeana Deatroy at Terminal Date

13. | As-1 MISCELLANEOUS DEDUCTION REGISTER. 1 IN/A [Payee . IN/A N/A
Provides & scparste register for each cype of 2 |OPR |Agency Accounting |6 Years State Records Center
miscelipnecus payroll deduction, . ) .

14, A6 ENCUMBRANCE AND LIQUIDATION REGISTER. 1 [OPR [Agency Accounting [6 Years State Recotds Genter
Provides for the encumbtunce of funds with.which ro 2. |OFM tAgency-Copy 1 BBC Destroyrar Terminal Date
satisfy indebtedness, -

15, A6-1 ENCUMBRANCE AND LIQUIDATION REGISTER. ' joPRUAgency Accounting |6 Years State Record
Provides for the mcumbuqnl!:le of hunys with which o ]’ - J ' U ecorie pnter
satisfy indebtedness. o _

16. A6-2 ENCUMBRANCE AND LI-QUIDATION REGISTER. { "[OPR [Agency Accounting {6 Years State Records Genter
Provides for the encumbrance of funde with which wo
aadsfy indebtedness,

17. . ] A6-3 ENCUMBRANCE AND LIQUIDATION REGISTER. 1 JOPR JA Accountio 6 Yean State Record

! Provides for the eucumbu?ztt,:e of funds with which o geacy fe 8 ate Records Center
satinfy indebtedness, : . ]

18, A6-4 ENCUMBRANCE AND LIQUIDATION CORRECTION 1 |oPR |A Accountin 6 Yeans S R

© |NOTICE. To sdjust the encumbrance and liquidation hency 8 ' tate Records Genter
machine system operated by the Office of Flhancial ’ :
Mapagemeny.

19, A7 JOURNAL VOUCHER. Provides a means of entering anf I  {OPR [State Treansurer IG Years: Stare Records Center
accounting transaction into an agency’s accounting 2 |OPR |Agency Accounting 16 Yeara State Records Center
records, . 3 |oFM |Off of Fin Mgt 2 BBC Deatroy at Terminal Date

20, A7-1 JOURNAL VOUCHER, Provides a means of entering an 1 [OPR [Swate Trensuree 6 Yents State Records Genter
accountng uansaction Into an agency’s accoundng 2 UOPR A’ency Accounting |6 Years : State Records Center
recorda, . 3 JOFM |Off of Fin M’: ‘|2 BBC Desttoy ar Termina! Dats

4 [OPR [Receiving Office 6 Years : State Records Genter
—
: - rd N
FOR THE AT TGRNE ¥ G4 gnel'{, 7 ) Vi FOR THE STATE FOR tHE SYATE ARCHIVIST
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GENERA!:"" IRDS RETENTION SCHEDULE

SCHEDULE NUMBER TIVLE .o CATE
‘ STANDARD ACCOUNTING DOCLMENTS, SERIES A’ AND “'SF" 1 july 1982
T FORM HUMBER STATENEN T OF FUNC T TR pURPOSE PaRTlCLASY DISTRIBUTION HETENTION o1sPoOsITIaN

2, Ad CASH RECEIPTS JOURNAL SUMMARY. To summasize| 1 |OPR |State Treanurer 6 Years State Records Cemtes
cash receipts by fund and soutce and serve ax a .2 |OFM |Off of Fin Mgt 2 BBC Deattoy ae Terminal Pate
tranamittal document for each deposit forwarded tothe [ 3 |OFM |Agency Accounting |2 BBC ‘ Destroy ac Terminal Date

_ State Treasurer, 4 JOFM JAgency Accauniing | Agency Option Destroy at Agency Option

22, Ag-1 CASH RECEIPTS PDURNAL SUMMARY. To summarizes] 1 {OPR [State Teeasurer {6 Years State Records Center
cash receipts by fund and source and serve as &’ 1 |OFM |Offof FinMp Z2BRC Destroy at Terminal Date
lunsrnitnlpducument for each deposic formarded wo the | 3 [OFM | Agency Accoundng |2 BBC . Destioy at Temtinal Date
State Tteasuret, 4 |OFM |Agency-Copy Agency Option Destroy at Agency Optinn

23. Ag-2 "|CASH RECEIPTS JJURNAL SUMMARY, To summarize| 1 OPR |State Treasures 6 Years State Records Genter

. cash receipts by fund and source and serve as & ‘2 {OFM |Off of Fin Mgt 2 BRC Destroy st Terminal Date
transmittal document for each deposit forwarded to the. | 3 |OFM ] Agency Accovniing |2 BBC Destroy at Terminal Date
State Treasurer, ‘ o . (for whom the deposiul ]
t is made) .
4 |OFM ]| Agency Accountin 2 BBC Destroy at Termdost Dace
(making the deposic) :

24, Ag GENERAL LEDGER. To maintain the prescribed 1 101’!1 Agency Accounting |6 Years State Records Genter
geners] kedges accounts, :

23. ‘Ag-1 GENERAL LEDGER. To maintain the prescribed I JOPR |Agency Accounting |6 Years State Records Center
gencral ledger wccounts,

26. Alo ALLOTMENT AND EXPENDITURE LEDGER. To 1 JOPR jAgency Accounting |6 Years State Records Genter
record encumbrances and expenditures sffecting 2 |OFM §Agency-Machine Unit|2 BBC Destroy st Terminal Date
ullotments, : 3 |OFM [ Agency-Copy 2 BBC Destroy at Terminal Dute

10 ‘Al0-1 ALLOTMENT AND EXPENDITURE LEDGER. To 1 |OPR |Agency Accounting |6/ Yenzs -Stare Records Genter
record encimbeances and expenditures affecting .
allotments, ‘

28. All PROGRAM EXPENDITURE LEDGER. Mllnﬁins s 1 |OPR ]Agency Accounting |6 Years Stare Records Genter
tecord of expenditures by object for each program. 2 FM jAgency-Program 2 BBRC Desteoy at Terminel Date

9. All.l PROGRAM EXPENDITURE LEDGER. Maintains a 1 |OPR |Agency Accounting |6 Years State Records Genter
record of expenditures by object for each program.

30. All-3 PROGRAM EXPENDITURE LEDGER. Maintaina 1 JOPR |Agency Accoumlr;g G Yeurs Stare Records Genter
record of expendinuces by object kor each program o : '

31 Al2 APPROPRIATION LEDGER To support genesal ed le‘ 1 JOPR [Agency Accounting |6 Years State Records Genter
tccount unallocated sppropriations and provide (_!enllls
of agency appropriations, : :

3 A1l REVENUE LEDGER, To supporn genersl ledger 1 [OPR [Agency Accounting [6 Years State Records Center
fevenue dccounts and provide & record of the agency's
cath recelpts, ‘

33. Al3-1 REVENUE LEDGER. To support general ledger I |OPR [Agency Accounting {6 Yewurs State Records Cencer

: revenue accounts wid provide w record of the agency's . :
cash receipts,
Vi
FOR THE ATTORNKY GEN * / FOR THE STATE AUDIT * [FOR TME STATE ARCHIVIST
OAASD ‘ - {’ -




GENERAL RECORDS RETENTION SCHEDULE

FacHEOULE wUMBER

TITLE

STANDARD ACCOUNTING DOCUMENTS, SERIES “A'* AND “'SF''

DATE
1 July 1982

wirms FORM NUMBER AT R T L AND o rantcLass]  owraisuTION RETENTION DISPOSITION
34. Al4 WARRANT REGISTER/DOCUMENT TRANSMITTAL 1 JOFM | State Treasuree 3 Years Deatroy at Terminal Date
} AND CERTIFICATION. Forwards disbursement 2 |OFM | Daea Pracessing Agency Option Destroy ar Agency Option®
vouchers being processed for payment by the State Data] 3 JOFM | Agency Accounting 6 Years Stare Records Center
. Processing Service Center,

35, |Al4L PAYROLL WARRANT REGISTER/DOCUMENT 1 JOFM }State Treasuret 3 Years Destroy at Termiaal Date
TRANSMITTAL AND CERTIFICATION, Transmire 2 [OFM [Data Pracessing Agency Option Destroy at Agency Cptlon
payroll changes to State Datg Processing Service 3 [OFM | Agency Accounting ears State Records Center
Center for updating and paying payroll. )

36. Al4-2 TAPE TRANSMITTAL, Transmite magnetic tapes for 1 |OFM |0Oit of Fino Mgt 90 Days Deatroy at Termina]l Dare
central system processing. 2 | OFM | Agency Accouncting | 90 Days Destsoy at Terminal Date

3 JOFM | Data Proceasing 90 Days Desteoy at Terminal Date

37 AlS

8. AlLS

39. Al6
40, Al6-1
41, Al6-2

PURCHASE REQUISITION. To order materials, -

supplies and equipment not uvader atate conttdct,

PUBLIC WORKS REQUISITION. Provides a record of
all' publig worke projects belag processed by the ©
Division of Englacering sud Architecture,

PURCHASE ORDER AND RECEIVING REPORT.
Documents issued by State Purchasing Division for the
purpose. of ordering goods or services,

Recelving Report (Copy 1)
Agency Accoundng (Copy 1}

PURCHASE ORDER AND RECEIVING REPORT
(CONTINUATION SHEET) Same as sbove.

PURCHASE ORDER CANCELLATION REQUEST.

To cancel items previously requested on & Purchase
Order.

OPR
OFM

S e
[~}
o
|-

W W
=]
=
-]

)
Qe
]
=

{Octher n#ncy programs urilizifig thie form o tranamit magnetic tepes are encouraged tof use ?e citefi tetention, but subsi

Purchesing Division
Agency Accounting -
Agency-Copy

Engineer & Atchitec
Engr & Arch Section
‘Engr & Asith Work
Agency Accounting

Vendor
Pacchasing Copy 1
Agency Accounting
l‘:lr Docll‘men_t "

gency Receiving
Unic

Agency Accounting
(Filed with Dupli-
cate lavoice)

Veandor

Purchasing Division
Agency-Copy |
Agency Accounting
{Liguidmtion
Document)

6 Years
Post Audit
Agency Option

i Yemo .
gency Option
: Agency Option
PR

N/A
6 Yeara
6 Years

Post Audit
Post Audie

N/A

S Yenrs
1 Yeur
6 Yeamnn

ute pertinent offices t&lalning-oopieu.

State Records Center
Destroy after Aadix
Dentcoy st Agency Option

;.S;:te ReoorA'll Cenver dos
3ty at Agen o
Destroy at Asmg Oql;lion
State Records Center

N/A

State Records Genter
State Records Genter
Destroy after Andic

Destroy after Audic

N/A

Destcoy at Terming] Dare
Destroy ar Termimal Date
State Records Center

ror THE ATTORNEY GENE I C A FOR THE STATW AUDITO
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GENERAL  ‘ORDS RETENTION SCHEDULE

SCHECUL E HUMBER fiTLe oo . BAYE
: 1 STANDARD ACCOUNTING DOCUMENTS, SERIES “'A™ AND "'SF"* 1 July 1982
NUMBER | TOTM NUMBER STA TR P DR PURPOSE panvicLass| oisrRIsUTION RETENTION CISPOEITION
2. | a1z ”{ FIELD ORDER. (Und! 31 January 1975) To order 1 |n/A | Vendor . N/A N/A
. materials and supplies on contract and special items 2 |OPR A#en:go!tccounung 6 Years State Records Center
under general authoricy from the State Purchasing {Pay Document) .
vision, 3 |OFM Gg_ency Receiviag 1 BBC Destroy at Terminal Date
- it
4 JOFM }Agency Accounting | FPoer Audic Destroy after Audic
{Filed with Daplicare]
s [orm |Aaoicel. Agency Opt D Ageacy Opdl
gency-Cop! ency Option eatroy at Agency on
6 |OFM | Purchasing Blvision 6%:.-"3 State Records Center
EX N Al7-1 FIELD ORDER. (After | February 197%) To order 1 [OFM {Agency Accounting ] Post Audit Deatroy after Audit
materials and supplies on contract and special items iled with Duplicate
under general authotity from the State Purchasing nvoice)
Division, 2 IN/A ]Vendor 'N/A N/A
3 |OPR J}}enc Accounting |6 Years State Records Genter
(Pay Document)
4 JOFM ﬁ;ft;cy Receiving 1 BBC Destroy at Termionl Date
[ 114
5 JOFM | Agency-Copy Agency Option Desteoy at Agency Option
44, Al7-l1A FIELD ORDER. (Continuation Sheer) Same us above,
45, Alg RECELIVING REPORT - PARTIAL DELIVERY. To I |OPR AJ:ncy Accounting |6 Years State Records CGenter
te.pou etinl delivery of goods ordered by Purchase or {Fay Document)
Field Ocdee 2 JOFM ﬁ‘f"“’ Receiving  |Post Audic Destroy after Audic
nit :
) 3 1OFM ] Agency-Copy Agency Optlm.i Destrey at Agency Option -
- 46. Alg INVOICE YOUCHER. Server as an invoice by L IN/A ] Cisimant N/A N/A
claimant not having an invoice form of their own. 2 [OPR ] Agency Accounting |6 Years State Recorda Genter
‘ . (Suppetts Disburse-
ment)
OFM | Agency-Copy 2 BBC Destoy ar Terminal Date
47. Alg-1 INVOICE VOUCHER. Serves as an favoice by 1 IN/A | Claimant N/A N/A
¢laimant not having 2a invoice form of their own, 1 JOPR Asgency Accounting |6 Years State Records Genter
( up;ottl Disburse-
ment
3 JOFM | Agency-Copy 2 BBC Destroy at Terminal Date
48, Al9-2 VYOUCHER DISTRIBUTION, To record the account 1 |OPR | Agency Accoundn 6 Years State Records C
disttibution of an invoice when a Purchase Order or Beney fee i © Tecords Center
Field Order is not involved. .
49. A2l ISITION, (Until 31 March 1978) 1 |OPR | State Prioter 6 Years State Records Center
ard of prindag or other setvices from the] 2 |OFM egem:y ‘Eatimate Post Audic Deatroy after Mudic
: .
3 |OFM | Agency Accompanies| Agency Oprion Destroy nt Agency Option
Invoice from Printer .
4 |OPR | Agency Accounting | 6 Years State Records Center
Supports Disburse-
ment "L
/‘ OFM | Agency-Copy Agency Option Destroy at Agency Option

FOR THE A YTOHNIY%L
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GENERAL RECOFR

FETENTION SCHEDULE

TITLR

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

DATE K
1 July 1982

RECOADS EEMIES TITLE AND

. DISTRIRUTION

RETRNTION

GAASD

)

N

J

HUMBEn FORM HUMBER STATEMENT OF FUNCTION/PURPOSE PAATICLASE OISPOSITION
. A2l PRINTING REQUISITION, (After | April 1978) 1 oP State Prjnter 6 Yenrs § ]
50 2 Provides a :ccgrd of piinting of :'ther l:::vicel‘ fromthe | 2 | OF Agency/ Accom, mieJ 2 Yenss D':a‘teml}re:?r"l":mcf ii:nt:lr Date
State Priater. Invoice from Printer .
3 | OFM | Agency/Accompanied Agency Option Dentroy at Agency Option
Invoice from Printer . _
(Receiving Repoer Copy 1) 4 | OPR { Agency Accounting | 6 Years State Records Center
: _} (Suppotes Disburse-
" 3 | orm | Aemeky.co Ageney Optis De A
geacy-Lopy ency tion (D atro
. 6 | OFM | Encumbrance Copy 3%«:5 g Destro)‘: :: Tgmr‘:lﬁg::
5L A22 OQUTSTANDING WARRANT CARD. Provides s OFM § Siate Treasurer Unril Warrant Dest Terminal D
replacement for & warmant_that has not been redeemed : tedeemed and filed niroy At Temminal Dute
for an uaysual period of time.
52, A3l DISTRIBUTION OF PAYROLL AND RELATED COSTS, OPR | Agency Accounting | 6 Vears State Records Genter
{M2390. A detailed distribution of the payroil costs of 2 {OFM | Agency-Copy Agency Option Destroy ar Ageacy Cprion
i the employces that are paid by the employer.
53, A37 |APPLICATION FOR PETTY CASH ADVANCE. 1 |OPR | State Trensurer 6 Years . State Records Gent
3 3 Provides a record of processing intemal requeats for 2 {OPR Afenqi:ﬂmudn; 6 Years Stlt: R::::xd: Ce':t::
ipetty cash, : 3 | OFM | Off of Fin Mgt - 2 BBC Deatcoy at Temtinal Date
B 4 JOFM | State Treasurer Agericy Optlon Destroy at Agency Opiion
54, A38 CONTRACT ORDER. A purchsse order issued againss | 1 | N/A | Vendor N/A N/A
n compurerized contracts ‘ 1, 1O0FM ﬁrgﬂeney Receiving | Post Audie Deswoy after Audic
: : £ ' , .
{Receiving Report Copy 1) 3, |OPR | Agency Accounting |6 Years Stare Records Cenrer
{Receiving Report Copy 2) 4 ] OFM ] Apency Accouating | Poar Audie D
¢ b {Filed with Duplicatd categy afeet gt
s |oru | Agereyco Agency Opti De
gency- ency Option
‘ & 1OFM | Purchazing Division | 6 "eau ¢ Stn.t:n :;men&cﬁt&dnn
55, | A39 ESCROW AGREEMENT. Agreement betweenagency | L |N/A | Bank or Trust N/A N/A '
and contractor to place the reenined percentage of Company
T»': ess bLillings with & bank ot truet company for 2 IN/A | Contractor N/A N/A
‘Public Works Contaces. . 3 |OPR | Agency Accounting | 6 Years after comple-]Stage Records Center
) tion of contract
56. YP-050 VENDOR PAYMENT - EDIT & BALANCE REPORT. L |OFM [ Dats Processiog 1 BBC D T
Contains crrors that wete discovetcd when balancingor | 2 {OFM | Agency 1 Yenr D::::; :: ‘[::%::} g::
editing veador payment inpur.
7. Add STATUS REPORT (Obsolete). To record the spproptin-] | ] OFM | Agency Accountin 1 BBC Dewstr by
tion expenditures and tevenue of alt state agencies, 2 |OFM A:enc;-(:opy ¢ Agency Option 02233 :: A:::é;'&':;:
. 3 |OFM | Agency-Co, A%ency Qption Destioy ac Agency Option
4 Y OFM | Off of Fin Mgt 1 BBC Destroy at Temminal Date
58, Ad4A ACTIVITY REPORT (Obsolere), Detslled wansacions | | |OPR | Agency Accounting | 6 Years [
for the appropriation of expenditures and tevcaue of all | 2 JOPM Azeng-Copy s gency Option Dt:::::'e:‘: 'ﬂd:e(tﬁl;lalioﬂ
state agencies, 3 (OFM'{ Agency-Copy Agency Option Destroy at Agency Cprion
ot e
FOR THE ATTOANEY GEN| " .;'-._';"@”’-{Z FOR THE 8T I-A:%‘:r Rk Fcﬂ"t-cg’;f‘fg ARCHIVIST
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GENERAL ' "ORDS RETENTION SCHEDULE
SCHEDULE NUMBER TITLE DATE
1 STANDARD ACCOUNTING DOCUMEN TS, SERIES "'A’" AND *'SF" 1 July 1982
NL'JL%"E'-“ FORM NUMBER !1:25522 g’o’f gb‘:c'!'r'l"‘;‘;ﬁ;u':?’au mm'llcl_ns DISTRIBUTION RETENTION DISPOSITION
5%, Ads ACCOUNT CODE DESCRIPTION, Used by agencies | 1 |OEM |Off of Fin Mgt . 1 BBC Destroy st Terinal Date

on the Management Accounting System to define programf 2 JOFM | Agency Accounting |1 Year Destroy at Terminal Dace

and sub-progrem mccount numbers by name for entry into

the Management Accounting System file,

60. A5t ESTIMATED EXPENDITURES, To submit allotment .| 1 JOFM |OH of Fin Mgt 1L BBC Destroy at Terminal Date
schedules w the Management A ccounting System at
levels below “'program’’ and “object,” .

61, AS52 STATUS REPORT. To tecord the appropriation 1 JOFM [|Agency Accounting | BBC . Destroy st Terminal Date
expenditures and tevenue of all state agencies, 1 JOFM | Agency-Copy Agency Option Desttoy at Agency Option

3 [OFM | Agency-Copy Agency Option Destroy at Ageacy Option

62, SF 110 PERSONAL SERVICES CONTRACT -~ FILING FACE 1 [OFM | Off of Fin Mgt 3 Years ' Destcoy at Temninal Date
SHEET. To file personal services information with the) 2 [OPR | Agency ) G Years State Records Center
Office of Financial Management and the Legislative 3 JOFM | Legis Budget Comm |6 Years State Records Cencer
Budget Committee, . 4 |OFM | Dept of Revenue |4 Years Destroy at Terminal Dare

63. | SFIN AﬁNUAL SUMMARY OF ALL PERSONAL SERVICE 1 IOFM | Off of Fin Mgt 3 Yenrs - Destroy at Terminal Date
CONTRACTS. Provides a record of all Personsl 2 |OFM | Agency 3 Years Destroy at Terminal Date
Service Conteacts {9sued by each agency during each ! : .
flscal yenr,

64, SF 200 CLAIM FORINDEBTEONESS 0!-; STATE OF WASH- LAOPR)! Agency Accounting |6 Years State Records Genter
INGTON TO DECEASED EMPLOYEE, To submit a '
cleim for labor and seivices pedformed by a deceased
employee for which teimbarscment was' never/received: .

G5. SF 294 EMPLOYMENT & PAYROLL REPORT. To report num={ 1 JOFM | Off of Fin Mgy 3 Years Destroy st Termina] Date
ber afiemployees by county and typeofremployment 2 JOFM | Agency Paymoll 3Years Desioy at Terminal Date
status, .

66. SF 224A EMPLOYMENT & PAYROLL REPORT. To I’eEolt 1 IOEM Off of Fin Mgt 3 Yenrs Destroy at Tensizal Date
Comprehensive Employment and Training Act (CETA} 2 [OFM | Agency Paymoll 3 Yenrs Deutroy ar Temtinal Dute
employees by county and type of employment acatus, -

v SF 993 AFFIDAVIT OF LOST OR DESTROYED WARRANT, 1 !OPR | Agency Accounting |6 Years Seate Records Genter
To certify the loas or destructdon of a warrane, .

6B, SF 3525 AFFIDAVIT OF FORGED ENDORSEMENT. To cenify| 1 [OPR | Stace Treavurer 6 Years State Records Censer-
;hlt the name a8 signed on the back of & warrant is 2 2 JOPR | Agency Accounting |6 Years Stare Records Genter
Orgety. :

69. OAR-53A QUARTERLY REPORT OF WAGES PAID. To record 1 |N/A | Socinl Sec Admin N/A N/A
names and amounts paid to employees for Old Age 2 |OPR | OASL/Dept of Pernanent Records Center
Survibess® Insucance (OASI)L . Empl Security

3 |OFM | Agency Payroll 4 Yeass Destroy at Terminal Dace

70. AS6 PROPERTY MANAGEMENT SYSTEM INPUT DATA 1 |OFM | Agency Accounting |1 Year Deatoy at Terminal Date
SHEET. To collece data concerning fixed assets - .
owned by agencies, ’

FOR THE "TMN‘W FOR THE STATE $UDITOR FOR THE STATE ARCHIVIST
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GENERAL RECORuS RETENTION SCHEDULE

. T TITLE v, . DATE
fenaouLE none STANDARD ACCOUNTING DOCUMENTS, SERIES “'A” AND “'SF” } July 1982
NI..IL-I.aﬁ FORM NUMBER STA ;:ﬁgnglo.r"r!{i'l:c“;lﬁl}ll‘u"n%ost PARTICLASS DASTAIBUTION AETENTION DISPOSITION
71, AS7 ’ DOCUMENT TRANSMITTAL & CERTIFICATION. To 1 |OFM |Data Processing 90 Daya Destroy st Teminll Date
ransmit automated encombeance and liquidacion trans- | 2 |OFM | Agency Accounting |3 Years ‘ Destroy at Terminal Dute
acriond to & compiter aervice center for processing
T A58 PROPERTY MANAGEMENT SYSTEM BATCH 1 JOFM ] Agency Accounting ] 1 Year Desttoy at Teemioal Dace
CONTROL. Cover sheet to control batches of Propeny . ‘
Mansgement Syatem Inpur Data Sheers, form A36.
73 SF 276 REQUEST FOR PUBLIC RECORD. To request public | 1 JOFM |Agency Olfice Until tecord returned | Destroy Immedintely
information from a state agency. _ ‘ :
74, DOP 101 COPY CENTER REQUEST. (Uaril 3/80) To tequest | | JOFM | State Printer 6 Yeara Stare Records Center
reproduction of printed matesinl from stace agencies. (Bl"ill;’ ‘
2 [OFM |Plant Work Request | 3 Months Desudy st Terminal Dace
3 |OFM |5State Priater 3 Monthe Destroy at Terminsl Date
{Billing Senip)
4 |OPR |Agency Accouniing | 6 Yenrs Seare Records Genter
7% A24 COPY CENTER REQUEST. (After 4/80) To requese | | JOFM | State Printer 6 Years State Records Cenver
! teproduction of printed matesinl from state agencies. (BilllaP .
. . ’ 2 | OFM | Plant Work Requeat | 3 Months : Destroy at Terminal Dave
3 [ OFM | State Printer 3 Months Destroy at Terminal Dare
4 | OPR | Agency Accounting |6 Years Scare Records Cenver
16, 1AC017 YOUCHER FORM/STATE_AGENCIES USE. _To 1__10PR | Omdoor Rec Conm__| Permanent Retnined at Omdoor Rec Gonm
. provide a record of expenditures made by stace 2 |OPR (] Swtave Agency 6 Yeurs State Records Center
agencies on owtdoor recreation projectss
TT. ] 1AC-0% DEED.OF RIGHT 10 USE LAND FOR PUBLIC 1 JOPR | Outdoor Rec Comin | Permanent Retnined at Outdoor Rec Gomm
RECREATION PURPOSES. To cecord the restricdon | 2 |OPR, | Swate Agency G Yeurs aleer Seate Records Center
of real property 10 cutdosr recreation use, Teminmion
. IAC-0M ESTIMATED PROGRESS SCHEDULE DEVELOPMENT] 1 |OFM | Qutdoor Rec Comem | Permanent - Retalned at Qutdoor Bec Gomn
PROJECTS. To report 0 the Federal Govenmenr, 2 |OFM | State Agency 5 Yeans . Destroy st Terminal Date
on demand, progress on federally funded projeces, - : ’ .
9. 1AC-032 . INTERIM PROGRESS REFORT ?N DEVELOPMENT, 1 . {OFM | Outdoor Rec Comm { Permanent Rersioed ae Quedoor Rec Gonm
PLANNING OR MAINTENANCE/MANAGEMENT. 2 ]OFM | Stare Agency S Yenrs Deawoy st Terminal Date
To provide a narmtive description of work sccomplish- ‘ ‘
ments to accompany voucher reports,
0. IAC-03% FINAL PRO!)ECT REPORT ON DEVELOPMENT, 1 JOFM | Outdoor Rec Comm { Pemaneat Rewined ay Quidoos Rec Conm
PLANNING OR MAINTENANCE/MANAGEMENT. 2 JOFM | Siate Agency 3 Yesrs Destroy st Termias]l Dace
To secord in aarrtive form the toral work accomplisted J
On & project
8l. T1AC-037 APPLICATION FOR QUTDOOR RECREATION I JOPR | Outdoor Rec Comm | Permanent Remined ac Outdoor Rec Gomn
GRANT-IN-AID ASSISTANCE. To provide requiced :
information to allow considerstion-of funding grant for
an outdoor recrestion scquisition or developmente
project
Fom THE ATTORNEY GEN
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ICORDS RETENTION SCHEDULE

ICHEDULE NUMBER

TTLE

FORr THR A?foﬂnl\%l-

environment wnd if an Environmental Impact

Atement
i» required. .

' . DATE
1 STANDARD AI.CCOUNTING DOCUMENTS, S[-_ZR]ES A" AND "'SF" 1 July 1982
waiaem | ForM numnen ,";'gf,gg';'o*',,ﬂ:;g:cg,{,';ﬁ;u';ﬂ,o,, PARTlCLASE]  DISTRISUTION RETENTION DISPOSITION

82 I1AC-052 VOUCHER FURM-ORV NON-CAPITAL PROJECTS. 1 [OPR |Outdoor Rec Comm |Permanen: Retained at Quedoor Rec Gonm
To request reimburaement for state sgency expendituref 2 [OFM | State & Local Agency 5 Years Destroy at Terminal Dace
for oft-toad vehicle non-capital projects, .

83. 1AC-053 VOUCHER FORM-ORY CAPITAL PROJECTS. To . 1 JOPR | Quidoor Rec Comm | Pemanent Retained at Qutdoor Ree Gonm
tequest reimbursements for state agency expenditurea | 2 |OFM | State & Local Agency 3 Years Deswoy at Terminal Date
for off-rond vehicle capital projects, '

B4. LAC-060 STATEMENT OF JUST COMPENSATION. To comply t |OPR |Outdoor Rec Comm | Permanent Retained at Outdoor Rec Gonm
with federal and stace laws relating to just compenan-’ ‘
tion for the acquisition of teal propenty and to assure
that the owner has been made knowledgeable. )

8%, Sk 146 DECLARATION OF SIGNIFICANCE OR NON-SIGNIF- | 1 | OPR |Lead Agency 6 Years State Records Center
ICANCE. To Indicate a proposat’s impace ugon the | 2 |OFM | Approval Agency 3 Years Destroy at Terminel Date

t

FOR THE STATE fUDIiTOR

CAASD
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GENERAL SCHEDULE

Schedule Humber Title ' |Date
GS01-01 Qutdoor Recreation Funding and Grant Honies Qctober 31, 1944
Ttem Records Series Title and
Number Form Number Statement of Function/Purpose Part{Class{ Bistribution Retention Disposition

68 1-1, 6utdaur Recreation Funding and Grant Monies covers the contract and financia) records associated with Outdoor Recreation
projects. They are used by Agency of Oubdoor 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.
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GENERAL RECORDS RETENTION SCHEDULE

environment=andyif am Envirommental=Inpact
Statement \is required.

Calendar Year

Schedule Number Title . Date
G501-01 Qutdoor Recreation Funding and Grant Monies October 31, 1991
Form Records Series Title and :

0.A. Number j Mumber Statement of Function/Purpose Class| Distribution Cut OFf Retention Disposition

4801-01-1.1 | IAC OUTBOOR RECREATION GRANT RECORDS Provides a 0PR | Outdoor Rec, Comm| Completion of 75 Years Records Ceater Storage
record of projects for which an agency requests Project _

6801-01-1,2 gutdoor recreation grant money. Includes OPR | Agency Completion of § Years Records Center Storage
applications for grants-in-aid, voucher forms, Project
progress reports.

6501-01-2.1 | IAC DEED OF RIGHT Provides a record of the 0PR | Outdoor Re¢. Comm| Completion of 15 Years Review for Dispositian
restrictions and permission of property for Project

G501-01-2.2 public outdodr use. The county where filed OPR | Agency Completion of 75 Years Review for Disposition
retains minimum of 6 years. Project

@501-01-3.1 | SF 146 | DECLARATION OF SIGNIFICANCE OR RON-SIGHIFICANCE| OPR | Agency | Calendar Year § Years Records Center Storage

G501-01-3,2 To indicate a proposal's impact upon the OF | Dept. of Ecology 3 Years Records Center Storage
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GENERAL SCHEr

Schedute Number

Gso1-02

Title

Agency Financial Reporting Systems (AFRS)

Date
Hovember 5, 1891

Ttem
Humber

Form Number

Records Series Title and
Statement of Function/Purpose

Part

Class

Distribution

Retention

Dispasition

This schedule 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 tén years by OFH. Any agemcy not using AFRS in comjunction with OFM should apply the
functions of the following series to agency specific forms and reports used in lieu of,
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GENERAL RECORDS RETENTION SCHEDULE

$chedule Number Title Date
4501-02 Agency Financial Reportmg Systems {(AFRS) October 31, 1991
Form Records Series Title and :
1 D.A. Number | Number Statement of Function/Purpose Class| Distribution Cut Off Retention Disposition
6501-02-1.1 | DTR %&j TAS REPORTS Treasury Accounting system OFM | State Treas. Date of 3 Years Destroy
finangial repoerts. Issuance
GS61-02-2.1 | DTRY “| INPROCESS REPORTS These reports are a OFM | State Treas. Date of 45 Days Destroy
4 Teconciliation of the agency's in-process Issuance '
4501-02-2.2 accounts, OFH | Agency Date of 45 Days Destroy
Issuance
6301-02-2.3 OFH | FSHG Date of -45 Days Pestroy
Issvance .
4501-02-3.1 | DHP QC:‘ DAILY WORKING PAPERS Agency Financial Reporting| OFM [ Agency Date of 90 days Destray
System (AFRS) daily working papers. Thase I5suance ,
G301-02-3.2 ﬁ' -reports display the detail activity for OFM | FSHG 80 days Destroy -
) financial™andustatistica) data [on"a"daily :
X basis.
G501-02-4.1 DZGT@ OTHER DAILY REPORTS Other Agency Financial OFM | Agency Date of 40 Days Destroy
= | Reporting System (AFRS) daily reports. Issuance
G501-02-5.1 | MAP HONTHLY APPROVED -ALLOTMENT/REVENUE REPORTS OFK | Agency Mgt. Date of 1¥rs Destroy
_ | Mrese are summary level reports of agency Issuance '
6501-02-5.2 L~ financial and statistical status at & given OFM { Agency Accnt pate of 3 Yrs Destroy
point in time, Issuance
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GENERAL RECORDS RETEF SCHEDULE

Schedule Number Title : ‘ Date
6501-02 Agency Financial Hepurt1ng Systems {AFRS) October 31, 1391
Form Records Series Title and _ .
0.A. Number | Number Statement of Function/Purpose . Class{ Distribution tut 0ff Retention Disposition
§501-02-6.1 | MCP 0 HONTHLY COMB. APPROVED & ADJUSTED ALLOTMENT OFH | hgency Mat. Date of 3 Yrs Destroy
: REPORTS Manthly combined approved and adjusted Issuance -

/ allotments reports. These are summary level
) reports of agancy financial and statistical
status at a given point in time combining
approved and adjusted allotments.

G501-02-7.1 MBE/ HONTHLY FINANCIAL STATEMENTS REPORT OFM | OFM Date of Agency Option Retention for Months 25 and 99; 2
. . Issuance yrs, Other Honths: Destroy at
/ hgency Option,
Gs01-02-1.2 | .~ OFK | Admin. Agency Date of hgency Option Retention for Months 25 and 99: 2
| Issuance yrs, Other Months: Destroy at
/ ‘ ‘ Agency Option. ‘
5501-02-7.3 ] OFM | Agency Date of Agency Optdon Retention for Months 25 and 99: 2
c Issuance yrs. Other Months: Destroy at
V . Agency Option.
GS01-02-8,1 MSH/ MONTHLY GEM. LEDGER TRIAL BALAMCE/STATEWIDE OFH | Agency Jate of § Years Destroy
: LEVEL Monthty General Ledger trial balance at -| Issuance :

the statewide level,

For the Kttorney Gena@ ng‘te ﬁ@Z/;/ For the 8t chmst For the Director of OFM
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GENERAL RECORDS RET=""T0N SCHEDULE

-1§chedule Number

|Title

Date

G501-02 Agency-Financial Reporting Systems (AFRS) Hovember 1, 1991
Form Records Series Titls and )
0.A. Mumber | Humber §tatement of Function/Purpose Class| Distribution Cut Off Retention Disposition
G501-02-9.1 | MIR (: | KONTHLY TAS REPOHTS Honthly Treasurer OPR | $tate Treas. Date of 6 Years Dastroy
) Accounting System reports to disclose recelpts, , Issuance
6501-02-9.2 «é;‘ disbursements, and transfers. OFM | Agency Acc.. Date of 90 Days Destroy
: _ Issuance. '
G501-02-9.3 OFH | Revenue -Acc. Date of .3 Years Destroy
: ‘ Issuance
G501-02-9.4 OFM | Wildlife .Acc, Date of 3 Years Destroy
' [ Issuance
@s01-02-10.1 quy//f MONTHLY WORKING PAPER REPORTS Inciudes all OFH | Agency Date of -4 Years Cutoff for Project/Grant is
financial and statistical detail activity. Issuance ' Termination of Project/Grant.
Destroy.
G501-02-11.1| QWP f? OKNBE QUARTERLY REPORTS Office of Mikeriby and | OFM | Agency Date of 4 Years Destroy
' §§£7 Women's Business Enterprises guarterly | Issuance - :
disbursement and goal performence raports.
G301-02-12.1} WP {:fc WEEKLY WORKING PAPER REPORTS Includes all OFM | Agency | Date of 90 Days Destroy
& | financial and statistical detail activity, Issuance
G801-02-13.1) YWZOTHER | OTHER WEEKLY WORKING PAPERS REFORTS Other OFM | Agency Date of 90 Days Destroy
Agency Financial Reporting Systems (AFRS) Issuance
: Y| weekly working paper reports.
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GENERAL RECORDS RETEN  ° SCHEDULE

Schedule Number Title Date
6501-02 hgency Financial Reporting Systems (AFRS) October 31, 1994
Form Records Series Title and
D.A. Number | Number Statement of Function/Purpose “|Glass| Distribution Cut Off Ratention Bisposition
GS01-062-14.1| MRS KANAGEMENT REPORTING SYSTEM REPORTS Provides QOFM | Agency Acc. Until haency Option Destroy
3] supplemental analytic information within agenty : Supersedsi
éﬁ%; management series for status of allotment,
i disbursements, accruals, encumbrances and .
variances at varying levels for varying time
frames,
3501-02-15,1[ ORS DISBURSEMENT REPORTING SYSTEM REPORTS The OFM | Agency Date of Agency Option Dastroy at Agency Gpbiom EXCEPT ORS
€§7 Disbursement Reporting System {DRS) provides Issuance 338: This report must be retainad
(% both automatic and user reguestable reports for : for three years,
an agency's vendor history information
including disbursements, Internal Revenue
Service/ 1099 reporting, and the Office of Homen
and Minority.Business Enterprisel informations
G501-062-16.1 IRS [i? IRS100-IRS4I0-Reportenteldting Lo the InternalmmOFH | Agency Date of Agency Option Destroy
~=" | Revenye Service 1099 reporting process. Tssuance :
GS¢1-02-17.1{ TAPRPT THE ALLOTMENT PREPARATION SYSTEM The Allotment [ GFM | Agency Date of hgency Option Destroy
6£;9 Preparation System (TAPS) reports summarize the Issuance

agency's allotment, Full-Time Equivalents, and
revenue status,
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GENERAL SCHE -

Schedule Number Title ‘ : : Date
6502 Standard Budget & Ailotment Records © |November 5, 1991
1tem Records Series Title and
Nunber Form Number Statement of Function/Purpose Part(Class| Distribution Retention Disposition

Agencies are to retain access to financia) data for a minimum of ten years, at & lavel necessary to prepare any adjustments to historical
gata as required by RCW 43,88,030{4). The media of storage is left to the discretion of the agency but is fo be the most cost effective
means of providing access. At a minimum, information is to be retained at the agency/fund/character/appropriation type/programfobject/
sub-object level for expenditures and agency fund/souce level for revenues,
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GENERAL RECORDS RETENT ™" SCHEDULE

Schedule Number

Titie

Date

6502 Standard Budget & Allotment fecords November 5, 1991
Form Records Series Title and. : .

D.&, Humber | Wumber Statement of Function/Purpose Class| Distribution Cut Off Retention Disposition
502-1.1 CAPITAL AND OPERATING BUDGETS Agencies are OPR | OFM(machine read}| Biennium 25 Years Review for Disposition
G502-1.2 ‘required to maintain budget detail provided in [ OFW | OFM {copy) Biennium 6 Years Records Center Storage
4502-1.3 accordance with the current OFN budget OFH | Agency Accounting| Biennium 4 Years Records Center Sterage
§502-1.4 instructions, Machine readable formats are the | OFM | Agency Offices Biennium 2 Years Destroy

mein media for transmitting the data, ‘
G502-2.1 ALLOTHENTS Agencies are required to maintain OPR | OFM{machine read)| Biennium 25 Years Review for Disposition
(3502-2.2 allotment detail provided in dccordance with OFM | OFH Bienmium § Years Records Center Storage
G562-2.3 the current OFM allotment instructions. Machine| OFM | Agency Accounting( Biemnium 4 Years Records Center Storage
G502-2.4 readable formats are the main mediaz for OFH { Agency Office Biennium 2 Years Destroy

transmitting the data. Provides & record of ' ‘

documentation necessary for the establishment

of operating and capital allotments,
6502-3.1 WORKLOAD_ PERFORMANCE AND PERSOMNEL REPFURTING OPR | OFM(maghine_read)| Gienhium 25 Years feview for Disposition
6502-3.2 Agencies are required\to report actudl activity| OFM [[OFM Bianniun fYears Records Center Storage
6502-3.3 for comparison against estimates to track OFM | Agency Accoumting| Biennium 4 Years Records Center Storage
§502-3.4 performance (in a format specified by OFM). OFM | Agency Office Biennium 2 Years Destroy
G502-4.1 FINANCTAL REPORTING Agencies are to retain 0PR | Agency Accounting| Bienmium 10 Years Records Center Storage
6502-4.2 access to financial data to prepare any OFM { OFH ' Bienfium 10 Years Delete Backup Tapes

adjustments ta historical data (RCH :

43,88.030(4)}. Providas a record of

expenditures and agency/fund/source lavel for

revenues at the agency/fundfappropriation

type/program/subprogram/object/subobjact level.
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GENERAL RECORDS RETENTION SCHEDULE

GAA.%0

ACHEDULE NUMBER TITLE . DATE
3 PERSONNEL FORMS USED STATE¥IDE i July 1982
mmoer|  FoRM NuvEER : AECORDS JEAIEY TITLE . convjcLam DISTRIBUTION RETENTION cisEo3ITION
1. SF 573 APPLICATION FOR EMPLOYMENT (Type A) 1 OFM | Dept of Personael 30 Days Destroy wt Terninal Date
Provides u record of applicants whose cames were not] 2 | N/A | Applicane N/A N/A
.| placed on the cegiater, {Formerly PER 20-2302)
2, SF 5713 APPLICATION FOR EMPLOYMENT (Type B) 1 | OFM | Dept of Personnel 30 Days sfter Expite- | Destoy at Temminal Date
Provides a recond of spplicants whose nimes were : . {tlon of Register
placed on the register b‘:xc register expired before 2 | N/A JApplican N/A N/A
appointment was made. (Formerly PER 20-2502) .
3 SF 573 APPLICATION FOR EMPLOYMENT (Type C) 1 '{ OFM |Dept of Personnel $ Yeatrs after Termina- | Destoy et Terminal Date
Provides & record of applicants selected for employ- ton of Employment
ment, (Fomerly PER 20-2502) | 2 | N/A |Applicent N/A N/A
4, B25 POSITION ACTION REQUEST. (Approved) Provides| 1 | OFM | Agency Personnel 5 Yeurs afier Termina- | Destroy at Teminal Date
a record of originel ot updated positions requested by : tion of Employment .
an agencys (Obsolete Form. See GS 3-2) 2 | OFM | Field Office Agency Option ‘| Destroy at Agency Option
. 3 ] OFM | Agency Suspense Copy | Until Retum of Copy 1| Destroy Immediately
5. B2s POSITION ACTION REQUEST. (Diaapproved) 11 OFM Afen Personnel Agency Option Délmy at Agency Qption
Provides & record of original or upninetr positions 2 | OFM_| F eldcalﬂce Ageacy Option Destroy st Agency Option
requedted by an ngencys (Obsolete Form, See G53-2)| 13 | OFM |Agency Suspense Copy { Uneil Retumn of Copy 1] Destroy Immediately
6. 15D CLASSIFICATION QUESTIONNAIRE, To describe L' | OFM_| Dept of Personnel Until Superacded or 60| Destroy ax Terminal Date
the dutlen and tesponsibilities of one employee’s Days after Position
position, {Obsolete Form) . bolished
. 2 07“ Agency Petsonnel Same as above D}st_roy at Teeminal Date
3. | NAv[Employee N/A N/A
7. SF 570 CLASSIFICATION QUESTIQNNAIRE. To describe I [N/A |Insteucrions N/A N/A ‘
the duties and reaponsibilides of one employer's 2 | OFM | Dept of Personnel Until 2 Years after Destroy at Teminal Date |
position. : Sapersession or Posi-
: : tion Abolished
3 | OFM Afene Personnel Same a8 above Destioy at Temminal Date
4 | OFM [ Field Office Same as above Destroy ac Terminal Dace
5 ] N/A | Employee Suspense N/A N/A
P
6 1 N/A Emp{oyee Permanent | N/A N/A
‘ : 1 |Cerr -

8. SF 115 PERSONNEL ACTION FORM. Provides arecordof | | | OFM | Agency Personnel 7 Yeats after last State Records Center
mnlti:lg necessary changes in an employee’s personnel : action i .
tecord to keep it in & curtent status, (Obsolete Fore.] 2 | OFM | Field Office Agency Option Destioy atr Agency Option
See GS 3-2) : 3 | OFM | Agency Suspense Copy| Until Retum of Copy § | Destroy Immediately

9. SF 314 EMPLOYEE RECORDS TRANSMITTAL. Tranamits 1 ] OFM } Gaining Agency L Year Destroy st Terminal Date
an.employee’s personnel records when the employee | 2 | OFM | Losing Ageney 3 Years Destroy st Terminal Dace
is tsasfesred to & new agency. .

10. SF 6953 LEAVE REQUEST. Provides a record of an employed 1 [ OBM | Agency Personne] 3 Years Destroy at Terminal Date
tequest foc perlods of absences (Formerly Requesta | 2 | N/A N’ A N/A N/A
for Leave of Absence)

.
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GENERAL RECOKDS RETENTION SCHEDULE

Gh4.87

T R T TITLE : DATE
3 PERSONNEL FORMS USED STATEWIDE 1 July 1982
NJL%'::R FORM NUMBER RECORDS SEMIKS TITLE copy|CLASS OISTRIGUYION o * METENTION cCHPEIITION

11, SF 6954 LEAVE RECORD. Maintalas n record of the amount I JOFM | Agency Personnel Uncil 5 Years afeer Destcoy at Terminal Dace
of various types of leave accrued and taken by individ Tetmination of Employ
ual employees. {Fomerly Leave of Abseace Record) ment

12, SF 7100-M1 PAYROLL ACTION REPORT. Provides & record of 1 JOFM | Data Processing 90 Days Destroy at Terminal Dace

. added ot deleced entployeen from the cnmrutecl payrolll 2 [OFM | Agency Payroll 5 Yeam Deatroy at Terminal Date
and to effect all changes to master payroll records, .

13. SF 71895 SALARY, ATTENDANCE, LEAVE AND OVERTIME 1 JOFM | Agency Personnel 5 Yeasrs after Termina-| Destroy at Teminal Dace
RECORD. Provides a record of an empl?ee's yroll tion of Employment :
records, days worked, wages ‘rlit!. etc. (Formerly
Employeea’ Permanent Record Card) .

14 SF 9818 EVALUATION FOR PROMOTION. Provides & con- 1 JOFM bepl of Personnel Until Superseded or Desttoy at Teminal Dace

: densed record of, an employee’s qualifications which : Regivter Expires
muke that employee eligible for promorion, 2 §OFM | Agency Personnel 5. Yenss after Tennina-| Destroy ax Terminal Date
tion of Employment
3 |N/A | Eaployee N?A N/A

ts. [sermemm EMPLOYEE PERFORMANCE EVALUATION. Pro- 1 JOFM | Agency Personnel 5 Years Desttoy at Termioal Date

vides a record of evaluation of an o:ployee'o pethor- | 2 [N/A | Employee N/A N/A
B mance, (Fomieily Employee Evaluation Repost) ) :

16. |sFe622Axm REQUEST FOR CERTIFICATION. Provides a tecord] 1 | OFM -| Dept of Personnel 5 Yeurs Destroy at Terminal Date
of advising thé Depanméiit of Péersonnel of vacant 2 1OFM } Agency Personnel Agency Option Destroy at Agency Option
positdons ieeded to be filled and requesdng names of] 3 [ OFM | Field Office Agency Option Destroy at Agency Option
eligible personnel, {(Obsolete Form) 4 JOFM ] Agency-Copy Agency Oplon Destroy ng Agency Option

: SUPOEM | Ageacy-Copy Agency Option: Dentroy at Agency Option
6 [OFM (A::eacy Sufpense Uatil Retum of Copy 2] Deatroy Immediately
py

17. VOLUNTEER OFF-HOUR TRAINING. Provides o i JOFM | Deptof Personnel S Years Destroy at Terminal Date
record of employeen completing courses of walning 2 JOFM | Agency Personnel 3 Yeags after Termina] Destroy st Terminal Date
duting other than working hours, tion of Employment

18. RECORD OF IN-SERVICE TRAINING. Provides a 1 |OFM | Dept of Personnel 2 Yeass ' Destroy at Terminal Date
vecord of employecs recelving formal waining on-the- | 2 [OFM | Agency Petsonnel 5 Yearn afver Termiond Deateoy at Terminal Date
jobs ' . . tion of Employment

19. EMPLOYEE SUGGESTION EVALUATIONS. valdei 1 |OFM | Employee Suggestion | 4 Years Destroy at Terminal Dase
a record of the evalustions of [adividual suggestions . Awards no..5
made by State Employees. (Obsolete Form) 2 |OFM | Ageacy Office making | 2 Years Destroy at Terminal Date

evalustion ) .

0. | SF 16 ATTENDANCE LIST. To identify pardcipants in 1 {OFM | Agency-Copy 1 Year Destroy at Terminal Date
agency meetings, training scssions anv conferences.

21. | SF 30 TUITION REIMBURSEMENT REQUEST. To request | 1 6]’11 Agency Accountin, G Years Statre Records Cent

‘ tuition reimbursemert by a state %nplo ee who q:td- 2 |OFM Dgpt o’i Perloanel’ 3 Yeanrs D nemye:: ‘I‘:mie:ulﬂi}ate
cipated in & qualified course conducted by an educs- | 3 JN/A | Applicant N/A N; A
tional Institation, vocational achool or professioanl
organization, -
- N
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GENERAL RE.VRDS RETENTION SCHEDULE

SCHEQDULE MUMBER TTITLE . DATE
3 PERSONNEL FORMS USED STATEWIDE 1 July 1982
norEu | woRm numBER . AECORDS SERIES TITLE copv|cLAss DISTRIBUTION RETENTION cremoITION

22, LSF 53 SCHEDULE OF GOALS, (12'Months) To document 1 JOFM | Agency Management 3 Years Déntroy at Terminal Date
shart-range goals of each operating activity, 2 |OFM | Agency Supervisor 3 Years Deswoy at Terminal Date

3 ]OFM | Preparer . 2 Yearn Pestroy at Terminal Date

23, |SF 54 SCHEDULE OF GOALS. (5 Years) To document i |orm Agency Management 5 Years Destroy at Terminal Date

long-range gonls of each operating aceiviry. 2 { OEM | Agency Supervisor 3 Years Destroy at Temminal Date
' o ] 3 |OFM [ Preparer 2 Yenrs Destroy at Terminal Date

24, ] SF 55 SCHEDULE OF OBJECTIVES. (12 Months) To docu-] L [ OFM | Agency Mansgemear 5 Years Desuoy at Terminal Date

ment short-range objectives of each operating activity] 2 | OFM | Agency Supervisor 3 Years Dewtroy at Tetminal Date
3 JOFM teparer 2 Years Destroy st Teminal Date

25, [SF 356 SCHEDULE OF OBJECTIVES. (5 Years} To docu- 1 | OFM | Agency Management % Years Dedtroy at Terminal Date

ment long-range objectives of cach opemting activityd 2 ] OFM ] Agency Supervisor 3 Years Deswoy at Terminal Date
: 3} JOFM | Preparer 2 Years Destoy at Terminal Date

26. | SF 57 REPORT OF ACHIEVEMENTS.: To document 1 JOFM [ Agcncy Management 5 Years Destoy st Terminal Dace
achievements of an organiration, program, etc., and 2 JOFM | Agency Supervisor 3 Years Destroy at Terminal Date
the resultant snvings, ’ 3 JOFM | Pieparer 2 Years Destoy at Terminal Date

27. | SF 76 FLOW PROCESS CHART AND PROCEDURE STUDY | 1 | OFM_1 Agency Office 1 Year Destroy at Terminal Dace
SHEET. To exaine, document and improve proce-
dutes and systems ou & step-by-step basis, .

- 28, | SF137 VEHICLE ACCIDENT REFORT. To'reportan accl="{' 1 | OPR | Toxt Claims 6 Years State Reconds Center
dent Involving state employees and state vehiclen, 2. | OEM | Agency - 3 Years Dentioy at Terminal Date
j =] 3| ¥A | Ebployee N/A N/A :
2. | SF13m CLAIMANT'S REPORT OF ACCIDENT, To becom-§ 1 | OPR | Tort Claims 6 Years State Records Cearer
leted following an accldent involving a atate vehicly .
fore claim will be considered,

30. | sF COMPLETED DEVELOPMENTAL ACTIVITY 1 {OFM ] Data Processin 2 Years Destmy at Termina Dar
REPORT. - To document informatdon about develop- 2 | OFM | Agency Penonnsal 3 Years Decnu; at Termioal Dn:
mental activity and list Individuals completing the 3 | OFM | Human Resource % Years Destroy at Terminal Date
activity, . Development ‘

31. ] SF 142 REQUIRED PEVELOPMENTAL ACTIVITIES, To 1 JOMM | Data Processing 2 Years Desway at Temiiaal Date
list developmental activities required for specinl job | 2 | OFN | Agency Personnel 3 Years Destroy at Terminal Date
classes, 3 | OFM ‘| Human Resource S Years Desteoy at Terminal Dace
. : . P‘evelopment

32. | sF 143 PL ' ' ' i . .

PMENTAL ACTIVITIES. Yo 1 te Propessing 2 Years Destroy at Teminal Date

F ‘”,m 4 Ageogy Personnel 3 Years Destroy at Temminal Dare

ﬁ lmciu.m activites 10 be offered by 3 | OFM | Humap Resource 5 Years Deano; at Terminal Date
o ] . Development

33. SF 144 | HUMAN RESOURCE DEVELOPMENT NEEDS - 1 | OFM | Daca Processin 2 Yenrs Destroy at Terminal Date -
SURVEY BY PAYROLL NAME. To identily deveior- 2 | OFM | Agency Permn‘el 3 Years Desno; at Terminal Date
mental nerdvities needed by individual employees o 3 | OMM ] Human Resource |5 Yenss Destroy at Terminal Date
an ageacy, Development
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GEMERAL RECORDS RETENTION SCHEDULE

FOR THE AT‘IORNlY% Wa&(

FOR THE STATE AUDITOR

. ]

TITLE oATE
3 PERSONNEL FORMS USED STATEWIDE 1 July 1982
oS n FORM HUMBEM .r ‘:gag,’}',”;,l',:L‘,},;i,;hg:uﬂ,ﬂ,o,, pam’lcuu DISTRIBUTION RETENTION DISPOSITION
3. SF 144A HUMAN RESOURCE DEVELOPMENT NEEDS SURVEY! 1 ]JOFM {Data Processing 2 Years Destroy &t Terminal Date
BY COURSE TITLE, To identify the number of 2 | OFM | Agency Petsonnel 3 Yeatn Destioy at Terminal Date
employees within » job class aceding specified devel- | 3 | OFM } Human Resousce 5Yerns Deatroy at Terminel Dace
opment activitiew. Development
35. SF 147 HUMAN RESOURCE DEVELOPMENT ACTIVITY 1 [OFM [Humas Resource 2 Yenrs Deumy at Termina| Date
TITLES. To identify developmentsl sctivities other « | Davelopident
those listed in Humen Resource Developmental Catslog] 2 ;. OFM § Agemcy Pesssnel |3 Yours Destroy ot Temins] Date
such as college coutses in which state employees plan} 3 | OFM jHuman Rescusce - 5 Years Deatroy at Terminal Date
to panticipate, Development
36. SF 574 APPLICATION FOR PROMOTION. To apply for pro- 1 |OFM | Depr of Petsonnel 2 Years Destroy at Termine] Date
motion within state goveinment, "2 | OFM | Agency Personnel 1 Yenar Dastroy at Teminal Date
3 IN/A | Ewployee N/A N/A
3. SF 573 APPLICATION FOR ‘.I’RANSFEI}I, REEMPLOYMENT 1 JOFM | Deprof Peuonuai 2Yeass Densvroy e Terminal Date
OR VOLUNTARY DEMOTION. To apply for umefer 2 JOFM | Agency Persoanel 5 Yeurs nficr Terming} Destroy at Teminal Date
of employment, reemploymenat or woluntary demotion tion of Employment
within state govemment, :
38. .HEPB—OB‘ EMPLOYEE PERFORMANCE EV;ALUATIOH. To 1 JOFM |Iasciwtion Personnel} 3 Yeara Destroy ar Terminal Date
. S evalunte pegformance of e fo a highet edyce- R
tion Inetlcwdion, '
39. HEPB-135D POSINION DESCRIPTION: To describe dutien of & Lo} OFM_{ lumisution Pnsoancl 60 Days. after Posi=o | Bestoy at. Terminal Date
position in a higher education instirution. tion Abolished
40. HEPDB-011 PF_’I‘!‘I‘ION FOR CREATION, MODIFICATL OPR I!l'ket Educaion 6 Years after Uniejis | Seate Records Center
COMBINATION OF A COLLECTIVE BARCATNING ersonmel Board | Dissoly
UNIT. To ull-ct cunmn. fication or combinatlon] 2 [ OFM l-ninuio- or Office | 5 Years after Unke i Desvoy ax Teminal Date
of acollective basgaining unic. 1 Dissoived
N/A | Employee/Organiza- | N/A N/A
tlon
41. HEPB-O12 PETITION FOR CERTIFICA'I‘ION OR DECERTIHCA- 1 | OPR | Higher Educasion € Yearn after Unit is | State Records Center
TION AS EXCLUSIVE REPRESENTATIVE FOR A . Pc;mnlul Board Diesolved
COLLECTIVE BARGAINING UNIT. To cequest cectlf-|] 2 | OFM | lnstieution or Office | 3 Yeass nfter Uit is | Destroy at Temloal Date
fcation or decenification as un exclusive representatly Disgolw
for a collectlve bargalning uait, N/A Elmployce/OI;mlu- N/A R/A
42. HEPB-014 UNFAIR LABOR PRACTICE CHARGE AGAINST 1 | OPR | Higher Education 6 Years after Charge { State Records Cenver
EMPLOYER. To record unfair Jabor charges agalose | - Petsonael Board is Resolved
an employer. 2 ] OFM ) Institution or OHice i, Yi"'n'ﬁ' Charge | Dearoy at Temminal Dare
s Resolv .
N/A | Employee/Osganiza- | N/A N/A
tlon ]
4. HEPB-01% UNFAIR LABOR PRACTICE AGAINST EMPLOYEE 1 [ OPR | Higher Education 6 Yenrs after Charge | Sinre Records Center
ORGANIZATION(S). To record ualair lnl:or practice Personnel Board is resolv. ]
againat employee organization{s), 2 | OFM | lasitudon or Offce | S Yoars after Charge | Destroy at Temionl Dare
is resolved

FOR THE z:l'l'! ARCHIVIS™
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GENERA‘&. ZCORDS RETENTION SCHEDULE

TITLE

SCHEDULE NUMBER DATE
31 WASHINGTON STATE EMPLOYEES' PERSONNEL RECORD FOLDER I July 1982
] i
N:JLE:EH FORM NUMBER "‘:Elsg;?:"s__sgaﬁsc ;:ghfpﬁ:gou PART |CLASS DISTRIBUTION RETENTION DISPONI TION
L Personnel Record Folders (Comuinin; infogmation as
described in Personnel Board Rule 356-46-060)
{See below} _ -
PERSONNEL RECORD FOLDERS 1 ‘OFM | Peesonnel Office | Until employee Retain in eniploying sgency Personnel

Personnel Hoard Rfe 356-46.060 AGENCIES - PERSONNEL RECORDS

Each agency shall maintsin a recard of each employee showing the name,
title, position held, the unit within the division to which assi ed, the
salary, changes in employment status, attendance, leaves, and such other
information as may be necessary for the administeation of regulations, All
personne] records, including employee service records and ratings, shall be
open to the inapection of the Personnel Board and, depending on the
functional requirement of the content of eack individoal tecord, shall
accompany the employee theoughout his/her service career.

of Employing
Agency

reansfers or tecmi-
nates employment
with the Seate of
Washington

(1 Year after finaf
termination or retire
ment, records witl
be transferred 1o the|
Stare Records Cen-
ter where they will
be retained for 5
Years)

Office until inactive or transfer 1o
grining mgency .

Note: Contents of folders should be
screened and disposable itens remnved
Rﬁm to wansler of records to State

ecords Center or 1o gaining agency.
See General Schedule Mo, 3 for
disposnble jrems,

. ‘ ‘ *
FOR THE ATTORNKY @ AL FOR THE SYATE Aup-‘rg
4
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GEMERAL 8C  'E

Schedule Humbar Title ’ ' Pate

65¢3-03 Insurance Records o » " |Gctaber 31, 1991
Iten ' Records Series Title and _ :
Rumber Form Humber Statement of Function/Purpose Part[Class| Distribution Retention Bisposition

GS 3-3 covers Retirement, Industrial Insurance, medical, dental, 1ife and long term disability Insurance. These are used by agency
parsoanel/payreil, Departmant of Personnel, Health Care Authority, Lahor and Industries, and DRS, each of which may have & different ratention.
This combines previous G§ 3-5, Stats Group Insurance Fursns 65 3-3, State Employees Retirement Systems; and includes (new) Industrial

Insurance records. '

o s

For the Attorney Gane 3 FM ito . For the rchiv-ist Eor the Director of OFN _
e ) T~ W/%. B K- Dawidon)

J'
4
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GENERAL RECORDS RE

TON SCHEDULE

I

|Schedute Numbar Title Date
6803-03 Insurance Records November 7, 1991
Form Records Series Title and
0.4, Huriber | Number Statement of Function/Purpose Class| Distribution Cut Off Ratention Disposition
G503-03-1.1 | HCA INSURANCE ENROLLMENT RECORDS Provides medical, | OPR [ Agency Pers/Pay | Termination of 6 Years Records Center Storage
dental, 1ife and long-term disability records - | Employment o
503-03-1.2 for each employea. Includes request for change | OFM | Health Care.Autho{ Calendar Year - 1 Years Records Center Storage
of beneficiary, change forms, insurance '
accounting adjustment forms, request for
certification/addition of dependent child,
termination of enrollment for LKOP, self pay
enroliment, non-smokers cert1f1cat1on and
waiver reccrds
6503-03-2.1 | F212 QUARTERLY REPORT OF HOURS AND NOTICE OF ACCOUNT| OFM | Agency Payrol} Fiscal Year 3 Years Recards Genter Storage
§508-03-2.2 BALANCE For Industrial Insurance OPRIEETI - Calendar Year b Years
- r
(503-03-3.1 " INDUSTRIAL TNSURANCE CLAIMS FILES Documents OPR.} L &1 Action.on Claim 75 Years Destroy microfiim
occupationg)injuries and illnesses. Note: doaes Resolved
G503-03-3.2 not Tnclude’copy retained in employes's OFM | Agency Personnel | Action.om Claim ? Years Destroy
B personnel file. Resolved
4503-03-3,3 OFM | Employing Office | Action on Clainm 0 Years Destroy
‘ Resolved
G803-03-4.% | R--FE124| RETIREMENT SYSTEM SERVICE CREDIT CONTRIBUTION | OPR | DRS Monthly 10 Yoars Records Center Storage
6503-03-4.2 HEPORTS Provide a record of notification to OFM | DRS (copy) Honthly 3 Honths Destroy
§503-03~4.3 employers of special report1ng condltlons and | OFH | DRS Honthly Until Filmed Dastroy
8503-03-4.4 transmittal input warnings. OFM | Employer Honthly i Honth Destroy

For tﬁﬁéﬁfigigfiaﬁfﬂff?lé;%;omavaiEQEQ

.A{fﬁgir Aud)Eor

j Wf@ Arcrlwij; %

For the Director of OFY

Bomdlo. K. &ﬁ.ﬁm) .




GENERAL RECORDS RETENTION SCHEOULE

Schedule Humber

Title

Date

G503-03 Insurance Records October 3, 1991
Farn Records Series Title and
0.A, Number | Number Statement of Function/Purpose Class|{ Distribution Cut Off Retention Disposition
(503-03-5.1 { 633009. .| CONTRIBUTION ACCOUNTS RECEIVABLE Provides a | OPR | DRS Inactive 15 Years Hicrofiim After § Years
6503-03-5.2 record of corrections to the monies transmitted{ OFM | DRS/DP Entered in 0 Years Destroy
_ for service credit. To correct overpayments or Computer

G503-03-5.3 balance due, charge interest or receive OPR | DRS/ACCT Fiscal Year 6 Years Records Center Storage
G503-08-5.4 penalties in accordance with timely accurate Employer Until 0 Years Dastroy

reporting.

OFH

Superseded

For th Aétorn

e

y Gengra
(-~

For %hiﬁst
TSN (VR

For

the Director of OFM )

B K- Dawidson) |

%W@ %?%?é%;a/ﬂ |
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GENERAL SCHEDULE

Schedute Number Title ‘ ' bate

3504 Investigative and Audit Recurds ' : November §, 1991
Iten | ‘Records Serigs Title and
Number Form Numher Statement of Function/Purpose Part{Ciagss{ Distribution Retention Disposition

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 internal-audit offices who conduct: accountahie recnrd audits and investigations; recommend policies 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 refisct the State Auditor's office’s aethority to the agencies to destroy audited records (OPR) at &
retention }ess than the six (6} years required {RCW 40.14) when the specific records are no longer needed beyond the audit,

Correspondence, or subject files, policy files, publications, reports to higher authorities 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.

NOTE: This schedule does not authorize disposal of investigative files that result in substantive changes in agency policy or procedure
.ot are unusually significant for documenting major vielations of criminal. law er ethical standards by agency officials or others. The
gisposition of significant investigative files must be scheduled by submitting a Records Retention Schedule, $SA 538, for review and approval
of the State Records Committee. '

!

For the Attorney General » %Wmd' For twmg%/ ~ |For the Director of OFK




GENERAL RECORDS RETEY

SCHEDULE
Schedule Mumber Title Date
G504 Investigative and Audit Records Octobar 31, 1991
Form Records Series Title and :
D.A. Number | Mumber Statement of Function/Purpose Class| Distribution Cut Off Retention Disposition
6504-1.1 INTERNAL AUDIT PAPERS AND REPORTS Resulting OPR | Agency Fiscal Year 3 Years Dgstroy
from audits performed internally by the agency,
Used in conjunction with audits performed by
the State Auditor's office, and of extermal
audits by grantees, Consists of audit reports,
correspondance, and supporting working papers.
@504-2.1 AUDIT REPORT AND FINDINGS Provides information | OPR | State Auditor Fiscal Year 6 Years Transfer to Archives
(804-2.2 resulting from an agency audit performed by the| OFM { Agency Fiscal Year 3 Years Destroy
6804-2.3 State Auditor's office, OFM | Attorney General | When Reselved 6 Years Records Center Storage
GS04-3.1 HHISTLEBLOKER INVESTIGATIVE. REPORIS.ACK 42.40..L OPR | State Auditor Case.Closed i Years Records Center Storage
6504-3,2 Records resulting from investigations of kmown | OFM | Agency Dirgctor |['Case Closed ? Years Destroy

or alfegednfrand and viotations of Jlaws and
requlations. Cases related to agency perscnnel
and programseand operatiohs administered or
financed by the agency.

Far the Attorney Gene

Y

;a.,—cff‘%éiéy;‘;>,45223

é;ggghs State Auditor | For th e Archivist

For the Directot*zf OFE . l )
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GENERAL SCHF™ME

Schedule Number . Title . Date
G505 Administrative Screening of fHes _ ~|0ctober 31, 1981
Item Records Series Title and” 7 . ‘
Humber | Form Number Statement of Function/Purpose Part|Class} Bistribution Retention Disposition

It is eccasionally unfeasible to establish cut-off dates on certain files whereby dated portions of the Records Series may be entirely

renoved from 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, reta1n1ng papers of enduring value for future use in

the offica and/or transmittal to the State fecords Center at a later date,

~The records containing the highest percentage of transitory materials combined with Tong term value documents are Correspondence and "General
Subject Files," which are found at ali tevels 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:

{, Lletters and memorenda of transmittal that do nothing more than ferward an enclosure and add nothing to the cuntent of the item transmitted.

2. Acknowledgements,

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

4. Reservations and confirmations.

5. Requests to bs added to mailing 1ists after the addition has been made,

§. Invitations and announcementsnof mestings.
T. Copies of inter- or intra- agancy memoranda, bulleting, and directives of a general information and non-gontinuing nature.

Administrative screening i§\limited to tha above listing except as otherw1se provided underseparate authority of the Kashington State Records

Committes,
Correspondance and general subjact files transmitted to the State Records Center before issuance of the Schedule are subject te screeming by

the State Archivist in accord with this Schedule. Correspondence and subject files released to the State Archivist for historical purposes
are stbjoct to additional screening deemed necessary after a period of ten years retention.

ForAth Attorney or Lhe State Audito For the Archivist Far theBirector UFW
(REET [y Lo /@* K
Fald
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GENERAL' 'ORDS RETENTION SCHEDULE

SCHEDULE NUNMBER

TITLE

FOR THE A'ITOHW

DATE
6 PURCHASING FORMS WITH STATEWIDE USE 1 July 1982
N:,T.f;l“ FORM NUMBER ,"ggﬁg;?’o;l!mﬁ‘c;:;:}Fﬂ;gou ‘mun CLASS DISTHIBUTION | RETENTION DISPORITION
1. GAP 58 REQUEST FOR QUOTATION. Solicitation of prices 1 [N/A {Vendor N/A N/A
from vendor (Non-Sealed Bid). 2 |OFM [Purchesing - 6 Years State Records Center
' Buyed s File ' ,
. 3 |OFM |Agency-Copy Agency Option Deatroy ar Agency Option
2. GEN-PUR-008 INVITATION 'TO BID. Solicitation of sealed bids from | LI [N/A | Vendor N/A T N/A
vendors, (Fomerly GAP 64 and 64a) 2 |OFM l;_u:ci:.auigﬁ - 6 Years State Recards Center
uyer a e
3 |OFM Asincy-(iopy Agency Option Destroy at Agency Option
3 GAP 109 CANCELLATION OF BID. (Qbsclete Form) 1 JoFM [Pucchmsing - 6 Years State Records Center
. . Bids/Quotes ]
2 IN/A ]Vendor N/A: N/A
4 GAP 110 PURCHASING CONTRACT DOCUMENTS PACKAGE i OPR |(Succesaful Bids - {6 Years State Records Center
(INCLUDING CHANGE NOTICES). issued by State Original)
Purchasiog Division for use by agencies as a term OPR | (Unsuccessful 6 Years State Records Center
contract for specified goods or servicen. Pids - Odlginal) .
OFM §Purchasing - g:tll Expiration of | Destroy at Teminal Date
ntrace .
3 JOFM |Purchasing (Con- | Agency Oprion Destroy at Agency Option
yace Section Work
14
OFM Plr!chluing {Oper- | Agency Option Destroy ar Agency Option
ationzInformation)
3 JN/A || Vendor . N/A N/A
§ | OFM | Agency-Copy Untfl Contrack ex- Desuoy at Teminal Date
pites, is cancelled :
or superscded
3 SF 267A REQUEST AUTHORITY TO SELL OR EXCHANGE 1 |OPR |Purchasing 6 Years . State Records Center
STATE PROPERTY (Until 31 Oceober 1975). Toauth-| 2 [OFM Selling or Exchang-] 5 Years alteritem | Destroy at Terminal Date
orize the ssle or exchange of suplus propesty in an ing Agency .. [ sold ot exchanged
agency's Inventory. 3 OPR [Agency Accounting] § Yenss State Records Centec
: 4 o Puugzulng olr Ptop{ 2 Years Destroy at Teminal Date
eny Dispossl .
b OFM [Purchaning - Sus- | Agency Option Desrroy at Agency Option
xense Copy . ‘ i
‘ . 6 OFM | Agency-Copy Agency Option Destroy ae Agency Option
6. SF 267A PROPERTY DISPOSAL RE%UYEST (Atter 1 November {1 ] OPR |A ency Inventory 16 Years State Records Center
1975) {DISPOSAL BY AGENCY} To suthorize the ssle Oflice ' :
of exchange of surplus property in an sgency’s invemmyr 2 OFM in ency Inventory. | Unti] approval is L Deatroy at Temminal Date
) i Ofﬁee teceived fcom Surplu -
} : Property to dispose
) of propenty
Provides Insuuctions a1 to disposition of Property 3 OFM A 'eincy Inventory ears Destroy at Tetminal Date
. ce
Evidence that instructions as to disposition of propesty | 4 OFM ASurplun Propetty 3 Years Destroy at Terminal Date
are forwarded to ngeqcy .
3 OFM | Surplus Property | Extra Copy Destcoy ar Agency Option
6 OFM | Surplus Property | Extea Copy Desicoy ax Agency Option
7 OFM {Exta Copy - Agency Option Destroy at Agency Option

FOR THE STATE ARCHIVIDT
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GENERAL RECOns#S RETENTION SCHEDULE

SCHEOULE NUMBER TITLE . OATE
6 PURCHASING FORMS WITH STATEWIDE USE 1 fuly 1982 _
HUMBER FORM NUMBER ;va:::?:?;:';ﬁ:‘c“;hhﬁ“‘n’-ou FART |CLASS]  DISTRIBUTION RETENTION DISPOSITION
Ts SF 267A PROPERTY DISPOSAL REQUEST {After 1 November 1 JOFM Afency Inventoty |6 Yeacs State Records Center
1975) (SURPLUS PROPERTY DISPOSAL) To suthoriz Office
the sale or exchange of surplus property in an agency*s| 2 | OFM | Agency Inventory |Undjl property dis-  |Destroy at Teminal Date
inventory, Olfice osed of
3 JOPR | Agency Accounting] b Years State Records Center
with Warrant
4 |OPR | GA Accounting 6 Yenrs State Records Center
(Liquidation Copy)
3 |OFM | Sumplus Property |2 Years Destroy at Terminal Date
& |OFM | Surplus Property | Agency gpﬂon Destroy nt Agency Qptlon
7 OFM | Extra Copy Agency Option Destroy at Agency Option
8. GAP 116 REINSTATEMENTY LETTER. (Obsclete Form) 1 OFM | Purchusing - "1 6 Years "|S1ate Recards Center
' 2 |OFM :'q"i'mc?} Fllee A Opti L} A Opti
r ncy-Copy sene on estroy at Agene tion
) 3 [OFM .Ag:ng-Copy ‘Auenc; Ogdnn Destroy at A:eucz Ogtl:n
9. GEN-PUR- 007 PURCHASE AUTHORITY. Authorizes an eneg 0 ‘1 |oPn Agency Accountinglé Years {State Records Center
accomplish Its own purchases. (Fomedy SF 1934A) Pay Document )
g ggll: ::ency {n{o gpy i\’uno d ge:tmy at }‘eminll D:lte
ency Info Copy ency Option estroy at Agenc on
4 (OFM Pucha’aiu; 6 Years State Rﬂ:or!li cJ:?.P
5 [OFM | Puschesia I Yenur * |Destoy ac Terminal Date
(Info Copy)
10. SF 6826 RECEIVER'S REPORT. (Obsolete Form) 1 OFM' | Purchasing 5 Years Destroy at Terminal Dage
2 JOFM [Ageacy 2 Yenra Destroy at Terminal Dace
1t GEN-PUR-015 PRODUCT/SERVICE COMPLAINT REPORT."A um'ry 1 1OFM |Purchasing (Ditec- |6 Years after correceiStace Records Ceater
formal complaint againsc produces or aetvices, (Former- tor} (Action Res ive action '
ly Purchasing Complaint Repor) red)
1 |OFM No actios required |Agency Option Déstroy at Ageacy Option
2 |OFM [Purchasiag (Buyer) JAgency Option - Destroy st Agency Option
3 |OFM lAgency Agency Option Destroy at Agency Option
12, SF 350 ANNUAL BID BOND. Provides, on an snnual basis, the]l t  [lOPR Purchasing 6 Years State Records Center
sequirement for bid bond submittal ae Jodicated ca the ‘2 IN/A [Vendor - IN/A N/A
Invitation w0 Bid, 3 [N/A |Bonding Company {N/A N/A
13 SF 331 BID BOND. To biand a principal who subaive » bid o 1 [OPR [Purchasing 6 Yensn State Records Center
the state on a aingle project or purchane to mn obligntiol 2 [N/A [Vendor N/A N/A
re:plt{l;&lrom the submittal and scceptance of the princi] 3 /A |Bonding Company [N/A N/A
ml's . . o
14, SF 352 PAYMENT AND PERFORMANCE BOND., To bind & 1 JOPR [Purchasing 6 Yenra State Recosds Center
principal to sn obligation to pay or pecform in accordsacd 2 [|N/A [Vender N/A N/A
with the terme and conditions of the contemce entered Ined 3 IN/A Bondlng Company [N/A - N/A
with the state, ) ur '
15 SF 170 RECORD OF COMPETITION. To document verbal quo- | 1 |OFM Agency 3 Years Destroy at Teminal Dage
tations from vendore. - '
. -~
FOR THE ATTORNEY GENERAL Ty " FOR THE $TAYE & > FORM THE ATATE ARCHIV ST
/“’ .-;';".‘:-:‘:-:;*- 2 .
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GENER»  =CORDS RETENTION SCHEDULE

SCHEDULE NUMSER

TITLE g g DATE
7 TRAVEL RECORDS - FORMS USED STATEWIDE 1 July 1582
Ngmg;dsn FORM NUMBER :ra?é&&?-?%}zpﬁﬁ'c ;:;kfﬂt:%os! PART | cl.aul OIUITRIAUTION AETENTION DISPORITION
L. LA20 TRAVEL EXPENSE VOUCHER., To claim rcimburxe- 1 JOPR |Agency Accounting]é Years State Records. Center
ment for trave] expense, | Supports Dinburse-
3
2 |OFN nﬁl:neucy-Copy 2 Years Destroy at Tewminal Date
2, A0 TRAVEL, YOUCHER WORKPAPERS. Documents thae | 1 JOFM -] Agency Divisional, [Post Audit Destroy after Audix
. subsmiantiate entries on Travel Expense Voucher, Sectional or Unit
) ‘ OHice of Employec
3o A20-1 TRAVEL EXPENSE ADVANCE. (Obsolete Form) 1 JOPR ]Agency Accounting]6 Yenrs State Records Center
: : Supports Disburse-
N ment
2 JOFM | Agency-Filed with|2 Years Destroy at Terminal Dare
Duplicate Disbureet .
. ment Documents
4 A3 RELOCATION AUTHORIZATION. To suthorize move- |. 1 |[OFM |Purchasing 3 Years Destroy at Teminal Date
ment of personsl belongings of new or transferced .2 {OPR [Purchasing (Validad 6 Years Scate Records Center
cmployee, ‘ " |ed by Insurance Co,
) 3 IN/A Emproyee K/A N/A
3 ANl RELOCATION AUTHORIZATION - TRANSFERRED 1 JOFM [Putchasing 3 Years Deswoy st Termingl Date
EMPLOYEE. {Obsolete Farm) 2. |OPR_ | Purchasing (Validat- 6 Yenss State Records Center
‘ \ ed by Insutance Co
3 |[N/A | Employee N/A N/A
6. A4 STATE VEHICLE:USAGE REPORT, To seport quarter- | 1 JOFM | Off of Fin Mgt 2 Years Destoy at Terminal Date
ly stute sehicle urage. ‘ 2 |OFM | Agency . 2 Years Destcoy at Teminal Date
7. A40 TRAVEL AUTHORIZATION: Fo'réquest a seavel auth. |1 lOFM ['Ditector - 1 Yesr Destroy st Terminal Date
orlzation or advance funding. . 2 |OFM Aﬁ!lncy Accouating] Post Audit Postroy abter Audit
{(When used 1o ka
. advance funding)
3 |N/A | Employee N/A N/A
8. A43 OUT-OF-S5TATE TRAVEL REPORT. (Obaolete Fora) | & [OFM | O of Fin Mgt 2BBC Destroy at Terminal Dace
. - .12 [IOFM | Agency Accountog] Agency Option Recommend not more than 6 menths,
thea destroy .
9. GEN-MT-013 GASOLINE & OIL DELIVYERY TICKET. Records meo- | 1 OFM | Agency Suspense |None Destroy
line und oll used to service motor vehicles, (Formerly pY
HWY-132-028, Gas & Oil Invoice) (Dept of Highways 2 OFM | Agency Accounting] 6 Years State Records Cencer
Official Delivery Ticker) 3 OF!I Motor Pool 3 Yeann Destroy at Teminal Date
10. | SF68s5 OFFICIAL TRANSPORTATION REQUEST. (Obsolece | 1 |OPR | & Agcguncing] 6 Yenrs State Records Genter
Fotm) ' ‘ Q i 2 OFM Rggll%s lnc%ookn Until all numbered | Deatroy ugn compledon of use of all
' : form tequests are used | tequests in book
. . : from
1L GEN-MT-008 MOTOR POOL TRIP TICKET, To record assignmentof] 1 | OFM [Moter Pool 5 Years Destcoy at Terminal Date
state cwned vehicles wo individuals on official atate 2 OFM |Agency Accounting | 6 Yeata State Records Center
business, (Formerly HVY 530-003, Motor Pool Trip 3 | OFM |Agency Ofilce of | None Destroy
Ticker) (Dept of Highways Pool Car Trip Ticket) Person using
Vehicle
/7
FON THE ATTORNEY ORH . ] FOR THE STATK m% FOR THE STATE ANCHIVISY
’”v’ - y ’
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GENERAL REGURDS RETENTION SCHEDULE

SCHEDULE MUMBER
7

TITLE

| thereol,

o aei—

) OATE
TRAVEL RECORDS - EORMS USED STATEWIDE : 1 July 1982
"LL‘-“!“ FORM NUMBER ,,-.,'-‘:.f:,‘:?:,:-‘.'.'ﬁf.% ;:;h’nta'ﬁ%au parT |cLast] oDwTRIBUTION | RETENTION DISPOSITION
12 |HWY 133-103 DEPT OF HIGHWAYS RECEIPTS. (Obsolete Form) 1 | OPR }Ageney Accounting] 6 Years State Records Center
‘2 | OFM | Highways Accrg S Youars Destroy at Temminsl Date
3 | OFM | Highways Accig Poxt Aodig Desteoy after Audie
i3 ' II}EQI)JEST FOR OUT-OF-STATE TRAVEL. (Obsofete 1 OFM | Ageacy Post Audin Destroy after Audit
‘ -Form :
4. CONTRACT GAS & AUTO SUPPLY INVOICES. L JOPR |Agency Accounting|6 Years State Records Genter
(Obsolete Form) 2 |N/A {Vendor N/A N/A
15, CONTRACT GAS & AUTO DELIVERY TICKETS. 1 1OFM ] Agency Accounting] 5 Years Desuoy st Terminal Date
(Obsolete Form) - 2 [OFM | Receiving Stafl None Dentroy
Personne
16, ‘1DEPT OF HIGHWAYS GAS DELIVERY NOTICE. 1 JOPR ] Agency Accnmtlnsﬁ 6§ Yeurs $mate Records Center -
(Obgolele Form) o 2 ]JOFM [Dept of Highways | 5 Years Destroy ae Termina] Pate
17. GEN-MT-002 VEHICLE MAINTENANCE/SERVICE ORDER. valda# 1 JOPR JGA Accountiag 6 Years Stace R.uotdi Center
& mesns of docunenting maintenance and/or service 2 |OFM |Uset Agency 3 Years Destroy ay Teminal Date
petformed on stare motor vobicles nad the costing 3 |JOFM ;Ile!;‘iele Records l\;l-lsoluldon of Traanfer with Vehicle
: . cket ehicle
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GENERAL ~ECORDS RETENTION SCHEDULE

SCHEDULE HUMBER
B

TITLE
BANKING AND LOCAL FUND RECORDS

DATE
1 July 1982

m'.Ha":n' FORM NUMBER sra?z‘fﬂ’f?%g‘;&’cHgﬁfpﬁ'ﬂguu ‘ Imuvr CLASS DISTHIBUTION RETERTION DIIPORITION

L. CANCELLED AND VOIDED CHECKS AND WARRANTS.| 1 |oPR Agency Accounting] 6 Years State Records Center
Files of cancelled checks and warrants drawn of Local
fund accounta documenting the check tegiseesi.

2, BANK STATEMENTS. Provides a means of reconciting] 1 JOFM Agency Accounting| § Years Destroy at Terlnal Date
office records of an accotint with those of the bank in ‘
which funds are t_iepotit!dl_ :

3. BANK DEPOSIT SL1PS, Provides m record of deposits | 1 |OEM Agency Accounting| 5 Years - Destroy at Terminal Date
of funds at a baql: or similar institution. . : ‘

4 CHECK REGISTERS. Records accountability of each |' U {OPR | Agency Accounting] 6 Years State Recorda Center
check written agajast the account and provides 8 - .
running balance ¢hereof, )

5. LOCAL FUND RECEIPTS. A record of monies recelved 1 PR Aa‘eac Accounting] 6 Years State Records Center
through normal operatjons other than sppropristed funde,] 2 JOFM | Other Olfice 2 Yeots Destroy a¢ Terminal Daie

& LOCAL FUND CORRESPONDENCE. Provides fursther | |  |OFM Agency Accoundag] 5 Years Destroy st Terminal Pace
documentation of local fund activity. ‘ i R

7. TREASURER'S RECEIPTS AND LETTERS OF TRANS-|'T {OPR | [State Tresaurer  }6 Veurs State Records Center
MITTAL. Provides a record of teansfer of monies from | 2 |OFM Agency Accounting|2 Years Deatroy at Terminal Dare

agencies to the Office of Sinte Teeasurer,
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GENERAL SCHEOULE

Schedule Number Title - Date
6509 Racords Common to All Offices uf Record : October 31, 1891
Item Records Series Title and .
Humber Form Humber Statement of Function/Purpose Part[Class| 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 contre] records and indexes, and transitory documents; it applies to records created in electronic
form or in paper copy.

This includes the previcus schedule G§ 4, non-records.

Farjle Attornay Gen? Fo%s.&ate Auditq\rﬂ For %rchi% For the Director of OFH
,.{Ja,_af LAY é% CW?{'/ \\\/W ‘ ) /U} ’%



GERERAL SCHEDUL® -

Schedule Humber
G509

Title

Records Comnon to AT1 Offices of Record

~ {bate
Hovesber 26, 1991

[ten
Hunber Forn Nunher

Records Series Title and
Statement of Function/Purpose

Part

flass

Bistribution Retention Bisposition

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

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

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

)Fg the Attorney Genera

PAR y
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GENERAL RECORDS RETENTION SCHEDULE

Schedule Number

6509

Title

~ Records Common to A1l Offices of Record

Date :
October 31, 1991

D.A. Number

Form
Number

Records Series Title and
Statement of Function/Purpose

Class

Distribution

Cut Off’

Retention

Disposition

GS08-1.1

6508-2.1

G508-3.1

/

| correspondance, memos, reports, etc., assembled

TRANSITORY RECORDS: Consists of notes; phone
messages; fax or transmittal letters; routing
s1ips; routine requests for information
(non-policy), draft copies once final capy is
approved; shorthand notes or mechanical
recordings once transcribed; copies of
completed forms, bulietins, correspondence
prepared for refersnce and informational
distribution, NOTE: DOES NOT INCLUDE POLICY
DOCUMENTS, '

READING OR DAY FILES: Extra copies of

by subject oruchropblogical files Foruready
reference, preparation of periodic activity -
reports, etc.

OFFICE ADNINISTRATIVE FILES In genergl, these
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
equipnent requests; internal activity and
workload reports, work progress, statistical
and narrative reports prepared in the office
and forwarded to higher levels,

OFH

OFK

OFM

0ffice of Record

Office of Record

0ffice of Record

Daily

Manthly

Daily

0 .Days

30 Days

30 Days

{ ‘Destroy

Destroy

Destroy

For.thre State Ayditow

Ll

S

for the §

rehivist

Far tge BireEtnr‘l‘%f 0@ . l )

For ﬁe étturney Gz.e% .
¢/

AR i
=

e

P —

, PMcly...




GENERAL RECORDS RETEN™  SCHEDULE

may be disposed of by state agencies as soon as
it has served its purpese, Mon-record items ara|
limited to the following: catalogs or published
materials received which require no action and
are not neaded for documentary putposes; Miscs
roticas not related to the functional

respons iblity.of the agency, i.ex nobices of
communiky affairs, holidays; stocks of outdated
publications=or formss

Schedule Number Title Date
6509 Records Common to A1l Offices of Record October 31, 1994
: Form Records Series Title and - :
D.A. Number | Number Statement of Function/Purpose . Class| Distribution Cut Off Retention Bisposition
6509-4.1 SUSPENSE FILES Contain documents arranged in | OFM | Office Action Taken 0 Years Destray Capy or File Originat with
chronological order as a reminder that an : s ‘ Subject Matter
action is required on & given date or that a
reply to action is expected, and, if not
received, should be traced on a certain date,
G509-5.1 NON-RECORDS Materia) designated as non-record | OFM Receiiing 0ffice | H/A Destroy

i,

For ége_nirectoq‘%f OQE . | :
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For thq Aptorney Gengra 12??aﬁﬁr8tate wdikore 7 Far the § chivi
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BENERAL SCF 'E

G510

Schadula Number

Title

Disposition of Directiva & Administrative Paper Copies

Date
Gctober 31, 1994

[tem
Numbsr

~ Forn Humber

Records $eries Title and
Statement of Function/Purpose

Part{Class| Distribution

Retantion

Disposition

The previous edition of the General Schedules included GS 10, Identification and Disposition of Directive and Adm1n1strat1ve Papers Hnwevar.
G5 10 has not proyided meaningful records disposition authur1ty for Directive and Administrative Papers. :
It is important for Agenciss (executive levels), Commissions, Committess and Boards to schedule originals and cuples 1nd1v1dually, 50 that thay

may be accurately described. Ih1s approach will altow proper appraisal of the papars by the State Archivist and facilitate presarvation of
significant recnrds

These papers may include minutes of mestings, agendas, dockets, requlations, directives and policy statements, procedurss, reports, news
relosses and news clippings; spesches and writings; correspondence.

The State Records Committee has detarmlned that the disposition of Directive and Administrative Papers should not .be governed by a General
Schedule. @GS 10 is tharefore RESCINDED,

Fog the Attorney 8
/{}Ciau£4Mk“«€

For the Director of 0@5 L li :
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GENERAL $"““NULE

Schedute Humber Title . Date
6511 Records Hanagement Operating Records _ _ October 31, 1991
Item Records Series Title and N
Humber Form Number - Statement of Function/Purpose Part|Class| Distribution Retention Dispositian

N

@5 11 covers records {forms, reports, surveys, etc.) dealing with the subjact of records management, These records are used by the State
Archives, agency records officers, agency accounting, and ail offices creating and maintaining public records.
Items include Records Transmittal, Microfilm Transmittal, and Records Retentmn Schedule,
. This schedule applies to both hard copy and eiectranlc recurds

L

Forythe Atturnay Gez F ¢ Stateaudtte *”/‘C\? For the Ar%\% For the Director of OFM
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GENERAL RECORDS RETEN™ " SCHEDULE

Schedule Mumber Title Date
6511 Records Management Operating Records October 31, 1891
Form Records Series Title and
D.A. Humber | Number Statement of Function/Purpose Class] Distribution Cut OFf Retention Disposition
Gs11-1.1 g5h - TRARSKITTAL Provides an itemized Vist by box of | OPR | Archives Last Record § Years Records Center Storage
records transferring from office of record to item Destroyed.
48i1-1.2 storage (essential, microfilm, inactive OFM | Office of Record | Last Record 1 Year Dastroy
records). Ttem Dastroyad
G5i1-1.3 OfM | Records Officar | Last Record i Year Destroy
- Item Destroyed
G511-2.1 554 MICROFILM SERVICES Reguests for service and QPR | Archives FY ‘6 Yoars Records Center Storage
@511-2.2 work order itemizing labor and material costs | OFM | Microfilm Bureau | FY 2 Years Dastroy
6511-2.3 of microfilming, OF# | Office of Record | FY 2 Years Destroy
65t1-3.1 §8A RECORDS SCHEDULES (Essential, Gengral or 0PR | Archives Last_Recds 25 Years Transfer to Archives
: Retention) Provides detailed idemtification and geries Disposed
dispositiomof records. _of
6511-3.2 ' OF% | Office.of Record | Until i Near Destroy
Supersaded
6511-3.3 OFM | Racords Officer | Until 1 Year Dastroy
Superseded
G511-4,1 DISPOSITION NOTICES Provides an itemized 1ist | OPR | Rec Offcr/Rec Ctr| Calendsr Year § Years Destroy
@511-4,2 by box of the destruction {in-house or Records | OFH | Agency Calendar Year 1 Year Dastroy
Center) or the transfer to the State Archives,
G511-5.1 854 - REFERENCE REQUEST Provides a record of an OFH | Records Center When Returned 6 Months Deleta computer data
6511-5.2 agency's request for the temporary return of OFH | Agency then Returned 0 Months Destroy
record(s) from the Records Center. : .
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SENERAL RECORLS RETENT

SCHEDULE

Schedule Nueber

Title

Date

G811 Racords Menagement Operating Recolda Harch 3, 1952
: Ferm Raterds Series Title and
D.h, Humber | Wumber Statement of Function/Purpose Ciass|] Distributien fut 0ff Retention Digpositich
HISEI RECORDS KANAGEMENT FILES Reports of holdings, | OFH | Records Cfficer | Until F Vears Degtroy
forrespondeﬁte copy of file plans and Superseded
G3pi-b.2 inventories, surveys and neplee of recards OFH | 0ffice Intil ? Vears Destroy
- procedures., Superseded
GEii-T.1 PUBLED DISCLOSUAE REGUESTS Provides « record ofj OFM | Public Disclosure| Final Reply to  years DESTROY
the original request for informatian and cepy Gfficer Leguest
of agencyfoffice reply {granting access te ;
requested records, vesperse ig requests for
non-existeni records, response Lo requesters
¥ho provide inadequate descriptions or [ail to
pey reprodugtion fees and responsegpdenying
socees 90 &il of part of the records
requectad \iley 2150 incinde copypofiidie
resordsprequested.
481i-8.1 BUBLIC DISCLOSURE REQUESTS CONTHOL BILES Files i OFH | Fublic Bisciesure! Calendar Yesr i renrs [RSTROY
maintained for contrel purposes in respending Oificer or Uffice
to requests. Kay inciode date, nature angd raspending
‘purpose of requést, name and address of
requestor,
geii-8.1 ACRNOWLEDGEMENT FILES Provides a recerd ¢f 0FY | Receiving Honthly "3 months DESTROY !

acknowledgement of inquiries and regeusts that
have bean referred slsewhere for repiy,

Agency/0ffice

=)

) %Stm fudjtor
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GENERAL SCHED'™

|Schedule Humbar Title - bate
6512 Forms Hanagement and Printing/@upy Records . . |Rovenber 12, 1991
item’ Records Series Title and .
Number Form Number - Stakement of Function/Purpose Part|Class| Distribution Retention Disposition

65 12 covers forms and material dealing with the management of forms.
These are used by agency forms management offices, stockrooms, and all offices creating and maxntalnlng the speclflcatlons urderlng, -gtc., of forms,
This schedule applies to both hard copy and electronie records.

F&Mé%ﬂﬂn@ %ﬁ;&e’ﬁud: ;2; I : | FM&ZQ@% % > | For th'e Dim.;l%_ﬁ OFH
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GENERAL RECORDS RETENTION SCHEDULE

Schedule Humber Title Date
Gs12 Forns Management and Printing/Copy Records Novenber 12, 1991
Forn Records Series Title and _
0.4, Number | Number Statement of Funciien/Purpose tlass] bistribution cut Off Retention pisposition
6512-1.1 FORKS HISTORY FILES Includes one record copy of] OPR | Forms Hanagement | Discentinued or 6 Years Records Center Storage
. each form created by an agency with related Superseded
G512-1.2 instructions and documentation showing OFH { Forms Management | Discontinued or 2 Yaars Destroy
inception, scope and purposé of form. Superseded '
GS12-2.1 FORMS CONTROL FILES. Includes specifications, OFH | Forms Hanagement | Discontinued or 2 Years Destroy
ordering procedures, and control records. _ Supgrsedad
§512-2.2 ofk | 0ffice biscontinued or 0 Years Destroy
Supersedad
§512-3.1 A PRINTING REQUISITION AND COPY REQUESTS Provides) 0PR | Printer Completion or 6 Records Center Storage
a record of printing or other services Cancellation '
§512-3.2 performed by the State Printer or Copy Center | OPR | Agency Accounting) Completion or 6 Records Center Storage
or in-hduse reproduction/printing offiee. Hay 3 Cancellation '
G312-3.3 include“the following supporting documents: OfM | Forms Har or Conpletion or 2 years Destroy
' purchasg order,\copy of vendor invoice, monthly 0ffice, fequesting] Cancellation
statemengs, month tendatedbransaction report, .
charge-back invoice, delivery receipt, job
‘sanple, andfor master.
22 pd
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GENERA  :CORDS RETENTION SCHEDULE

fianie 2
s Wasngemes: |

-

SCHEDULE NUMSER TITLE o ’ DATE
' 13 RECORDS COMMON TO MAIL AND MESSAGE CENTERS _ k July 1982
'NL%M“ FORM NUMOER staPESORDY seniks ;:;hfﬂﬁ:%ost ParTlcLan|  orstesuTion RETENTION pisPoRTION
/q- 3533 APPLICATION & YOUCHER FOR REFUND OF POST- 1 - IN/A | Pont Olfice N/A N/A i
. AGE & FEES. Used to obtain cefuad of postage in the | 2 [OPR |Mnil & Message 6 Years State Records Center
event of apoilage or unused stamps, mevered envelopes, Center .
. atamped envelopes o1 1o clone out a Postal account, -
P
;/"2- 36014 APPLICATION FOR POSTAGE METER LICENSE, Used 1 N/A ] Post Office N/A /A
4 ) to procure license to obtain and use a postage meter, 2 {OPR gnil 8 Message 6 Years Siate Records Center
. enter
3. 6oot APPLICATION FOR DOMESTIC MONEY ORDER. 1 IN/A |Paygon N/A N/A
pplication and receipt for issunnce of a domestic 2 |OPR {Mail & Message 6 Years State Records Center
money vder, Cenier | ‘
4. a5y ASSIGNMENT OF NUMBER BLOCKS FOR REGIS- 1 IOFM | Mail & Measage 3 Yeais Deatroy az Teminal Date
TERED, INSURED, CERTIFIED & C.0.D, MAIL. Center
Maiotsins » cecozd of the assignment of control numbees
for registered, Insured, certificd xnd C,0.D. mail.
- 1538 |BOX RENT RECEIPT, Receipt for money received for 1 N/A 1Pstcon N/A N/A
reatal of Post Office box. . 2 JOPR 2:1! & Mesange 6 Yeaes State Records Center
. . i enter
& - a? 3817 ICERTIFICATE OF MAILING, Used 1o autisfy require- | 1. JOFM IMail & Messnge 3 Years Destzoy at Terminal Date
sient of proof that mail was dispatched., Center
7. 53715 CHANGE OF ADDRESS CARDS. Notificatlon that's Ly JOFM | iMail 8 Message I Yenr Dewtroy ac Terminal Date
. pruron has changed'malling addsess, . Center :

P |8, 1412¢ DAILY CASH REPORT. Maiateina & record of daily 1 /A | {Past Office N/A N/A ‘
incomgand expenditures for the vasious postal trans- 2 PR "{Mail & Message 6 Years State Recaords Center
sctons lavolving funds, - ) Center . :

P 9. 3602 {DAILY RECORD OF METER REGISTER READINGS. 1 IN/A {PowtOffice N/A In/a
A daily record of postage meter tmasactions, .2 [OFM Enll & Message 3 Yearn Destroy at Terminal Dace

enter .
¢l /1{ 3877 FIRM MAILING BOOK. Maintalns a record of the assign- 1 lorm |t & Message 3 Years Destroy at Temminal Date
|ment of conteol numbers for registered, insured, cerdfied Center
and C.0.D, mail, '

1. 115104 INQI!JIR\’ FOR THE LOS5S OR RIELING OF MALL 1 [N/A | PoscOftice N/A N/A '
MAYTER. Used to satisfy inquiries concerning mail 2 [OFM (Mall & Mcasage 3 Yenrs Destroy at Terminal Date
that hias been received with evidence of tampering by Center
snauthordzed persons, _ “

12, 3IT4o IRREGULARITIES IN THE PREPARATION OF MAIL 1 [N/A |Pom Office _N/A N/A
MATTER. Recelved from the Post Office with data 2 OFM | Mail & Message 3 Years Deaudy at Terminal Date
concetning the Improper preparation of mail marer, . - Center

g D s 3849 MAIL ARRIVAL NOTICE. Notice that mail for which I JOFM | Mail & Messnge 3 Years Destroy at Terminal Date
2o ruat be recelpted has been recelved and may be picked Centet
up,
FON THE ATTON, s ] FOR THE STATE FOR THE STATE ANCHIYIST
v
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GENERAL RECORDS RETENTION SCHEDULE

* Fe)
BCHEROULE NUMBER TITLE ’ : ’ DATE :
13 RECORDS COMMON TO MAIL AND MESSAGE CENTERS- 1 July 1982
N:JL‘D': n roRM NUMBER STA F‘I.fg'ﬂ?%;l;b .l‘% ;:;'l;’l'ﬁ';g o3 PART jCLANSE DISTRIBUTION RETENTION DISPFONTION
/ 14, 35824 POSTAGE DUE PILL. Notification from Post Office 1 | N/A ] Post Office N/A N/A .
‘ that mail maticr has been received for which additional | 2 | OFM | Mail & Message 3 Years Destroy at Terminal Dage
posiage is neccssary, Center
. 15, 3544 POST OFFICE RECEIPT FOR MONEY. Recelpts ] N/A | Post Office N/A Destroy at Terminal Date
2" issued by the Post Office for muney received. 2 |JOPR gnil & Message 6 Years State Records Center
v enter
f/lﬁ. 3800 ‘| RECEIPT FOR CERTIFIED MAI.. Received fmn. 1 |N/A | Post Office N/A N/A
Post Office indicaing Cenified Maif has been received] 2 | OFM | Mail & Message 3 Years Destroy at Terminsl Date
for dispatch. Center . .
Vrf. 3603 RECEIPT FOR POSTAL METER SETTINGS. Receipts i [N/A | Pos Olfice N/A N/A
fiom the Post Olfice that appropriste funds have been 2. {OPR | Mall & Message 6 Years Sttre Records Cenrer
e teceived to cover ussge of postage meter, Center
%8. 3811 RETURN RECEIPT REGISTERED, INSURED AND - 1 [OFM | Mail & Message 1 Yenr ~ Desttoy st Terminal Dage
CERTIFIED MAIL. Nodfication that registered, 1 Center
insured and cerdficd muil has been received by the
- addrensee, !
5. ;-A.- 3606 " | SENDER'S STATEMENT AND CERTIFICATE OF " 1 |OFM | Mail & Message | 3 Years Desteoy at Terminal Date
P : BULK MAILING. A record of bulk mail thet has been Centex F . :
‘ dispatched, PR TR T ’ -
‘{6: - 2BGS RETURN RECEIPT - INTEANATIONAL MAIL, Used | 1 OFN | Mail & Mcasage 3 Yems Descuoy ar Termina) Dage
/ L to verify mailing h"..\’ been recelved by the addrestee, . Center,
A N SPECIAL DELIVERY NOTICE. Setves to notify o1 JOFM | Nall & Mespage 1 Yenr "] Destroy ar Terminat Dare
addiessce of Special Dellvery majling that wae Center
. undeliverable dueto absence of addreases. :
22, PS 3542 STATEMENT SHOWING NUMBER OF COPIES OF 1 IN/A | Post Olfice N/A. N/A
. : SECOND CLASS OR CONTROLLED CIRCULATION 2 ] OPR | Mail & Mesange 6 Years Stare Records Center
PUBLICATION MAILED, Maintajns & record showing Center
-number of second claas or contsolled circulation for
which poatage is coltected, ) .
23. APPLICATIONS & PERMITS FOR SPECIAL MAILING | 1 IN/A | Post Office N/A N/A
PRIVILEGES, Post Otfice approvals for special mail- ] 2 OFPR { Mail & Message 6 Years State Records Center
Ing authorizations, : Center
24, APPLICATIONS AND) PERMITS FOR MAILING WITH- § L ‘Néﬂ Pont Oflice N/A. N/A
OQUT AFFIXING POSTAGE. Authorlzations for bulk .2 OPR ] Mail & Message "6 Yoars. - State Records Center
matling for which postage will be affixed ac Post Office] Center
/ 25. APPLICATIONS AND PERMITS FOR USE OF METER ] 1 N/A | Post Office N/A N/A ) "
. POSTAGE. Applicadons and pennits for use of postagg 2 | OPR | Mail & Measage 6 Years, State Records Center
wmeter inlieu ol postage stamps, ’ .
e METER MAILINGS. A record of all majlings using 1 In/A ] Post Oftice N/A N/A :
postage meter. 2 |OFM Lcllll & Mesaange 3 Yeuars Destroy at Te:minal Date
enter
Pt
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GENERAI

'CORDS RETENTION SCHEDUL E

SCHEDULE NUNMBER

TITLE

thied class mail,

Center

" DATE
13 RECORDS COMMON FO MAIL AND MESSAGE CENTERS. 1 July 1982
NLLE&R FORM NUMBER "A;g:g:?;:::&ﬁﬂc;:;k%ﬁ%gm‘ PART JCLASS DI'!TRIBUTION RETENTION DIFOSITION
27, POSTAGE STAMP REQUISITIONS AND LOGS. A 1 OPR | Mail & Message 6 Yenrs State Records Center
tecord of postage stamps guechased In quantiey, . | Center
8. WEIGHING AND DISPATCH CERTIFICATES. Post I | N/A | Pose Office N/A N/A
Office veritication of weight and dispatch of mailings, | 2 OFM| Mail & Message 3 Yenrs Destroy ax Termina! Date
Cénter
29, 3602 BULK RATE MAIL STATEMENT., Verification by Posc| 1 N/A { Poat Office N/A N/A
Office of bulk mail dispacched, 2 OFM Lénil & Measage 3 Years Descroy at Termioal Date
enter
30. 3602PC BULK RATE MAILING STATEMENT - THIRI} CLASS 1 N/A | Poss Office N/A N/A
MAILL. Vedtication by Poac Office of bulk mailing of | 2 OFM | Mail & Message 3 Years Destroy at Terminal Dace
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GENERAL SCHEDY

Schaduis Humber Title . . Date
G344 % Agency Infnr¢au;on Techaology Plaﬁn1nq Records : Crlanuary 29, 1937
o i
Ttem ? ! Rgcords Series Title and . : :
i sumbsr i Forn Humber L Statement of Function/Purpose IParthlass Pistribution Ratention Disposition
\ i
RCH 43,108 Agencies of tha execetive and judicial branches of state goverament which usa or intand to use information téchaology

ioad,
are ragiired (o docdment their inbended wse i an zgency Information Techna‘ogy Plan, Planning and scquisition authority is
coroved oy the Iaformation Services Beard (ISB) and implementaticn authority is approved by the Department of Information Services.

Trig feseral Schedula may be app}ied to these plaaning, aporoval and aceuisition records for comouter systems (hardware and/or software), It
does not apply to the ratention or disposition of the dats containad in the system. The data is required to be schaduled as a unigus
racrd series dnd the refoniion and discosition approved by the State Records Committes, RCH 4C.14

h At*orne For the State Auditor
é@/\p(@a Y o 177, ,,,4/




EUERAL AE

S RETEHTION SCHEJULE

- :
I'Scher_h.l’ne Humber
4514

Title

Agency Information Technology Planning Records

Jate
January 23, 1392

Form

0.4, Number | Hunber

Records Series Title and
Statement of Fuaction/Purpose

f1ass

Distrioukion

Cu; Gff

Retention

Disposition

[HFORMATION TECHHOLOGY AGENCY PLANNING Provides
a record of the use of IT in support of an
agency’s strategic business plans, palicy
directicn, i reports of studies. Includss
strategic & tachical planning; security and
disaster recovery planning; projects 3
acquisition pianning; systesm definition &
progran specifications. RCW 43.165.017 (2)

¢ YPDATED TACTICAL PLANMTHG Provides a record of

stonificant changes to the IT planning or an
agency's annual updates. Includes copies of
axpenoitire forms, agency hardware & software,
rortfotic ofpprojects, major revisions, 4
existing systams roviey,

ACGUISITION APPROVAL REQUESTS Submitted for
agoroval of acquisitions; incluces
justification, cost benefit analysis, vendor
participetion, MWAE agency plan, acquisition
method, implementation schedule & post
implenentation reviey,

ora
OFH

OFH
OFN

- DI3/158

Agency

BIS/158
Agency

BIS/IS
Agency

Calendar Vear

Biennium

Calendar Year
Biennium

Yhen Rec'd

! Biennium

[ LY

L taars

[y

; 184rs

18ars
Years

Years
fears

|
|
|
|

Records Center Storage
Castroy

Destray
Bastroy

Records Center 3torage
Records Ceater Storage

L]
|
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SEHERAL RECORDS RETENT” HEDULE

: i : . ‘ ' j |
;5 heduie Humber - o ihile : iDate
i R i tgeacy Information Techinclogy Planning Records January 2%,

1992

DA, Number

Farm
Humber

fecords Series Title and
Statemant of Function/Purpose

I

C1ass

Distribution

Sut Off

Retaatian

D:sposition

[ 1
re
]

Y Ly
£
1
P
Ay —a

INFORMATION TECHIOLOGY PROJECT PLAHNING
BOCUMENTS Provides a record of feasibility
studies, project management plan and ipdates to
OFM, B18, or the [egisiature. lncludes project
gscription requirements or systém objectives,
cost benefit analys:s, alternative proposals,
risk assassment, structure % organization,
pudget % resourcss, and implementation &
nigrasion strategy,

PAPERS OF DIRECTION Provides a record of adyice
from superiocs and advice to,or from others
showing Mow tiinas are dosie and|reports on iwhat
could bedome,to impreve. Includas copies of
formal issuances, directives, briefings of
presentationsndter ialsnerssurvey data,

QOFH
O

arn
OFH

pis
Agency

DIS
Adency

Lalendar Year
Bieaniug .

Calendar Vear
Biemaiun

s T

fears
ears

Years
\EELE

Destroy
Dastray

Dasticy

Transfer to Archives
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GENERAL SCRF™HE

Schedule Number Title : . Date

‘ G514-01 . Information Technology Servites ‘ . _ . |Becember 27, 1094
Jtem | Records Series Title and ‘ :
Humber Form Number Statement of Function/Purpose Part|Class| Oistribution Retention Disposition

68 14-1 covers records pertaining to Information Technology purchased services, This includes but is not Vimited to, services
acquired for: equipment maintenance and repair, security, computer hardware.and software installation and maintenance, key entry
services, programming and systems analysis services, development and implementation of information services.

HOTE: This does not include persona1 services, which are acquired under the policies of OFK.

For Attorney |
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GENERAL RECORDS RETENTION SCHEDULE

¢chedule Number

Title

Date

]
m...,éé,w y7)

. . 2 S
FWW /7 Fow/£=Qf\ate Archivist

8514-01 Information Technalogy Servlces December 27, 1991
Form Records Series Title and ‘
D.A, Humber { Number Statement of Function/Purpose Class| Distribution Cut Off Retention Bispasition
G514-01-1.1 TELECOMMUNTCATION SERVICE AND ORDER REQUESTS OPR | DIS Accting Final Payment b Years Records Center Storage
Provides a record of an agency's request for, of Contract
6S14-01-1.2 changes or termination for services: SHNA OFN | DIS/0ffice Termination 3 Years Dastroy
6814-01-1.3 network, data circuit, telephone voice OPR | Vendor nfa n/a nfa
G514-01-1.4 answering, conference call, ete. OPR | Agency Acct Fina).Payment b Years Records Center Storage.
of Contract -
6514-01-1.5 OFM | Agency/office Termination 0 Years Destroy
6514-01-2.1 SCAN SYSTEM AUTHORIZATIGN REQUESTS Provide a OFM | DIS Processed - & Honths Destroy
GS14-01-2.2 record of an employee’s request for, change or | OFM | Office Termination 0 Honths Destroy
G514-01-2.3 termination of SCAN remote access. OFW | Vendor nfa afa nfa
G514-01-3.1 EQUIPHMENT MAINTENANCE SERVICES Provides OPR | Agency Fiscal Year b Years Records Center Storage
G514-01-3.2 documentation, of request [from customer to OFH 1 0IS Fiscal Year 5 Years Records Center Storage
6514-01-3,3 provide,eauipment services/repair; on-siteé or | OPR | Vendar nia I nfa |
- off-site.
6514-01-4.1 CUSTOMER SERVICE AGREEMENT Provides OPR | B1S Acctg Final Payment § Years Records Center Storage
documentation for-the provision of Infermation of Contract ,
@514-01-4.2 Technology Services. Includes documentation, OPR | Agency Acct Final Payment 6 Years Records Center Storage
supplements, service estimate, contract of Contract
GS14-01-4.3 amendment, and accounting systems. OPR | Vandor nfa n/a nfa
| 6514-01-4.4 OFH | BIS/0ffice Tarningtion of 2 Years Dastroy
Contract
GS14-01-4.5 OFH | Agancy/Gifice Termination of 2 Yaars Dastroy
Contract
For the ttorney Genera

. " 0




GENERAL RECORDS RETF"

N SCHEDULE

Schadule Humber - Title : Pate
GS14-01 Infu_rmaticn Technology Services December 27, 1991
Form Records Series Title and : .
D.A. Number | Humber Statement of Function/Purpose Class| Distribution Cut Off Retention Disposition
G314-01-5.1 AGREEMENT FOR {EASE AND PURCHASE OF DATA OPR | DIS Acety Final Payment 6 Years Pecords Center Storage
PROGESSING EQUIPMENT Hardware and software, . of Conbract
8514-01~5,2 Provides documentation of the contract for the | OPR | Agency Ascty Final Payment b Years Records Center Storage
provision of lease and purchase. Includes of Contract
6514-01-5,1 equipment identification. OFM | DIS/Office Expiration of 1 Year Destroy
Lease
6514-01-5.4 OFK | Agency Office Expiration of' | Years Destroy
Lease
G514-01-6.1 | PROPERTY BISPOSAL REQUEST To authorize  the sale) OPR | Agency Biennium § Years fecords Center Storage
G514-01-6.2 or exchange of surplus property. OFM } DIS or GA Biennium ¢ Years Destroy
o - o &
For the Ajtopney Genera FM 11T \;”;3 For tha,State Archivist For 4 ctor K
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GENERAL SCHEDULE

Schedule Number

Title

Date

6514-02 Blectronic Record Information Hanagement August 3, 1992
Iten Records Series Title and _ .
Number - | Form Number - Statement of Functioanurppse - tPart{Clagzs| Distribution Retention Digposition

Geners] Schedule 14-2 provides the retention and dispesition for copies of a naster applicdtion |data base, spreadsheefs, efc) which are
used for administrative purposes i.e. nanlpulatlon for gpecific reports. These copies may serve to update the master application. Hewever,
these copies do not contain data which wouldn't be found on the master application.

EKGEPTIOH 1:
The electronic master application, documentation regarding hardware and software requirements, indexes, cross references explaining coding,
foraulas used for ebstracting deta, or summaries of the data are net covered by this General Schedule. The retention and disposition of the
records described in Exception | must be inventoried (form SSAle), scheduled (form 884-53h) and approved by the State Records Committee.

EXGRPTION 2: .
Docunents which establish and support Agency Policy: intra/inter-office correspondence, reperts, etc which are prepared or received
electronically must he reteined on paper or computer output nicrofiche (CON); filed with executive records, scheduled (form $54-53b)
with the retention and disposition approved by the State Records Committee, These Policy Records are congidered Official Public Records
and will be transferred to £he State Archives for their enduring value,

For the Attorney Gene
/1#’/€ZZL

F%chmst Por the Director of OFY
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GENERAL RBCORDS RETBHTI ~ CHEDULR

Schedule Number
514-02

Title

Blectronic Record Infermetien Henagement

|Date
August 3, 1992

D.A. Nunber

Rarn
Nurber

‘Records Series Title and
Statenent of Runction/Purpose

Clasﬁ

Distributicn

fut Off

Retention

Disposition

6814-02-1,1

514-02-2.1

6514-02-3.1

WORD PROCESSING FILES Records such as letters,
reports, manuals, directives, tabulations, ete.
created, revised, issued electronically, These
conputer copies nay he retained for revision or
reissiance purposes. THIS RRTENTION AND
DISPOSITION APPLY T0 THE COMPUTER COPY WHEM IT
IS PRINTED TO ANOTHER HRDiA (PAPER, KIGROFICHE,
ETC) AND THE RETENTION & DISPOSETION OF THE
OTHER HEDIA IS AUTHORIZED BY THR STATE RECORDS
COXMITTRE, '

FINDING AIDS.OR INDBXRS {(COPIES QF} Includes
lists, registers, crogss reference, and other
finding aidueopies (on any media) used to
provide gccess to) records.

DATA BASE AND SPREADSHEET DATA (COPIES OF)
Copies of the Haster Piles used to collect,
retain, retrieve, update, trensmit, issue or
present data or information. Hard-copy
printouts created for short tern adrinistrative
purposes is required te have retention and
disposition authorized by the State Records
Connittee,

OFH

ORY. |

i

0ffice

0ffice

0ffice

No longer
needed

Until
Supergeded

Until
Superseded

0 Years

0 Years

0 Year§

Delate

DBLRTR/DESTROT

Delete
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GENERAL SCHE
Schedule Number Title Date
G515 Reports Management Records October 31, 10H
Item Records Series Title and
Number Form Number Statemant of Function/Purpose |Part Classi Distribution Ratention Disposition

This schedule covers records {reports, surveys, distribution justifications and lists, etc.) dealing with reports management. These
records are used by the State Archives, sgency reports managers/officers, and al) other ufhces creating and mamtammg reports,
This schedule applies to bnth hard copy and electronic records.

for the Attorney Genera)
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GENERAL RECORDS RETENT

SCHEDULE

”,}Lfééf .

.
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Schedule Humber Title Date
4515 Reports Management Records QOctober 31, 1891
Form Records Series Title and . :
D.A. Number { Number Statensnt of Function/Purpose Class| Distribubion Cut Off Retantion Disposition .
6515-1.1 REPORTS CONTROL FILES Case files maintained for! OFM | Report Manager Discontinved B Years Records Center Storage
G815-1.2 each agency report created or proposed. . OFM | Office | Discontinued 2 Years Destroy
Inctuded are surveys of distribution needs, ' '
copies of procedures, recommendations, cost
statistics, revisions to report format.
6515-2. 1 PAPERWORK REDUCTION ACT FILES Provides & racord| OFM | Report Manager Biscontinued § Years Records Center Storage
G516-2.2 of the number of hours the public spends OFH | Office Biscontinued 2 Years Destroy
fulfilling agency reporting requirements,
Included are reports, exhibits or attachments,
correspondence, directives and statistical
compilations,
For the Attorney General For the Archivist

For the Director of OF '
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1cHITY

GENERAL . _CORDS RETENTION SCHEDULE

RITW Y

BIAGER TITLE : AT
16 Propetty Mansgement System Reports 1 Febeuary 1984
noubenl  romu HUMBER RECONDS SERINS TATLE. sory| cLan DISTRINUTION NEYANTION DISPONITION
t. A58 DATA INPUT SHEET. Provides enuy Information OFM | Agency 90 Days Destroy at Terminal Dace
conceming ansets thay are to be catered into the .
Property Msnagement System.
% A-39 HEPORT REQUEST. Requests repom from the Dats OFK | Agency 90 Days Dentroy at Temion! Date
- Procesning Seivice Center, ( [
3 PM-100 EDIT ERRON REPORT. Showe werors made in curren OFM 1 Agency 90 Daya Desnroy st Teminal Date
procens,
4 PM-110 EDIT ERROR CONTROL REPORT. Shaws totals of OFM . | Agency 90 Day» Destroy at Teminal Dare
lapute aad sumber of errory, .
5 PM-160 WORK FILE ERROR LIST. Shows jnputs in work llln QFM | Agency 90 Days Desuoy at Terminal Date
) Shat are in errore ‘
¢ & PM-1T0 WORK FILE CONTROL REPORT. Shows sumber of oM Agency 90 Days Destroy a1 Teminsl Daye
iapute In work file by cype. | : |
[ Pi.700 ' UPDATE REPORT. Shows which items were added OFM | Agency 90 Days Destroy at Termion] Date
- ' | o master fle. ‘
L 8. PN-210 UPDATE CONTROL REPORT. Shows totsis of feeme] OFM '} Agency 90 Days Destroy ar Termingl Date
golng from work file to master fls.
9. PN-340 LOCATION CODE REPORT. Shows all asseta in o TOFM Agency ) 90 Days Deetroy ar Terminal Date
enlar location. .
10, PM-350 LMS NUHREI&_POIT. Shows ell asuets requesied O | Agency 90 Days Dastroy st Tesmina! Date
ug 13
1. P-360 CLASSIFICATION CODE REPORT. Shows all avsers] OFM ] Agency 90 Diaye Dasteoy at Termias? Date
R requastad inn pudculn clasn,
¥ N3850 DEPRECIATION LEDGER. Provid udmm OFM | Agen 90 Day» Dertroy ax Tarmioal Date -
/"' ' ﬂlhﬁlnlud-uuulllu::. e dep peney ' Y
\}/@ - 13 P90 AGENCY FINANCIAL REPORTING SYSTEM (AFRS) OFM Agency 90 Days Destroy at Terminal Date
ORGANIZATIONAL CODE REPORT. valclel [ .
i Isting of nqunud assets by AI'IS osganizational
14 PU-400 ASSEY REPORT. l’mﬂdn . llniu of “conplln OFM | Ageacy 90 Days Dastroy at Teominal Date
data’ on o]l o, :
L 1% PM-410 GENERAL LEDGEI INTERFACE, Shows monthi OFM | Agency 90 Days Destroy ar Termisal Dute
Lo depreciation of nsast by Cant Ceater Code for en -
Q\}/ / clase of aasets
ﬁe 16. PM-s00 DATA TRANSMITTAL TO STATEWIDE ASSET. OFM Agency 90 Dayn Dustroy at Terminsl Date
REPORTING SYSTEM. Pcovides a sumunsy of I“
. . . Gued snsers over $300, for state talance shee >
quarterly basls. ‘ ,:‘
0 7 I A LS UepC FOR THE STASE ANCHIVISY
o 07, o g
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K4

SCRROULE HUMSER TITLR DATR
i6 Property Management System Reports 1 February 1984
witu [ ronu nunenn ARCORDS SERIES TITLE comy] cLnss DIWTRISUTION ARTENTION SHIPONITION |
17. PM-510 ADDED REPORT. Provides a list of assets added tof 1 | OFM | Agency - 90 Days Destroy st Temminal Date
Propetty Mansgement Syntem, ‘ ‘
1 PI-S20 CHANGES REPORT. Provides n Hac of assars 1 [OFM | Ageacy 90 Days Desrroy st Teminel Dase
. chisaged to Property Meangement Syscem master file
recorde.
. PM- DISPOSED REPORT. Pwmvides a list of assets 1 Joru | a 90.D
19 : 330 dlsposed of from Property lll:lleunl System, gency hre Destroy at T.m"fl Date
. ERROR REPORT. Provid kshest of asser OFM | A
Sl Riata seat o & wock file eror list for corrections 7 | 1 |OFM | Asescy 50 Daye Dasteoy & Tormloal Date
. Pi-330 PURGES REPORT. Provides s list of aveste 1 joru A 90 De:
! purged from Property Masageseat Sy | gency 4] Deatgoy at Terminal Date
2. PM-390 SUMMARY REPORT. Provides wn agency with o L |OFM | Agescy D stjoy
. tall Iet Propepty Mansgemeat Sysiem u?m file %0 Daye ) De st Terninal D"'_
activity. ' ;
PM39 SUMMARY OF MONTHLY. FILE ACTIVITY. Puvidea| 1 JOFM | A : - T s .
23, F Pryrrop i gttt 2 oo pancy 20'Daps Dastooy sz Terminal Dase
magtes fle arcdvicy por month,

GENERAL RECC RETENTION SCHEDULE
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GENERAL SCHE(

Schedule Humbaer

Gs17

Title

" Electronic Mail

Date
November 5, 1991

Ttem
Number

Form Number

Records Series Title and
Statement of Function/Purpose

Part

Clasg

Distribution

Retention

Disposition

0ffice Vision {and other E-Mail systems) contain the following record 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 dispositiun purposes.

Exception 1. Policy Documents. {Applicable to senders only)-Retain corrESpundence and reports prepared and transmitted on E-Mail, which
establish agency policy. These are considered an Official Public Record or otherwise have emduring value, and must be stored on cy11nder
(disk or tape) and/or paper copy for 1 to 2 years. Papar copy must be generated, filed with executive records, scheduled on a Records

Retentinn Schedute, form S3AB3b, and approved by the State Records Committee; and transferred to the State Archives

{Receiving office) Retain policy documents an cylinder {or other magnetic media for atternate systems} or on paper then discard monthly
“or remove from cylinder (magnetic media), :

Exception 2. Documents Transmittad on Office Vigion.or.other E-Mail but primarily residing.in another.program.andfor data.base.-.Discard.from
E- Mail system as soon as administrative purpose is served, Retain in original elgctromic file per Retention Schedule) form $SA53b, far that
recard.

Contact your agency Records Officer for further infarmation,

Forgth Attorney Gen
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GENERAL RECORDS RETENT ~ SCHEDULE
Schedule Number Title Date
G517 E]ectrqnic Hail | October 31, 1991
Form Records Series Title and
D.A. Numbar | Number Statement of Function/Purpose Class{ Distribution Cut Off Retention Disposition
6817-1.1 CALEHDARS Provides a record of appeintments, tol OFM { Elected Honthly 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 Directars, records
form, Cahinet members
G517-1.2 OFM | Agency Offices Honthly 90 Days Dalete or Destroy
6817-1.3 . OFM | DIS - Daily 90 days Delete back up tapes
G8i7-2.1 ELECTRONIC MAIL Provides a record of notes, OF# { Agency Office. Daily 0 Delete and destroy paper copy
G517-2.2 messages, transmittal letiers, correspondence, | OFM [ DIS Duity 30 days Delete back up tapes
reports, requests (routine and non-palicy), z. :
6517-3.1 ELECTRONIC MAIL (POLICY) Provides a record of dPR Sendars Monthly 1 year Ganerate paper copy and file with
correspondence and reports prepared and axecutive records; transfer
_ transmitted.on £-Hail, which establishes Agency > 2 | ‘
6817-3.2 policy,.. OFM | Recetyers Honth1y 0 month Discardfdalete
6517-3.3 ORM | D18 Daily 80 days Dalete back up tapes
For the Attorney Gene ol /0 _ Fo State Auditor FArchmst For the D1rectcr of OFK
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GENERAL SCHED

Schedule Number

6518

Title

Atterney General Records

Date
October 31, 199

Item
Humber

Form Number

Records Series Title and
Statement of Function/Purpose

Part

Class

Distribution

Retention

" Disposition

or representing the agency,

This schedule covers informal letters and formal gpinions by the Attorney Generat’s office te the agency head andfor local office within

Copies may be distributed to governing agéncies, i.e. Auditor's office.

Yorking 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 approvai from the State Records Committee.

For ghe Attorney Gene
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GENERAL RECORDS RETENTION SCHEDULE

- |Schedule Number

Title Date
6518 Attorney General Records October 31, 1991
Form Records Series Title and : ,
D.A, Number | Number Statement of Function/Purpose Class| Distribution | Cut OFF Retention Disposition
6518-1.1 ATTORNEY GENERAL OPINIONS Provides a record of | OPR | Attorney Gase Closed 15 Years Transfer to Archives
o published, numbered (formal} apinions of the General's Office _
6818-1,2 kttorney General's Office, OFM | Agency Director | Issued . B Years Destroy
_ | ' : or Legal Office '
G518-2.1 ATTORNEY GEMERAL _LETTEﬁS Provides a record of | OFM | Attorney Calendar Year 15 Years Transfer to Archives
_ informa) correspondence with agancies, Ganeral’s Office
6518-2.7 prosecuting attorneys, and political OFM | Agency Director { Calendar Year b Years Destroy
sub-divisions, or Legal Office - :
y General .

Fcirjghe Attorne
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Archives and Records Management Division

Ralph Munro Olympia, Washington 98504
(208} 753-5485

FOR THE RECORD

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

INTRODUCTION

As an elected or appeointed 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 deocument our
state heritage.

This"guideline directs)your attention"to, thewpolicies,and "procedures
governing the disposition of the documeéntary materials that may
accumualate in yourwoffice. It provides dinformation to help vou
distinguish state records from non-record materials and private papers,
disclsses the impact of automation and™identifies  sources of additiocnal
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 vou 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).



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
tualify 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 1nd1v1dual’s private affairs, such as
outside business pursuits, private political associations, and
professional affiliations when not associated with the person’s publlc
position or paid by public funds; and

3) diaries, Jjournals, 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.



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 c¢an contribute to the loss of nécessary
records. . '

Electronic mail and word processing systems make it simple for the user
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 ability 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 aqency's Records Officer. Your agency has a records officer
appointed in 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 nunber of the State Archivist is 753-5485
(scan 234).





